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Introduction
Let’s	be	real	-	no	one	is	wild	about	doing	timesheets.	More	often	than	not,	by	the	time	it	comes	around	to	

charging	for	your	billable	hours,	days	have	passed	and	you	can’t	remember	how	much	time	you	spent	on	

what	and	when.	It’s	a	recipe	for	a	disaster	that’s	just	waiting	to	happen.

The	good	news	is	that	this	outcome	is	completely	avoidable.	As	busy	attorneys,	we	know	you’ve	got	better	

things	to	worry	about	than	scrambling	to	organise	timesheets,	and	it’s	why	we	put	together	this	Ultimate 

Guide to Billable Hours.	Now	for	the	first	time,	discover	the	3	Critical	Secrets	to	boosting	your	profitability	

like	never	before	in	your	law	firm	and	how	to	save	time	and	increase	your	accuracy	to	100%	by	automating	

your	processes.

In this guide, we’re going to cover:

•	 How	to	accurately	record	and	identify	billable	hours

•	 How	to	get	your	time	back

•	 How	to	increase	your	profitability

Are	you	ready	to	take	back	your	time,	earn	more	money	and	say	goodbye	to	manual	timekeeping	for	good?	

If	not,	please	stop	reading	and	forward	this	to	someone	who	is.	If	you	are,	however,	read	on...
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Tracking Hours 
& Expenses

Why recording billable hours is 
critical
All	attorneys	and	lawyers	need	to	be	able	to	track	their	hours	and	expenses	in	order	to	get	

paid.	It	sounds	obvious	but	if	you	haven’t	organised	your	timesheets	or	recorded	how	long	

you	spent	on	what	task	and	when,	it	can	make	it	very	difficult.	As	practitioners	of	law,	we	

rely	on	billing	by	hour	almost	exclusively	-	so	you	can’t	afford	to	get	it	wrong.

Think	about	it	for	a	moment;	you	know	how	frantic	the	days,	weeks	and	months	become	

as	client	cases	pour	in,	time	is	stretched	thin,	and	you’re	doing	your	best	to	cram	as	many	

of	them	in	as	humanly	possible.	But,	when	it	comes	to	billing	your	clients	and	you	can’t	

remember	how	much	time	you	spent	on	them,	this	is	where	you	can	start	making	costly	

mistakes.

Consider	the	likely	situation	in	which	a	client	has	eaten	well	into	their	retainer	of	work	

and	you’ve	forgotten	to	record	as	much,	thereby	not	netting	you	the	money	you	know	you	

deserve	from	your	hours	of	hard	work.	How	do	you	tell	a	client	they	need	to	pay	more	than	

they	agreed	to	because	they	went	over	budget?	How	do	you	disprove	them	claiming	they	

didn’t	take	up	more	of	your	time	than	initially	scoped	without	an	accurate	record?	The	

hard	truth	of	this	is	that	you	can’t	-	and	it’s	this	very	problem	that	has	lost	many	law	firms	

thousands	of	dollars	in	unaccounted	fees	-	all	because	they	had	no	proof.
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How to avoid clients racking up costs

We’re	sure	you’ve	experienced	a	client	like	this	before	-	and	if	you	haven’t	yet,	they’ll	be	coming.	It	might	not	start	out	

like	this	intentionally,	but	we	know	how	tough	it	can	be	to	turn	down	someone’s	request	for	“can	I	ask	just	an	extra	

word	of	advice,”	or	“I	forgot	to	mention	this	extra	detail	of	the	case”	on	the	side	because	they	really	need	it.	Before	you	

know	it,	one	small	favour	quickly	escalates	into	many	more	and	you’ve	already	lost	out	on	valuable	billable	hours.

To	counteract	this,	you	need	to	start	identifying	unbilled	time	-	and	have	your	staff	start	tracking	all	of	their	time,	

whether	it’s	considered	billable	or	not.	Once	this	is	in	place,	you	can	analyse	this	information	to	fully	review	what’s	

happening	throughout	the	firm	and	where	opportunities	for	billing	are	being	missed.	This	will	also	save	you	any	awk-

ward	discussions	later	on	with	clients	in	case	they	have	indeed	run	over	budget,	and	give	you	a	leg	to	stand	on	when	it	

comes	to	collecting	excess	fees	that	you	are	rightfully	owed.	
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What defines billable hours?

The	billable	hour	system	is	when	a	lawyer	records	how	they	spend	

every	minute	of	their	working	day	to	calculate	how	they	bill	the	client.	

