
Accounts Receivable Management Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Accounts Receivable Management Summary 

Summary of Accounts Receivable 

As of [Insert Date], the total accounts receivable balance is $[Insert Amount]. Below is a 

breakdown: 

1. Outstanding Invoices 

• Invoice #12345: $[Insert Amount] - Due Date: [Insert Date] 

• Invoice #12346: $[Insert Amount] - Due Date: [Insert Date] 

• Invoice #12347: $[Insert Amount] - Due Date: [Insert Date] 

2. Aging Analysis 

Age (Days) Amount Owed 

0-30 $[Insert Amount] 

31-60 $[Insert Amount] 

61-90 $[Insert Amount] 

90+ $[Insert Amount] 

3. Recommendations 

Based on the current accounts receivable status, we recommend the following actions: 

1. Initiate collection efforts for overdue accounts. 

2. Review credit limits for customers with large balances. 

3. Enhance invoicing procedures for timeliness. 

Conclusion 

Please feel free to reach out if you have any questions or need further details regarding the 

accounts receivable summary. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


