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Background: Our firm manages ASIC Registered Office Fees invoicing annually to ensure compliance with regulatory
requirements and accurate client billing. The 2026 fee schedule was prepared on schedule, utilizing the prior year’s invoice
template as a base. This practice is common to maintain consistency in format, terms, and line-item descriptions.

However, the reliance on a previous template mandates thorough updates to all date- sensitive information to avoid errors
in client communications and accounting records.

Scenario: During the bulk import of invoices into the Xero accounting platform, the invoice descriptions were automatically
populated from the imported template. Unfortunately, the description field still referenced the prior year:

eIncorrect Description: “ASIC Registered Office Fees —2025”

eCorrect Description Should Be: “ASIC Registered Office Fees — 2026”

This oversight was not caught during the import review stage, leading to clients receiving invoices with an outdated financial
year in the description. The invoice totals, due dates, and client details were correct, but the year discrepancy caused

confusion.

Impact: Over 120 invoices were issued with incorrect year references, although financials and client data were accurate.
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Breakdown of the Error

*  Who Approved: Partner has approved the draft invoice data assuming it had been fully updated.
*  What Went Wrong: After his approval, the outdated invoice descriptions were uploaded to Xero and
sent to clients.

* Result: Clients of Partner received incorrect invoices, directly impacting their trust in our processes.

Partner Reaction & Recovery Actions

* Loss of Confidence: Partner expressed a significant loss of trust in the quality control and data assurance
processes.

* Actions Taken by Partner:

o Personally, reviewed the issue and triggered internal escalation.

o Contacted key clients to personally explain the situation and reassure them.
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Time taked to rectify the error:

* Partner Time Spent : Approx. 2 hours to resolving the issue.

Impact

«Client Relations: The incorrect year reference eroded client confidence, generating avoidable queries and

increased client service workload.

eOperational Efficiency: Staff had to pause other responsibilities to address the invoice confusion, clarify

billing details, and resend corrected invoices.

eFinancial Reporting: The inconsistency in descriptions risked inaccuracies in audit trails and internal

reporting, potentially complicating year-end reconciliations.

eRisk of Payment Delays: Confused clients may delay payments until clarity is provided, impacting the firm’s

cash flow and accounts receivable metrics
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Solutions Implemented

1.Comprehensive Template Update Process:

oEstablished a mandatory annual template revision protocol, ensuring all date- sensitive fields are updated before use.
oTemplates are now saved with clear version controls, dated with the applicable financial year to prevent confusion.

2.Dual Review and Approval Workflow:

oAll invoice imports require review by two separate staff members—one to prepare and another to verify—before final
submission

o A pre-import checklist verifies key elements such as description year, amounts, and client data accuracy.

3.Automated Validation Checks:

oExplored automation tools and Xero add-ons that flag mismatched date references or unusual invoice descriptions during
import.

4.Proactive Client Communication:

oDeveloped a client notification template to swiftly address similar incidents, explaining the error transparently and
reassuring clients about invoice validity.

5.Staff Training & Awareness:

oConducted targeted training sessions for the invoicing team emphasizing the importance of template accuracy and the
financial implications of errors
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Outcome

eThe error was rectified swiftly, with all affected invoices corrected in Xero .

eRebuilt trust by carefully processing the ASIC invoices for the second partner’s client and confirming their approval
without error, thereby enhancing confidence and reliability.

eThe firm avoided delayed payments and administrative backlogs by proactively managing client concerns.

Conclusion

This case underscores the critical importance of detail-oriented processes in financial administration, especially
when using templated documentation. The year mismatch in invoice descriptions, although seemingly minor,
highlighted vulnerabilities in our invoice preparation and review procedures.

By addressing the root causes through structured template management, dual verification, automation, and clear
client communication, we have not only corrected this isolated issue but enhanced the overall reliability and
professionalism of our billing system.
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