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NOTE: This material is intended as only an example which you may use in developing your own form. It is not 
considered legal advice and as always, you will need to do your own research to make your own conclusions with 
regard to the laws and ethical opinions of your jurisdiction. In no event will MINNESOTA LAWYERS MUTUAL be 
liable for any direct, indirect, or consequential damages resulting from the use of this material. 

30-DAY FOLLOW-UP LETTER

[Date]

[Client Name]
[Address]
[City, State, Zip]

Dear [Client Name]:

In reviewing our accounts receivables, I noticed that we have not received 
payment in the amount of $______ for invoice #______________, dated 
_________________.

I am sure this is just an oversight on your part. If, however, you have a problem 
with the service we have provided, please contact me immediately so we can 
discuss the matter.

If I do not hear from you, I will assume that you have no difficulty with the 
service or with paying the invoice and will look for payment by [date].

Sincerely,

[Lawyer’s Name]  

[Firm Name]
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The sample letter is reprinted with permission of Minnesota Lawyers Mutual. The sample letter was originally published in the Minnesota 
Lawyer’s Mutual publication, SUCCESSFUL MANAGEMENT AND COLLECTION OF FEES: A MALPRACTICE INSURANCE 
COMPANY’S PERSPECTIVE (2015)