Of	course,	there	are	a	number	of	non-billable	tasks	a	lawyer	performs	

that	can’t	be	charged	back	to	the	client,	including:	

•	 Professional	Development

•	 Client	Development

•	 Prioritising	work

•	 Thinking	&	strategy

•	 Attorney	development	(mentoring?)

•	 Administrative	duties

•	 Leadership	training

•	 Professional	association	functions

•	 Networking

•	 Promotion

Billable	hours	on	the	other	hand,	is	the	time	spent	on	a	client’s	case	

that	can	be	billed	directly	to	the	client	-	and	it’s	what	many	law	

firms	spend	a	majority	of	their	time	and	energy	on	so	they	can	run	a	

profitable	business.	Many	firms	require	that	their	attorneys	produce	4-6	

hours	of	billable	time	per	day,	but	there	is	also	the	need	to	strike	the	

right	balance	(and	indeed	gain	the	insight	into	this	balance	by	using	

time	keeping	software	like	WiseTime)	in	order	to	increase	business	

efficiency,	as	well	as	improve	your	business	viability.

Billable	hours	are	typically	measured	in	six-minute	intervals	and	either	

recorded	with	a	start-stop	timer	or		scribbled	onto	a	lawyer’s	notepad	

on	their	desktop.	Trainees	are	inducted	into	this	method	from	day	one,	

irrespective	of	their	firm’s	take	on	billable	hours.	The	trouble	is	that	

maintaining	this	discipline	is	difficult	because	“as	with	any	job,	you	

get	interrupted	and	are	constantly	doing	different	things.	You	need	to	be	

disciplined	in	putting	your	timer	on	for	one	thing	and	then	turning	it	off	for	

another.”	Unsurprisingly,	this	method	consumes	a	lot	of	additional	effort	and	

subsequently	results	in	incorrect	invoices	that	can	cause	confusion	on	the	

client’s	end	if	the	tasks	they	are	being	billed	for	are	not	clearly	specified.

Unfortunately	for	many	law	firms	worldwide,	law	schools	don’t	not	spend	

as	many	hours	teaching	attorneys	about	the	importance	of	efficient	

timekeeping,	especially	concerning	the	optimisation	of	activities	that	fall	

under	the	distinction	of	billable	hours.	What’s	even	more	alarming	is	the	

sheer	volume	of	lawyers	who	don’t	realise	the	value	of	good	timekeeping,	

until	they	are	being	hounded	by	their	firm’s	billing	departments	to	clarify	

every	single	entry	that	they	have	created	-	which	as	you	can	imagine,	can	

become	a	real	nightmare	very	quickly.

http://#
http://#
https://www.thelawyer.com/what-are-billable-hours/
http://#
http://#
http://#
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The time you don’t track gets wasted

Imagine	your	law	firm	has	recently	acquired	20	new	clients.	Sounds	amazing	on	paper	(and	don’t	get	us	

wrong,	financially	it’s	great!)	but	it	also	presents	a	prime	opportunity	in	which	to	start	losing	track	of	time	and	

subsequently,	not	record	your	billable	hours	correctly.	

For	one,	there	is	going	to	be	anticipation	and	nervousness	amongst	the	attorneys?	and	billing	departments	

(amidst	all	the	excitement)	of	how	on	earth	you’re	going	to	accurately	record	all	the	time	being	spent	working	

on	multiple	cases	effectively	and	without	error.	How	much	of	an	additional	workload	is	going	to	be	imposed	

on	the	accounts	department	who	are	now	going	to	need	to	go	through	and	check	even	more	invoices?

If	you	as	a	lawyer	fail	to	properly	track	your	billable	hours,	you	are	in	danger	of	wasting	a	lot	of	time,	money	

as	well	as	productivity.	There	have	been	many	cases	across	law	firms	where	clients	have	refused	to	pay	up	

because	the	invoices	are	not	fully	compliant	with	their	guidelines,	resulting	in	the	firms	having	to	write	off	

hours	of	work	so	as	to	hasten	the	payment	of	the	other	billable	hours.	

If	you’re	the	kind	of	attorney	who	works	70-80	hours	a	week,	it’s	easy	to	forget	how	much	time	was	spent	on	

what	client	and	when,	not	to	mention	knowing	how	much	of	that	time	is	actually	billable	in	the	first	place.	

What	this	means	is	that	some	lawyers	are	working	anywhere	from	1700-2300	hours	annually	in	order	to	meet	

their	billable	hour	minimums,	and	not	even	getting	paid	for	all	of	that	time.	The	key	point	to	remember	here?	

