Dear Team,

We are excited to announce the implementation of new accounting procedures that will enhance
our financial operations and streamline our processes.

Purpose of Change

The new procedures aim to improve accuracy in financial reporting and ensure compliance with
the latest regulations.

Key Changes

o Introduction of automated invoicing systems
« New guidelines for expense reporting
o Updated protocols for journal entries

Training Session

A training session will be held on [Date] at [Time] in [Location/Platform]. Attendance is
mandatory for all accounting staff.

Feedback

We encourage you to share your thoughts or questions regarding the new procedures. Please
send your feedback to [Email Address].

Thank you for your attention and cooperation.
Sincerely,

[Your Name]

[Your Position]

[Company Name]



