
Legal Billing Dos and Don’ts 
Your quick reference for getting paid

Don’t charge for rudimentary work
Your clients shouldn’t have to pay for staples, 
paper clips, or any other office supplies you used. 
Keep your billing strictly to your progress on your 
client’s case.

Whether you work for a large firm or you run your own private practice, getting your billing right is 
absolutely crucial. After all, your business can’t thrive without steady payments! Bad billing habits can 
lead to confused or frustrated clients who may delay or outright refuse to send in their payment, so 

it’s in your best interest to keep clients happy in order to keep your cash flowing.

Keep this list handy to ensure your bills are as client-friendly as possible.

DO DON’T
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Do keep detailed and diligent records
Make sure every single task you perform is 
written down in your billing, including every 
detailed step along the way. Even tasks that are 
free of charge should be listed on your bill.

Do send bills on a consistent schedule
Your bill should be sent at the same time, every 
time. This will give your clients a reasonable idea 
as to when they’ll receive your bill and minimize 
the chance that your bill’s arrival surprises them.

Do use simple language
Avoid using legal jargon or abbreviations in 
client-facing documents. You want to make sure 
your clients can clearly understand your bill when 
they receive it.

Do enter your records as soon as possible
Enter tasks into your billing or timekeeping 
software as soon as you finish them, or as close 
to completion time as possible. This ensures you 
don’t forget about them later in the day when 
other tasks or distractions come up.

Don’t wait too long to send your bill
Ideally, you want to send your bill as close as 
possible to the day the services were rendered. 
If you wait longer, your collection rate will steadily 
decrease over time.

Don’t bill in blocks
It may seem simpler to record your tasks under 
one umbrella category. However, this may make 
clients suspicious that you’re padding your hours. 
Providing more detail will lend more credence to 
the items on your bill.

Don’t restrict how your clients can pay
Today, people like having many payment options 
available to them. Let clients pay your bill online 
with credit and debit cards. The easier your bill is 
to pay, the more likely it is that clients will pay and 
pay on time.