Everything	you	don’t	account	for	as	part	of	your	billable	hours	means	that	it	won’t	be	paid	for	-	and	that	

means	you	won’t	be	either.

http://#
http://#
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Billing by the hour vs 
flat rate
With	all	of	the	above	points	considered,	what	does	

this	mean	when	it	comes	down	to	billing?	Do	you	bill	

by	the	hour,	or	do	you	charge	a	flat	rate?

Let’s	look	at	some	of	the	pros	of	a	flat	rate:

1. A flat fee aligns the attorney’s interests with 
the client’s interests
A	person	requiring	legal	advice	does	not	set	out	

to	buy	time,	rather	they	are	buying	a	service.	

Considering	that	many	clients	don’t	know	outright	

how	much	their	case	will	cost,	a	flat	fee	can	be	seen	

as	a	more	predictable	and	budget-friendly	choice.

2. Flat fees result in fewer fee disputes with 
clients (and you get paid upfront)
Sometimes	it	can	feel	like	pulling	teeth	when	it	

comes	to	collecting	your	due	fees	from	a	client	once	

their	case	is	complete.	With	a	flat	fee,	because	the	

price	has	been	agreed	upon	prior	to	beginning	any	

work,	a	client	is	reassured	upfront	of	the	cost	from	

the	get-go.	This	ensures	that	if	there	are	any	qualms	

to	the	price,	this	is	raised	first	thing	before	any	work	

is	undertaken.	

3. Price is dictated by value
You	can	set	the	fee	based	on	the	value	that	you	know	

your	work	will	bring	to	your	client,	not	on	how	much	

time	it	will	take	to	do.	

http://#
http://#
http://#
http://#
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However, the cons of a flat rate significantly 
outweigh the pros - here’s why:
1. You don’t earn any more money if the matter takes longer than expected to complete
Sure,	it’s	easy	to	put	out	a	flat	fee	and	think	everything	is	going	to	be	hunky	dory	and	that	a	client	is	going	to	be	

compliant	with	everything	you	do.	Thing	is,	we	don’t	live	in	a	perfect	world	and	even	a	relatively	straightforward	

case	can	be	blown	out	if	you	have	a	nit-picky	client	who	eats	well	into	their	retainer	and	you	can’t	do	anything	

about	it.

2. You’re setting yourself up to fail
Harsh	words	we	know,	but	it’s	true.	As	lawyers,	we	know	you	take	immense	pride	in	your	work	and	that	your	

fees	are	based	upon	your	experience	and	the	value	you’re	delivering	a	client.	So	what	happens	if	a	client	goes	

well	overboard	with	extra	demands?	You	can’t	say	no	to	them	because	you’ve	agreed	to	take	on	their	case	at	a	

designated	fee,	and	clients	can	use	and	abuse	that.

	

3. You don’t get paid what you’re worth
There’s	a	good	reason	why	most	law	firms	prefer	billing	by	the	hour.	Doing	this	means	you’re	charging	

appropriately	for	your	time,	value	for	money	and	expertise	in	the	field.	A	flat	fee	billing	system	doesn’t	allow	for	

clients	to	properly	pay	for	what	you’re	worth	-	and	if	they	want	the	best,	they	need	to	be	ready	to	pay.

4. It’s highly risky if the client wants to replenish their retainer at no additional cost
Compared	to	billing	by	the	hour,	if	a	client	wants	to	extend	their	retainer,	they	have	to	pay	for	it.	Makes	sense,	

right?	When	a	flat	fee	is	involved,	unless	you’ve	been	paid	a	substantial	retainer	upfront	,	a	client	can	demand	that	

you	do	more	work	and	you	don’t	reap	any	financial	benefits	of	doing	so.

http://#
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5. It’s only suitable for certain types of matters
Typically,	flat-fee	legal	services	are	appropriate	in	situations	in	which	a	company	and	its	outside	law	firm	work	

together	on	a	repeat	basis,	so	they	are	familiar	with	the	work	needed	as	well	as	the	cost.	It’s	for	this	reason	that	

flat	fees	are	used	for	transactional	work	rather	than	litigation,	and	they’re	often	not	suitable	for	matters	that	have	

greater	complexity	to	them.	If	a	particular	case	takes	a	lot	longer	than	agreed	upon	to	complete,	it	can	be	a	real	

pain	when	it	comes	to	covering	costs.	To	give	you	an	example,	some	IP	firms	will	use	flat-fees	for	straightforward	

design	registration	work	when	it	is	predictable	and	the	scope	is	limited.

