Summary: A proactive attorney communication template used to recommend timely client outreach on aging accounts receivable. By highlighting the client's payment history, aging profile, and increasing collection risk, the template encourages prompt action while giving the relationship attorney an opportunity to provide context or raise concerns before the finance team contacts the client.
I am reaching out regarding the outstanding balance for [Client Name], which currently totals [Balance Due].
The client last made a payment of [Last Payment Amount] on [Last Payment Date], which was [Number of Days Since Last Payment] days ago. A summary of the current accounts receivable aging is provided below for your review.
	Date
	Invoice
	0-30
	31-60
	61-90
	91-120
	    >120



Given the age of the balance and the time that has elapsed since the client's last payment, I wanted to see whether you would have any concerns with my reaching out to the client on your behalf to obtain a payment status update and determine whether there are any issues affecting payment. In many instances, a timely follow-up helps clarify expectations, identify potential concerns early, and keep the account moving toward resolution.
Before we proceed, please let me know if:
· You have recently discussed payment of this balance with the client;
· There is any information regarding the status of payment that we should be aware of;
· There are any relationship, strategic, or other considerations that would make client outreach inappropriate at this time; or
· You would like to discuss the account with me before we proceed.
Unless I hear otherwise, I will contact the client on your behalf in a professional and collaborative manner to obtain a payment update and work toward resolution of the outstanding balance.
Please let me know if there is any additional context that we should consider.
Thank you.

