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Accounts Receivable Recovery
Collect Receivables Aged Over 90 Days Before They Become Write-Offs

9 Worksheets · 3 Categories · A4 Print-Ready

High-Volume · Niche-Search · Specific-Case
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High-Volume Worksheets

Universal worksheets — what most operators reach for daily or weekly. Run these on
a regular cadence regardless of business size or stage.
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Weekly Aging Report Walk-Through
Run every Monday before collection calls begin. Takes 20 minutes. Stops surprises mid-week.

Run every Monday before collection calls begin. Takes 20 minutes. Stops surprises mid-week.

AGE
BUCKET

TOTAL VALUE
(RP)

NO. OF
DEBTORS

CHANGE VS. LAST
WEEK (+/−)

REQUIRES ACTION THIS
WEEK? (Y/N)

         

         

         

         

         

         

         

1. Fill the age buckets in order: Current (0–30), 31–60, 61–90, 91–120, 121–180, 181–365, Over 365. Total
the 'Requires Action' column. That number is this week's active recovery workload.

2. Is the 91-day-plus zone growing, shrinking, or flat compared to last week? Write one sentence on
what changed and why: ___

3. Which single debtor represents the largest value in the 91-day-plus zone this week? Write their name
and the value, then confirm: has an action been assigned to them for this week? ___
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Daily Collections Cadence Log
One row per collection action. Fill in immediately — not at end of day. The time stamp matters if you ever need this in
a legal file.

One row per collection action. Fill in immediately — not at end of day. The time stamp matters if you ever need this in
a legal file.

DATE &
TIME

DEBTOR
NAME

RECEIVABLE
VALUE (RP)

ACTION TAKEN (CALL /
LETTER / VISIT / EMAIL)

DEBTOR
RESPONSE

NEXT ACTION
& DATE

           

           

           

           

           

           

           

           

           

           

1. At the end of each day, count: how many debtors in the 91-day-plus zone received no contact today?
Write that number here: ___. If it is more than zero, list them by name for tomorrow's priority queue.

2. Review the 'Debtor Response' column. Which responses are concrete (specific date, specific amount)?
Which are vague ('soon', 'will check', 'call me next week')? Circle the vague ones — those need a
follow-up within 48 hours with a demand for a specific commitment.
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Customer Credit-Status Quick Check
Run before approving any new order or extending terms to an existing customer. One row per customer reviewed.

Run before approving any new order or extending terms to an existing customer. One row per customer reviewed.

CUSTOMER
NAME

CURRENT
OUTSTANDING
(RP)

OLDEST
UNPAID
INVOICE
(DAYS)

CREDIT
LIMIT
(RP)

UTILIZATION %
(OUTSTANDING ÷
LIMIT)

STATUS:
GREEN /
YELLOW /
RED

ACTION
BEFORE
NEXT
ORDER

             

             

             

             

             

             

             

             

1. Green = current and under 70% utilization. Yellow = 31–90 days past due OR 70–100% utilization.
Red = 91+ days past due OR over credit limit. Fill the Status column for every customer listed. Count:
how many Reds are currently being shipped to? ___

2. For every Red customer: what is the specific condition that would move them back to Yellow? Write
it per customer. 'Pay something' is not specific enough. 'Pay at least Rp X by [date]' is.

3. Is your credit limit per customer documented anywhere, or is it in someone's head? Write where the
master credit limit list lives (or write 'does not exist yet' and add it to this week's agenda): ___
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Niche-Search Worksheets

Rare-situation worksheets — high value when the situation hits. Run these only
when the trigger appears, but keep them findable.
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Write-Off Justification Sheet
Complete one sheet per receivable being considered for write-off. One sheet = one decision. File with the receivable's
documentation folder.

Complete one sheet per receivable being considered for write-off. One sheet = one decision. File with the receivable's
documentation folder.

