	KPI PERFORMANCE REPORT
Monthly / Quarterly Review  •  Targets, Results, Insights & Action Plan



1. REPORT DETAILS
	Organisation / Team
	Company Name – Department
	Reporting Period
	Q3 2026 (Jul–Sep)

	Prepared By
	Name, Designation
	Report Date
	10/10/2026

	Prepared For
	Management / Board
	Version
	1.0


2. EXECUTIVE SUMMARY
Summarise overall performance in 3–4 sentences: how many KPIs met target, the biggest wins, the main concerns and the decisions needed from management.
3. KPI SCORECARD
	KPI
	Owner
	Target
	Actual
	Prev. Period
	Trend
	Status

	Revenue growth
	Sales Head
	8%
	9.4%
	6.1%
	▲
	On Track

	Net profit margin
	Finance
	12%
	10.8%
	11.5%
	▼
	At Risk

	Customer retention
	CS Lead
	90%
	92%
	89%
	▲
	On Track

	Project delivery on time
	PMO
	95%
	84%
	88%
	▼
	Off Track

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


4. HIGHLIGHTS & ACHIEVEMENTS
Highlight 1 – what went well and why
Highlight 2
Highlight 3
5. UNDERPERFORMING KPIS – ROOT CAUSE & ACTIONS
	KPI
	Gap
	Root Cause
	Corrective Action
	Owner
	Due Date

	Project delivery on time
	-11%
	Resource shortage on two projects
	Hire 2 contractors; weekly PMO review
	PMO
	30/11/2026

	
	
	
	
	
	

	
	
	
	
	
	


6. TARGETS FOR NEXT PERIOD
	KPI
	Current
	Next Target
	Notes

	
	
	
	

	
	
	
	

	
	
	
	


7. APPROVAL
	Prepared By
	Reviewed By
	Approved By

	Name:
Signature:
Date:
	Name:
Signature:
Date:
	Name:
Signature:
Date:


