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Effective Billing:
1. Carefully craft the bill itself. Use words
and explanations that the client can
understand. Keep in mind that billing for
frivolous things like office supplies can
make clients angry, offended, and more
likely not to pay the bill on time.
2. Save time entries daily. If a good and
basic daily billing system is in place, it
should not take a lawyer more than 5
minutes per day to complete. Get into
a good habit of saving time entries on a
daily basis so that nothing is mistakenly
left off of a legal bill.
3. H
 ave a fixed billing schedule. All too
often clients complain of receiving
bills 90 days or more after the
work was completed. That delay
astronomically increases the client’s
reticence to pay the bill. It can send
the message: “If you can go 90
days without billing me, clearly you
don’t need the money.” So, in order
to communicate to the client that
prompt payment is expected, get the
bill out timely. A recommended best
practice is to send out the bill on the
first business day of every month.
The previous month’s activities will be
recalled more readily by the client so
they will be more likely to pay it.

AttPro Snippets

4. Make it easy to get paid! Nothing has
supercharged my own collections
more than providing the client the
hyperlink and opportunity to pay
immediately with a credit card. This is
especially helpful to small firms that
may need this professional capability.

Client email accounts can also be hacked. Hackers
can then send instructions from the client to the
firm seeking confidential information, ordering
disbursement of funds held, or instructing the
lawyer to ask a third party to do something that
ends up hurting the client. The key to avoiding
most of these situations is to verify instructions
directly with the client by telephone or one-on-one
meetings. Before releasing funds, agreeing to settle,
or taking any action adverse to a client based upon
email instructions, call the client first.

There is an “art” to getting paid and these
tips can help save a lawyer from the
undesirable task of chasing outstanding
bills. With proper client screening, open
communication and effective billing
practices in place, a firm can achieve and
maintain an enviable collection rate.
Claude may be contacted at Claude@lawpay.com

Respected security professionals have compared
e-mail to postcards written in pencil-they can be
viewed or altered by third parties. Unfortunately,
hackers are increasingly targeting law firms to mine
sensitive client information. Email encryption can be
an effective precaution to help prevent data theft.
Encryption scrambles information according to
a certain pattern, so that only the users who have
access to that pattern or “key” can unscramble it
and make it readable. Encryption technology is also
effective in the event of a physical device theft since
the data is unreadable without acquiring the key.

A security breach can not only diminish the level
of trust a client places in a law firm but could also
have serious legal and financial ramifications. Using
encrypted emails can help safeguard the attorney/
client privilege.
For more information on encryption and other
security resources please go to:
FYI: Playing it Safe With Encryption