FIELD DETAILS

   

   

   

   

   

   

   

   

   

   

   

   

1. Twelve fields to fill: (1) Debtor name and entity, (2) Invoice reference(s) and original due date, (3)
Outstanding value (Rp), (4) CKPN already provisioned (Rp), (5) Receivable age today (days past
due), (6) Last communication date and channel, (7) Summary of collection actions taken (attach log),
(8) Debtor profile per Chapter 2 classification, (9) Recovery probability score per Chapter 3 (5–15),
(10) Reason write-off is appropriate now (cite at least one of three indicators from Chapter 10), (11)
Tax deduction eligibility per Article 6(1)(h) Income Tax Law — Y/N and basis, (12) Approving
authority and signature.

2. Does writing off this receivable also release the legal right to collect? Answer here: ___ (Correct
answer: No. The right to collect under Indonesian Civil Code remains valid for 30 years. Write-off is
an accounting decision only.)

3. After completing the sheet, confirm: is the CKPN already provisioned equal to or greater than the
write-off amount? If not, the income statement will take the difference as a charge in this period.
Calculate and note the income statement impact here: Rp ___
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Full Customer Credit-Policy Rebuild
Use when building or overhauling the credit policy from scratch. Work through each section in order. Expected time:
one full working day with the finance lead and one director.

Use when building or overhauling the credit policy from scratch. Work through each section in order. Expected time:
one full working day with the finance lead and one director.

POLICY
ELEMENT

CURRENT STATUS (EXISTS /
PARTIAL / MISSING)

DECISION / VALUE
AGREED

EFFECTIVE
DATE

APPROVED
BY

         

         

         

         

         

         

         

         

         

         

         

         

1. Twelve policy elements: (1) Definition of 'bad receivable' in days (specific number, not 'when it feels
uncollectable'), (2) Credit limit per customer tier, (3) Approval authority per credit limit tier, (4)
Payment terms per customer tier, (5) Late fee rate and when it activates, (6) Escalation trigger from
routine to bad-receivable protocol (days-based), (7) Debtor profile classification criteria (four types
per Chapter 2), (8) Three-option parallel evaluation trigger date (day 91 is the standard), (9)
Restructuring offer authority and value limits, (10) Legal escalation approval authority and
minimum receivable value threshold, (11) Write-off criteria (three automatic indicators from Chapter
10), (12) CKPN methodology and review frequency.

2. After filling the table: how many elements are currently 'missing'? Count: ___. Set a target date to
have zero missing elements: ___. Assign one responsible person per gap.

3. Who needs to sign off on this policy for it to be binding? Name and position: ___. Set a signing date
here: ___. A policy approved verbally in a meeting is not a policy.
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Restructuring Agreement Framework
Use when preparing a restructuring offer for a specific debtor. Complete sections 1–4 before the negotiation meeting.
Complete section 5 after agreement is reached and before signatures are requested.
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Use when preparing a restructuring offer for a specific debtor. Complete sections 1–4 before the negotiation meeting.
Complete section 5 after agreement is reached and before signatures are requested.

SECTION FIELD VALUE / DECISION

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

1. Section 1 — Debtor Assessment (pre-meeting): profile classification (willful / involuntary / other),
recovery probability score (5–15), recommended mechanism (lump-sum discount / installment with
collateral / asset-for-debt swap), rationale for mechanism choice. Section 2 — Offer Parameters:
receivable principal (Rp), proposed settlement value (Rp), discount percentage if lump-sum (%),
installment amount and count if installment plan, collateral type and assessed value if applicable,
offer validity deadline. Section 3 — Walk-Away Conditions: minimum acceptable settlement (Rp),
conditions under which restructuring is abandoned and escalation begins. Section 4 — Meeting
Notes: date, attendees with their authority level, debtor's counter-proposal, creditor's final offer.
Section 5 — Agreement Components (post-agreement, pre-signature): confirmed receivable amount
acknowledged by debtor, chosen mechanism with specific figures, payment schedule with exact
dates and amounts, default consequences clause, authorized signatories from both sides.

2. Before signing: confirm the agreement contains all five minimum components from Chapter 8.
Checklist — acknowledged amount: ___. Chosen mechanism: ___. Specific schedule: ___. Default
consequences: ___. Authorized signatures: ___. All five must be checked before the meeting ends.

