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Effective Billing:

1. Carefully craft the bill itself. Use words

By: Claude E. Ducloux, Esq.

annual budgeting. From my experience in serving on
corporate boards, | often see a figure of 5%-10% as an
expected range of lost earnings. Knowing this, | often
review my own year-end billings. Fortunately, despite
a diverse practice, | have been able to maintain a

97% collection rate. However, in order to achieve and
maintain this percentage, | have had to learn a few
hard and important lessons along the way.

Let’s start with the basic premise. There are two
important questions a lawyer should ask themselves:

1. How can | ensure that all or most of my bills
get paid?

2. What behaviors, habits, skills and processes will
maximize my collections?
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to pay and whether the client can afford the
firm’s services.

4. The lawyer should exercise his/her own good
judgment as to whether this client is credible and
a good risk. (Sadly, it is hard to teach this. But if
the client’s stories do not make sense, and the
lawyer is not the first attorney to attempt to help
this person, alarm bells should be ringing.)

When the interview ends, and the engagement letter
is signed, both sides should be comfortable and
confident in the integrity of the other party. Now, the
lawyer and the client are a team.

Communication during the case: Vigorously
updating the client throughout the life of the case,
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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.

. 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.

. Have 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 recommmended 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.

. 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