6. Speed may come at the expense of quality
Flat-fee	arrangements	can	put	significant	strain	on	law	firms	to	produce	work	in	a	short	space	of	time,	and	this	can	

result	in	the	work	not	being	as	thorough	as	it	could	be.	It’s	important	to	remember	that	clients	are	likely	to	only	

give	you	repeat	business	if	the	work	you	produce	for	them	is	high-quality;	if	you	don’t	give	this	to	them	they’ll	be	

unlikely	to	return.

7. Your liability is comprised
If	you	have	agreed	to	a	fixed	fee	but	the	specification	

requirements	expand,	or	the	examiner	requests	a	

whole	lot	of	changes	(and	a	submission	deadline	

looms)	you	may	be	liable	to	being	sued	if	you	don’t	

undertake	best	practice,	submit	a	comprehensive	

specification	as	directed	by	the	client	and	the	law,	

not	to	mention	submitting	it	within	the	deadline.	

You	don’t	want	the	quality	of	your	work	to	be	

compromised	by	the	knowledge	that	it’s	all	going	to	

be	written	off	because	you’ve	already	used	up	the	

fixed	fee.

If	we	boil	all	those	points	down,	charging	your	clients	

for	billable	hours	is	usually	the	arrangement	that	

makes	the	most	sense	and	is	easier	to	track	your	

profitability.	Even	if	attorneys	do	charge	a	fixed	fee,	

the	insight	that	WiseTime	provides	will	help	attorneys	

understand	an	accurate	median	to	set	and	how	you	

can	adjust	these	fees	to	suit	the	needs	of	their	clients	

and	the	business.

This	way,	you	can	ensure	you	are	being	paid	for	

what	you	are	worth,	that	clients	can’t	blow	out	their	

retainer	unless	they	are	ready	to	pay	more,	and	

there’s	a	lot	less	risk	for	you.	Billing	by	the	hour	also	

means	that	your	time,	expertise	and	value	is	not	

being	sold	off	cheaply,	nor	is	your	time	being	wasted.

http://#
http://#
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How to get your time back

Identify where time is being lost
Law	is	one	of	the	oldest	and	most	conservative	professional	fields	in	the	world	and	as	such,	

legal	service	businesses	have	often	delayed	the	implementation	of	digital	solutions	due	

to	confidentiality	and	security	concerns.	However,	this	can	be	disastrous	in	terms	of	the	

business’	growth	and	competitive	acumen	because	relying	on	manual	entries	leaves	firms	

vulnerable	to	gross	inaccuracies.	.

To	prevent	losing	out	on	time	and	hours	you	can	bill	for,	you	need	to	identify	where	time	is	

being	lost,	and	how	you	are	going	to	resolve	this.	As	an	example,	let’s	consider	the	following	

scenario:	

It’s	been	a	hectic	month	for	one	of	your	clients,	and	as	a	result,	you’ve	neglected	to	log	your	

hours	as	they	accrue.	You’re	almost	certain	that	this	client	in	question	has	well	and	truly	

exhausted	their	retainer,	however,	you	can’t	be	sure	because	there	is	no	record	anywhere,	

nor	have	you	compiled	an	invoice	for	said	client	since	last	month.

The	question	that	crops	up	is	this;	what	if	you	tried	to	go	to	this	client	to	inform	them	that	

they	had	indeed	exhausted	their	retainer	allocation	for	the	month,	but	you	have	no	proof	

to	back	up	your	claims?	You’re	not	going	to	have	a	client	willing	to	pay	their	invoice	and/

or	extend	your	retainer	because	you	didn’t	record	any	of	it.	It’s	a	bad	look	on	you	and	a	bad	

look	on	the	firm	-	and	it	could	risk	you	losing	them	as	a	client.

The	way	to	prevent	this	problem	from	occurring	in	the	first	place	is	to	have	an	up-to-date	

and	current	record	of	your	time	that	you	can	attach	to	your	invoice	when	required.	This	

invoice	must	be	complete	and	accurately	itemized,	accounting	for	all	the	billable	hours	and	

expenses	attributable	to	the	client	matter.	If	you	don’t	have	this,	you’re	going	to	have	a	hard	

time	chasing	money	that	is	rightfully	due.	Not	to	mention	that	sifting	through	records	for	

billable	time	and	expenses	is	likely	to	be	a	very	time-consuming	venture;	and	ultimately	this	

is	time	that	you	can’t	afford	to	waste.	
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What if you don’t record your billable hours?
In	short,	you’re	not	going	to	be	getting	paid	by	the	client	If	you	fail	to	record	your	billable	hours	as	they	come	in,	

which	means	that	you	as	the	lawyer	have	to	take	the	loss.	

