Accounts Payable Procedural Overhaul
Announcement

Date: [Insert Date]
To: All Relevant Staff

From: [Your Name]
[Your Position]
[Company Name]

Dear Team,

We are excited to announce a significant overhaul of our accounts payable procedures aimed at
improving efficiency and accuracy in our financial operations. The changes will take effect from
[Insert Effective Date].

The main highlights of the new procedures include:

« Streamlined invoice processing to reduce turnaround time.
o Implementation of automated approval workflows.

« Enhanced documentation requirements to ensure compliance.

o New training sessions for all staff involved in the accounts payable process.

We believe these changes will greatly enhance our operational performance and allow us to serve
our vendors better. Attached to this letter, you will find a detailed outline of the new procedures
and a schedule for the upcoming training sessions.

Please direct any questions or concerns to [Contact Person] at [Contact Email] or [Phone
Number].

Thank you for your cooperation and commitment to this transition.
Sincerely,
[Your Name]

[Your Position]
[Company Name]