3. File this completed framework with the signed agreement. If the negotiation fails, file it anyway — it
documents what was offered and why, which strengthens the position if the case moves to legal
escalation.
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Specific-Case Worksheets

Pre-framed scenarios — each worksheet walks you through a single, concrete
situation. Read the scenario, then fill in your version of it.



Page 13 of 20

PA R T  3  ·  W O R K S H E E T  1

Top Customer 120 Days Past Due Requesting More Credit
Scenario: Your largest customer — accounting for 20–30 percent of your annual revenue — has an
outstanding receivable of 120 days past due. They have just submitted a new purchase order and are verbally
requesting extended payment terms (net-90) on the new order, citing a temporary cashflow gap. Your
collection team has made six contact attempts over the past 60 days with only vague responses. No
restructuring agreement is in place. Approving the new order would add to an already-stalled balance.
Refusing it risks the relationship. You have 72 hours to decide.
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Scenario: Your largest customer — accounting for 20–30 percent of your annual revenue — has an outstanding
receivable of 120 days past due. They have just submitted a new purchase order and are verbally requesting extended
payment terms (net-90) on the new order, citing a temporary cashflow gap. Your collection team has made six contact
attempts over the past 60 days with only vague responses. No restructuring agreement is in place. Approving the new
order would add to an already-stalled balance. Refusing it risks the relationship. You have 72 hours to decide.

DECISION VARIABLE YOUR ASSESSMENT DATA SOURCE OR BASIS

     

     

     

     

     

     

     

     

     

     

     

     

1. Fill twelve decision variables: (1) Current outstanding receivable value (Rp), (2) Recovery probability
score for the existing receivable (5–15 per Chapter 3), (3) Debtor profile classification (Chapter 2), (4)
Value of the new purchase order (Rp), (5) Gross margin on the new order (%), (6) Net margin after
adjusting for probability-weighted collection risk on the existing balance, (7) Relationship cost of
declining the order — estimated revenue impact if the customer leaves, (8) Relationship cost of
approving the order without resolving the existing balance — what signal does it send?, (9)
Condition the customer must meet before the new order ships (specific, not 'pay something'), (10)
Minimum partial payment on existing balance to accept as condition of new order (Rp), (11)
Deadline for the customer to meet conditions before the order is cancelled, (12) Who inside your
business has authority to approve or decline this order — and have they been briefed?

2. Write your decision in one sentence: approve / conditional approve / decline, with the condition or
reason: ___. Then write what you will communicate to the customer, in plain language: ___

3. If you approve conditionally: what is the written confirmation you will require from the customer
before the order ships? Write the minimum text here: ___. If you decline: what is the exact message
you will send, and who will deliver it? ___
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Customer Disputes Invoice 60 Days After Delivery
Scenario: A customer with a clean 3-year payment history has suddenly disputed an invoice for Rp 85
million, 60 days after the goods were delivered and accepted. The due date was 30 days ago. The dispute was
raised verbally in a phone call — no written objection was submitted. Their stated reason: they claim the
quantity delivered was short by 15 percent, though your delivery records show full delivery with a signed
receipt. The receivable is now 30 days past due, and no payment has been made on the disputed amount. If
you don't resolve this within 30 days, the receivable crosses into the 61–90 day zone where CKPN
provisioning increases and pressure to escalate rises.
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Scenario: A customer with a clean 3-year payment history has suddenly disputed an invoice for Rp 85 million, 60 days
after the goods were delivered and accepted. The due date was 30 days ago. The dispute was raised verbally in a phone
call — no written objection was submitted. Their stated reason: they claim the quantity delivered was short by 15
percent, though your delivery records show full delivery with a signed receipt. The receivable is now 30 days past due,
and no payment has been made on the disputed amount. If you don't resolve this within 30 days, the receivable crosses
into the 61–90 day zone where CKPN provisioning increases and pressure to escalate rises.