If	you	procrastinate	on	your	billing	logs,	you	will	almost	certainly	be	costing	yourself	time	and	money.	As	client	

tasks	get	busier	and	busier,	you	do	too	and	you	need	to	have	a	solution	in	place	to	capture	the	hours	you	worked,	

what	tasks	you	allocated	time	to,	and	have	an	accurate	invoice	ready	for	the	client	by	the	end	of	the	billing	cycle.	

Even	though	most	attorneys	already	have	a	system	in	place	to	record	their	billable	hours	(regardless	of	if	this	is	

just	approximating,)	having	an	automated	system	means	that	you	can	maximise	your	billable	hours	completely.	

This	way,	you	can	relieve	the	mental	burden	that	requires	you	to	remember	to	record,	start	and	stop	a	timer	as	you	

work.	With	a	system	like	WiseTime	set	up,	this	pressure	is	alleviated	and	allows	you	to	work	more	on	client	cases	

without	being	concerned	of	having	to	record	each	and	every	task	you	do.	

This	way,	you	won’t	ever	lose	out	on	maximising	your	billable	hours	and	will	be	able	to	accurately	record	them	

as	they	come	in,	as	well	as	be	able	to	prove	to	a	client	(where	necessary)	that	you	have	the	records	and	receipts	

necessary	to	charge	them	if	they	happen	to	blow	out	their	initial	retainer	budget.	
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How to maximise your billable time
To	ensure	that	your	billable	to	non-billable	time	is	profitable	at	your	firm,	you	need	to	have	processes	in	place	to	

solidify	that	all	work	is	detailed	and	recorded	thoroughly.	Here	are	3	tips	you	can	use	to	maximise	your	time	and	

provide	clients	with	a	clearly	detailed	record	of	the	work	you’ve	done	for	them		(and	not	be	shocked	about	when	they	

receive	the	bill.)	

Tip #1. Increase the quality of billable times on your client cases. 
The	more	high	quality	time	you	spend	on	a	client	case,	the	greater	the	chance	that	you	will	dramatically	improve	

satisfaction	on	your	client’s	end.	In	turn,	this	is	profitable	for	the	law	firm	because	clients	refer	others	and	return	when	

they	need	legal	services	in	the	future.	Happier	clients	means	more	business	and	more	business	means	more	money!

Tip #2. Include as much detail in your invoice as possible
One	of	the	great	benefits	of	using	autonomous	time	tracking	software	(like	WiseTime)	is	that	it	privately	captures	

the	detail	of	all	tasks	you	worked	on,	enabling	you	to	quickly	group	these	tasks	together,	and	add	a	description	to	

appear	on	the	invoice	if	you	like.	By	capturing	all	the	details	automatically,	you	as	the	attorney	are	saved	the	pain	and	

frustration	of	having	to	create	detail	for	every	task,	no	matter	the	size	of	it.	By	the	time	it	comes	to	billing,	clients	can	

see	the	details	of	the	work	done	on	their	case	clearly	so	there	is	far	less	room	for	confusion.	

Tip #3. Educate your clients.
Be	very	clear	with	your	clients	on	what	type	of	services	they	are	going	to	be	billed	for	so	there	are	no	unpleasant	

surprises.	You	don’t	want	to	hand	over	an	invoice	only	to	receive	a	shocked	reaction	because	there	was	a	service	in	

there	that	they	had	no	idea	was	included	in	the	first	place.	This	is	where	another	of	WiseTime’s	benefits	comes	in	

handy	-	by	using	the	real-time	capture	of	tasks	instead	of	invoicing	once	a	month	or	quarter,	you	can	monitor	your	own	

productivity	and	communicate	the	progress	of	the	case	to	your	clients	with	confidence	and	clarity.

By	doing	all	of	the	above	correctly	and	accurately,	you’ll	be	confident	that	you’re	not	losing	time,	and	be	able	to	

reliably	produce	detailed	invoices	for	your	clients,	helping	to	build	trust	and	transparency.	Billable	hours	are	the	

revenue	generators	of	most	law	firms,	and	it’s	crucial	that	your	business	can	get	the	most	out	of	them	by	being	

strategic	and	effective	as	to	how	you	capture,	analyse	and	communicate	these	for	your	clients.
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Cut out 
unprofitable 
tasks
Before	you	can	implement	any	

strategies	to	capture	more	time	and	

billable	hours,	the	first	thing	you	

need	to	do	is	to	identify	where	your	

time	is	spent,	what	kind	of	tasks	are	

wasting	time	and	money,	and	how	

you	can	eliminate	or	reduce	them.	

