[Date]
VIA PRIORITY MAIL / OVERNIGHT MAIL
[Client Name]
[Client Address Line 1]
[Client Address Line 2]
[City, State ZIP]
Re: 	Past Due Account – Law Firm Name
Dear [Client Name]:
Our records indicate that your account with our firm has an outstanding balance of [Outstanding Balance], which is now past due. We have attempted to contact you by email and telephone regarding this balance but have not received a response.
For your convenience, we have enclosed a statement of account detailing the outstanding balance. Our records indicate that the oldest outstanding invoice is dated [Oldest Invoice Date].  We last received a payment on [Last Payment Date].
We value our relationship with our clients and appreciate the opportunity to work with you. If you have already submitted payment, please disregard this notice. Otherwise, we ask that you send payment promptly. For your convenience, payment may also be made securely online at: [Payment Link].
If you are unable to submit payment at this time, or if you have questions regarding your account, please contact us. We would welcome the opportunity to discuss your account and, if appropriate, work with you to establish a mutually agreeable payment arrangement.
Please contact our office no later than [Response Date] to discuss your account or advise us of the status of your payment.
Thank you for your prompt attention to this matter. We look forward to hearing from you.
Very truly yours,
[Name]
[Title]
[Law Firm Name]
[Telephone Number]
[Email Address]
Enclosure
