Announce Sales Review – Good News [Replace with company letterhead]
Dear _________________: [employees/ department/ group of employees]
  

Sales figures for _________________ [period] are in, and they look great! 

  

We have exceeded our targets on _________________, and came within _____ % of meeting our target on _________________. 

  

Keep up the good work, everyone. You're doing well. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