For	example,	perhaps	you	have	an	

associate	who	charges	$250	an	hour,	

but	in	truth	their	day	tends	to	be	

consumed	with	administrative	tasks,	such	as	responding	to	emails,	prioritising	work,	preparing	and	amending	

invoices,	and	negotiating	with	clients..	Knowing	this,	you	might	find	ways	to	optimise	their	time	spent	on	billable	

work	and	reduce	the	administrative	load,		making	sure	your	associate	is	predominantly	working	on	tasks	that	are	

actually	profitable.	Having	insight	into	the	proportion	of	time	spent	on	billable	and	non-billable	tasks	can	inform	

your	business	structure	and	any	changes	you	might	need	to	make.

Another	thing	that	you	need	to	do	is	ensure	that	you	start	establishing	best	practices	within	your	firm	as	quickly	as	

possible.	Inadequate	time	tracking	and	billing	processes	account	for	far	too	many	wasted	billable	hours,	but	the	

trouble	is	that,	out	of	fear	or	reluctance	to	change,	many	law	firms	fail	to	implement	processes	that	actually	gear	

them	up	for	success,	or	that	promote	the	appropriate	use	and	tracking	of	firm	hours	correctly.	

Once	again,	one	of	the	best	ways	to	prevent	time	being	wasted	on	non-revenue-generating	tasks	is	to	implement	a	

process	system	for	low-level	tasks.	For	example,	create	a	system	for	how	your	law	firm	manages	their	emails	on	a	

day-to-day	basis.	
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How to create 
an effective 
process
The	word	‘process’	might	conjure	up	

scary	images	but	in	reality,	creating	

one	is	a	lot	easier	than	you	might	think.	

Consider	the	fact	that	you’re	already	

using	processes	but	they	may	not	be	

working	as	best	they	could	be.	What	you	

need	to	do	is	zone	in	on	what	you’re	doing	already,	identify	those	tasks	in	question	that	you’re	

doing	more	than	once	during	a	typical	workday,	and	start	structuring	your	approach	towards	

them	as	follows;

1. Automate and delegate
Once	you’ve	identified	tasks	that	are	recurring,	automate	and	delegate	them	as	soon	as	

possible.	Repetitive	tasks	can	be	completely	or	partially	delegated	to	an	administrative	

assistant	or	outsourced,	such	as	checking	emails,	prioritising	work	and	preparing	invoices.The	

key	here	is	to	offload	menial	tasks	from	associates	and	partners	whose	time	is	better	spent	

working	on	profitable	client	cases	so	that	they	can	increase	their	billable	hours	and	boost	the	

firm’s	profitability.	

2. Invest your time wisely
If	you	don’t	have	to	be	putting	in	hours	of	time	on	non-billable/important	low-level	tasks,	

hand	them	off	to	less	senior	employees	so	you	can	save	time	on	repetitive	tasks	and	use	that	

instead	to	work	on	billable	work.	This	will	significantly	free	up	partners	and	associates’	to	

work	on	cases	that	actually	bring	in	revenue.

3. Get everyone involved
Ask	all	of	your	associates,	partners,	and	admin	staff	to	write	down	the	processes	for	all	the	

work	that	they	do.	This	will	allow	you	to	better	understand	what	processes	are	currently	
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Increase your profitability 

How to boost your firm’s profit
	

We’ve	discussed	in	depth	the	importance	of	accurately	recording	your	billable	hours	and	at	the	

end	of	the	day,	it’s	all	with	the	intention	of	boosting	your	firm’s	profitability.	It’s	how	law	firms	

stay	competitive	with	one	another	after	all!	

Now,	we	are	going	to	dive	into	learning	more	about	how	you	can	seriously	start	boosting	your	

firm’s	profit	by	employing	some	relatively	simple	techniques.	These	are	as	follows:

1. Don’t bill block
A	common	practice	used	by	lawyers,	bill	blocking	actually	has	no	benefit	to	clients	or	the	billing	

lawyers.	Why?	Because	when	this	format	of	billing	is	enacted,	it	collectively	places	a	large	

group	of	different	tasks	together	under	one	line	of	billing.	While	many	lawyers	see	this	as	a	

faster	and	thereby	more	effective	way	to	bill	clients,	it	sets	them	up	to	be	covered	under	one	

bill.

