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

The sales figures for _________________ [period evaluated] are: _________________. [numerical monetary value]
  

As you can see, our performance during this period has been mixed. We've done well in _________________, but we have slipped in _________________. In _________________, we're not nearly close to where we should be. 

  

Please study these numbers and consider which factors may have contributed to this mix of results. Most importantly, think about specific steps we can take to ensure that our next sales review looks good on all measures. 

  

We will discuss this report and listen to all your ideas at the next sales meeting, scheduled for _________________ [time], ___________________ [date] at _________________ [place]. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