STEP ACTION REQUIRED DOCUMENT / EVIDENCE NEEDED RESPONSIBLE PERSON DEADLINE

         

         

         

         

         

         

         

         

         

         

1. Ten steps to work through: (1) Verify delivery documentation — do you have a signed delivery
receipt from this customer? (2) Verify the quantity discrepancy claim — is there any internal record
suggesting a partial delivery? (3) Request the dispute in writing from the customer within 5 business
days — oral disputes cannot be formally managed. (4) Send a written acknowledgment of the
dispute, stating you are investigating and providing a response timeline. (5) Conduct internal
investigation — interview the delivery team, check loading records, check the signed receipt. (6)
Prepare a written response with your finding and supporting evidence. (7) If the claim has merit:
calculate the credit adjustment and issue a credit note. (8) If the claim has no merit: formally rebut
with evidence and request payment within 14 days. (9) If the customer refuses payment after rebut:
classify as willful default, begin parallel three-option evaluation. (10) Throughout: log every action
and every response in the communication log.

2. Does a signed delivery receipt exist for this shipment? Y / N. If yes: who signed it, and what does it
say about quantity? Write the details here: ___. If no: what does your delivery process currently
require in terms of proof of acceptance, and what will you change? ___

3. At the end of this process, regardless of outcome: what change to your delivery process or invoice
terms would prevent this dispute from arising on future orders? Write the specific process change
here: ___
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New Big-Ticket Customer Requests Net-90 on First Order
Scenario: A prospective customer in the same industry as your best existing clients has submitted a first
purchase order worth Rp 320 million — roughly 40 percent of your typical monthly revenue. Their
procurement team has requested net-90 payment terms, citing their standard vendor payment cycle. They
have no credit history with you. You know their company name and general reputation in the market, but
you have no formal credit assessment. Accepting the order on net-90 means delivering Rp 320 million in
goods or services before receiving any payment, with the first collection contact not happening for three
months. Declining the terms risks losing a potentially significant long-term customer to a competitor.
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Scenario: A prospective customer in the same industry as your best existing clients has submitted a first purchase order
worth Rp 320 million — roughly 40 percent of your typical monthly revenue. Their procurement team has requested
net-90 payment terms, citing their standard vendor payment cycle. They have no credit history with you. You know
their company name and general reputation in the market, but you have no formal credit assessment. Accepting the
order on net-90 means delivering Rp 320 million in goods or services before receiving any payment, with the first
collection contact not happening for three months. Declining the terms risks losing a potentially significant long-term
customer to a competitor.

ASSESSMENT
AREA

INFORMATION
GATHERED

RISK LEVEL (LOW / MEDIUM /
HIGH)

MITIGATION
REQUIRED

       

       

       

       

       

       

       

       

       

       

1. Ten assessment areas: (1) Business registration verification — is the entity registered and in good
standing? (2) Public reputation in your industry network — what do three peers say about this
customer's payment behavior? (3) Estimated revenue scale of the customer — is Rp 320 million a
material amount for them, or a small order? (4) Their stated reason for net-90 — is it a standard
procurement cycle or a negotiating posture? (5) What payment terms do your other suppliers offer
this customer? (6) What is the maximum credit exposure you can absorb if this receivable goes bad
— expressed as a percentage of your monthly revenue? (7) Your gross margin on this order and the
minimum recovery percentage that keeps the transaction break-even. (8) Alternative term structures
you could propose: net-60 with a discount, 30-day advance payment on 30 percent of the order, or
net-90 only after the first order is paid within 60 days. (9) What security or reference can you request
without damaging the relationship — a reference from another supplier, a director guarantee, or a
partial advance? (10) Your walk-away point: the specific condition under which you decline the
order.

2. Based on assessment areas 1–10, what terms will you offer? Write the specific counter-proposal here:
___. What is the latest date you will accept a decision from the customer before the order is
cancelled: ___

3. If they accept your counter-terms: what is the written confirmation you require before production or
delivery begins? If they reject all counter-terms and insist on net-90: write your decline message in
plain language here, and confirm who will deliver it. ___
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