This	is	a	problem	because	not	only	do	clients	find	this	confusing	and	misleading,	it	also	groups	

together	itemised	tasks,	which	need	to	be	detailed	so	that	attorneys	can	ensure	that	each	hour	

that	they	bill	for	is	correctly	accounted	for.	While	bill	blocking	seems	like	the	easiest	solution,	

it	is	not	the	best	one	-	and	your	clients	will	almost	certainly	appreciate	the	extra	level	of	

transparency	that	goes	into	individually	itemising	each	task	that	you	have	worked	on	for	them.

2. Record everything you do
Billable	or	not,	make	sure	that	you	take	note	of	every	task	you	do.	This	will	enable	you	to	

capture	in	complete	detail	what	was	worked	on	for	each	client	case.	Not	doing	so	will	seriously	

hinder	your	profitability	and	will	waste	your	time,making	billing	a	real	pain	in	the	backside.	

Remember,	everything	you	do	adds	up	quickly	and	all	of	these	things	can	become	very	

overwhelming	if	you	don’t	record	them	as	they	come	in.	If	you	spend	as	little	as	10	minutes	

speaking	with	a	client,	those	minutes	should	be	accounted	for	when	you	hang	up.	Fail	to	do	this,	

and	you	risk	losing	out	on	hundreds	or	even	thousands	of	dollars	in	unaccounted	for	fees	that	

can	easily	slip	under	the	radar,	not	to	mention	the	valuable	business	insight	that	will	help	you	

make	any	structural	changes	with	confidence	and	certainty.
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Start automating your processes
While	law	is	indeed	one	of	the	oldest	and	most	conservative	professions	out	there,	it’s	

crucial	that	we	employ	modern	timekeeping	methods	to	make	our	current	processes	more	

efficient	and	allow	us	to	increase	opportunities	for	billable	time.	The	best	way	to	do	this	is	

automating	your	processes	by	using	private,	autonomous	software	that’s	designed	to	allow	

you	to	spend	less	time	on	process,	and	focus	on	successful	outcomes	for	your	clients.

Not	only	will	this	significantly	boost	your	revenue,	it	will	allow	for	seamless	time	capture	

to	occur	and	means	that	you	can	throw	away	the	start-stop	timer,	eliminate	the	need	for	

irritating	manual	spreadsheets	and	allow	you	to	record	your	work	as	you	go.	

As	well	as	this,	automating	your	processes	means	that	you	can	forget	about	having	to	

record	everything	in	detail	and	stop	relying	on	your	memory	to	do	this,	freeing	up	your	

mental	capacity	and	allowing	you	deeper	focus	when	it	counts.

3. Don’t delay time recording
It	might	be	easy	to	do	(and	don’t	we	know	it)	but	this	will	seriously	hinder	you	at	the	end	of	the	day,	

and	result	in	far	less	money	coming	into	the	firm.	While	many	of	us	have	the	mindset	of	“I’ll	do	it	later,”	

this	very	often	results	in	inaccurate	recording	of	what	time	was	spent	where,	who	it	was	spent	on,	and	

as	a	result	this	can	turn	into	a	very	costly	mistake	if	you	accidentally	under	or	over	bill	a	client.	

4. The devil is in the detail
If	you	make	a	concerted	effort	to	detail	the	descriptions	of	each	and	every	task	you	do	for	a	client,	

you’ll	save	time	down	the	track	and	win	over	their	trust.	Clients	will	really	appreciate	the	depth	of	

detail	and	transparency	you	go	into,	and	if	they	love	what	you’ve	done	for	them,	chances	are	they’ll	

refer	you	to	others.
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Why automating your time tracking 
makes sense

Because	hourly	billing	is	the	most	common	type	of	pricing	for	legal	services,law	firms	require	

solutions	that	are	accurate	and	ease	the	long-frustrating	task	of	timekeeping.	Introducing	

automation	to	handle	your	time	tracking	will	unlock	huge	benefits	for	your	firm	including	precise	

and	seamless	time	capture	that	records	all	of	your	activities	as	you	go	(without	the	frustration	of	

manually	stopping	and	starting	recording),	as	well	as	a	perfectly	accurate	and	completely	private	

format	of	tracking	your	tasks.	In	short,	automating	your	timekeeping	is	a	no	brainer.	

