
Past Due Invoice Guide: How to
Write Overdue Invoice Emails That
Get Paid

A past due invoice represents revenue your firm has already earned but has
not yet collected. For law firms and professional services businesses,
outstanding invoices are not just a cash flow inconvenience. They represent
real costs: the time spent chasing payments, the carrying cost of
uncollected revenue, and the risk that an aging invoice becomes a write-off.

This guide covers why invoices go past due, how to structure your payment
reminder process, what language works in each stage of collection follow-
up, and three copy-paste email templates you can adapt and use today.

Why Invoices Go Past Due

Understanding why clients miss payment deadlines helps firms design
processes that prevent late payments rather than just respond to them. The
most common reasons law firm invoices go past due include:

The invoice was not received. Email delivery failures, spam filters, and
outdated contact information mean invoices sometimes do not reach the
right person. Sending invoices from a recognized firm email address and
following up with a quick confirmation note reduces this risk.

The invoice was received but deprioritized. Clients who manage
accounts payable across multiple vendors may let invoices sit until they
accumulate enough to process in a batch. Shorter payment terms and
online payment options that reduce friction move your invoice up the
priority queue.

The client has a question about the invoice. Billing disputes that are not
surfaced and resolved tend to result in delayed payment rather than open
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communication. Clear, itemized invoices reduce confusion, but some clients
hold payment while they silently decide whether to raise a concern.

The client is experiencing cash flow problems. Small business clients and
individual clients sometimes miss payment deadlines because of their own
financial constraints. Early identification of aging invoices allows firms to
have proactive conversations about payment plans before the balance
becomes a collection problem.

The invoice was simply forgotten. Clients who receive invoices by mail or
as static PDF attachments often misplace them. Online invoicing with
embedded payment links and automatic reminders significantly reduces
this category of late payment.

A Three-Stage Overdue Invoice Follow-Up
Process

The most effective past due invoice process moves through distinct stages
with a consistent escalation in urgency. Each stage has a specific purpose
and a different tone.

Stage 1 is a polite reminder. This goes out when an invoice is just past due,
typically one to seven days after the payment deadline. The assumption is
that the client forgot or the invoice was misplaced. The tone is helpful and
non-accusatory.

Stage 2 is a firm follow-up. This goes out when the invoice is two to four
weeks past due with no response to the first reminder. The tone shifts from
helpful to direct. You are making clear that payment is required and that
you are actively monitoring the account.

Stage 3 is a final notice. This goes out when the invoice is significantly
overdue, typically 45 to 60 days past the original due date, and prior
reminders have not generated payment or a response. The tone is formal
and factual. It identifies the consequence of continued non-payment,
whether that is referral to collections, a late payment fee, or suspension of
services.



Past Due Invoice Email Templates

The following templates are written for law firms and professional services
businesses. Adapt firm name, client name, matter details, and payment link
as needed. These templates avoid threatening language that could create
professional problems while applying appropriate and escalating pressure.

Template 1: Polite Reminder (7 Days Past Due)

Template 2: Firm Follow-Up (21 Days Past Due)

Template 3: Final Notice (45 to 60 Days Past Due)

Best Practices for Reducing Past Due Invoices

The most effective way to manage past due invoices is to reduce how many
you generate in the first place.

Bill more frequently. Firms that send monthly invoices rather than
quarterly invoices collect faster and generate fewer aging receivables. Each
invoice is smaller, more predictable for the client, and easier to process.
TimeSolv’s batch invoicing makes monthly billing operationally efficient
even for firms without dedicated billing staff.

Make it easy to pay online. The harder it is to pay an invoice, the longer
clients delay. An invoice with an embedded payment link that accepts ACH
or credit card takes seconds to pay. A paper invoice that requires mailing a
check takes days even when the client intends to pay promptly.
TimeSolvPay gives every invoice a payment link that clients can use from
any device.

Store payment information upfront. For retainer clients, storing a credit
card or ACH authorization at matter intake enables automatic collection
without the invoice and reminder cycle entirely. TimeSolvPay allows firms to
store payment information securely and charge authorized amounts on a
schedule.
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Set clear payment terms in your engagement letter. Ambiguity about
when invoices are due creates confusion and delays. Specify payment terms
in writing at the start of the engagement: net 15, net 30, or due on receipt.
Include your late payment fee policy if applicable.

Send invoices to the right person. In business client matters, the attorney
contact and the accounts payable contact may be different people. Confirm
at intake who receives invoices and make sure your billing system has that
contact information.

When to Escalate Past Due Invoices

At some point, continued internal collection attempts stop being the most
efficient use of your firm’s time. The decision to escalate to a collections
agency or file a small claims or civil action to collect a past due invoice
depends on the amount, the client relationship, the state of your records,
and your jurisdiction’s rules on attorney fee collection.

Before escalating, ensure your billing records are complete, your invoices
are itemized and professional, and your engagement letter supports the fee
being collected. TimeSolv’s reporting tools and invoice history give you the
documentation to support a collections effort or fee dispute if one becomes
necessary.
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