Fiscal Year Report Readiness Alert

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Fiscal Year Report Readiness Alert

Dear [Recipient Name],

As we approach the end of the fiscal year, | would like to remind you of the upcoming deadlines
related to the preparation of our fiscal year report. To ensure a smooth workflow and timely
submission, please take note of the following key dates:

Data Collection Deadline: [Insert Date]

Report Draft Submission: [Insert Date]

Final Review: [Insert Date]
Submission to Management: [Insert Date]

It is important that all departments collaborate effectively to gather the necessary data and
insights. Please ensure that your teams are aligned and that all contributions are submitted by the
deadlines mentioned above.

If you have any questions or require further assistance, do not hesitate to reach out.

Thank you for your attention to this important matter.

Sincerely,

[Your Name]

[Your Title]
[Your Company]