On	average,	billable	time	for	an	attorney	annually	reaches	approximately	2300	hours	per	year,	so	

being	able	to	keep	track	of	these	billable	hours	defines	the	lawyer’s	income	in	the	long	run.	Fail	

to	do	so,	and	you	won’t	be	paid	the	full	amount	you	are	rightfully	owed.	The	great	news	is	that	

automating	your	timekeeping	now	will	help	increase	your	billable	hours	because	the	software	

tracks	all	of	the	tasks	you	do	without	you	having	to	even	lift	a	finger.	

There	are	a	number	of	ways	in	which	automated	time	tracking	can	really	benefit	your	business.	

1. It keeps your team members honest.
Automating	your	time	tracking	processes	keeps	each	and	every	lawyer	accountable	as	to	the	

work	they	are	doing,	as	well	as	removing	any	wasteful	procedures	that	are	not	serving	the	

business	in	the	best	way	they	could.	

2. Your return on investment is huge
Your	time	is	money,	and	the	more	you	spend	on	rummaging	through	paper	invoices,	emails,	and	

so	on,	the	less	likely	you	are	to	get	round	to	the	work	that	is	actually	producing	your	income	in	

the	first	place.	The	cost	of	such	software	when	compared	to	the	non-billable	hours	it	saves	you	as	

an	attorney	is	negligible.	As	an	example,	if	you	bill	$600	an	hour,	you	can	gain	back	2	hours	every	

week	that	you	can	instead	spend	on	billable	tasks	instead	of	scrambling	for	notes.

3. You don’t have to manually record everything across multiple cases
With	an	automated	time	tracking	system,	you	can	easily	switch	to	and	from	different	tasks	and	

still	have	each	of	them	recorded	accurately	down	to	the	second,	as	well	as	contain	task/case	

descriptions	as	you	work	through	them.	This	way,	even	if	you	get	interrupted	working	on	the	task	

at	hand,	the	timekeeping	system	will	keep	track	of	things	for	you.

4. Your HR and accounts team are going to love you for it
Timekeeping	software	reduces	micromanagement	and	facilitates	operations	related	to	the	

HR	department	seamlessly	and	smoothly.	Having	this	in	place	now	will	save	a	lot	of	time	and	

frustration	from	the	accounts	department,	and	instead	allow	them	to	easily	see	what	tasks	have	

been	completed,	who	for,	and	how	long	for.	Invoices	have	never	been	so	easy!
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In Summary 
 
To	wrap	up	everything	that	we’ve	covered,	it	is	absolutely	critical	that	you	start	auto-

mating	your	processes	as	soon	as	possible.	By	implementing	a	timekeeping	software	

now,	you’ll	be	able	to	boost	your	productivity	and	accuracy	when	it	comes	to	correctly	

billing	clients	for	billable	hours,	and	stop	wasting	time	on	menial	tasks	that	are	not	

generating	income.

By	incorporating	an	automated	timekeeping	system	like	WiseTime	in	your	business,	you	

can	expertly	record	your	activity	in	immense	detail,	not	interrupt	your	workflow,	and	

ensure	that	you	have	plenty	of	detail	with	which	to	compile	and	invoice	to	a	client	at	

the	end	of	the	day	that	is	comprehensive,	thorough	and	detailing	each	and	every	task	

that	you’ve	done	with	the	kind	of	value	that	said	client	will	be	looking	for	to	justify	the	

bill	that	you	will	hand	to	them	when	their	case	closes	out.

We’ve	discussed	how	to	get	your	time	back	by	identifying	those	tasks	that	are	wasting	

precious	time	and	can	be	delegated	out	from	partners	and	senior	members	whose	time	

and	money	could	be	far	better	spent	generating	revenue	instead	of	focusing	their	time	

doing	administrative	tasks	that	are	simply	not	bringing	in	the	kind	of	money	they	could	

be	making.

As	well	as	this,	we’ve	also	covered	in	depth	how	you	can	boost	your	profitability	and	

productivity	by	identifying	what	is	holding	your	business	back	and	offering	solutions	to	

help	you	focus	on	the	tasks	that	maximise	your	revenue.

Alongside	these	above	points,	setting	in	place	effective	processes	is	going	to	really	help	

boost	your	firm’s	efficiency	(and	ultimately	its	revenue),	creating	better	methods	that	

everyone	at	your	firm	can	follow,	and	ensuring	that	no	billable	tasks	nor	hours	are	being	

unaccounted	for	along	the	way.	

It’s	time	to	take	your	time	keeping	to	the	next	level	and	earn	even	more	revenue	than	

before.

Go to wisetime.com to get in touch about a 
free demo of WiseTime for your business.

http://wisetime.com 

