
Letter Regarding Changes in Management 

Reporting 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Changes to Management Reporting Procedures 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inform you about some important changes to 

our management reporting procedures that will take effect beginning [Effective Date]. These 

changes are aimed at enhancing the efficiency and accuracy of our reporting process. 

Below are the key changes that you should be aware of: 

• Introduction of new reporting software that will streamline data collection and analysis. 

• Changes in report submission deadlines: reports will now be due on [new deadline]. 

• Updated formats for reports to include additional KPIs relevant to our strategic goals. 

• Mandatory training sessions on the new procedures scheduled for [date]. 

Please ensure that your team is briefed about these changes and prepared for the upcoming 

transitions. If you have any questions or need further clarification, feel free to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


