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Model Policy: Client billing
Why you need this policy:
Attorneys have every right—and need—to be paid. But getting clients to pay their bills on time is a major challenge that forces you to confront a bewildering array of fee arrangements, billing of non-fee expenses, and ethical constraints stemming from the attorney-client relationship.
How this policy helps you: 

The centerpiece of juggling all of these requirements is to establish a policy that tells clients how they will be billed for the services they receive. In addition to laying the legal ground work for billing and collection, a well-crafted billing policy plays a key role in providing effective communications with clients and preventing misunderstandings that can fester into nasty payment disputes.
How to use this policy: 

This Model Policy is based not on any single example but a “greatest hits”-type of amalgamation of best practices from actual policies used by law firms across the U.S. Of course, no two practices do all things the same exact way. So you’ll need to modify the Policy—particularly the provisions regarding the different kinds of fee arrangements—to your own circumstances, e.g., by deleting the section on contingency fees if your attorneys don’t enter into contingency fee arrangements.
Model Policy: Client billing
ABC Law Firm

1. Statement of policy

The attorneys and staff of the ABC Law Firm are pleased to welcome you to our practice and to let you know that we are dedicated to not only providing you the very best legal service but to ensuring that your client experience is a pleasant one. 

2. Purpose of policy
The ABC Law Firm has developed these financial policies to help you understand our client billing policies and procedures to avoid any miscommunications about the handling of your legal bills and accounts. Being familiar with and following this Policy will go a long way in ensuring you a pleasant client experience and maintaining the understanding and respect that are so important to the attorney-client relationship. 

If you have any questions or do not understand any aspects of this Policy, please contact the ABC Law firm [list contact person(s) or department and information].


3. ABC Law Firm’s billing cycle
ABC Law Firm’s procedure is to perform invoicing on [a bi-weekly basis based on services performed in the previous two weeks], including expenses incurred on your behalf. You will be notified of any changes in the billing arrangements and policies set forth in the statement in the accompanying engagement letter.
4. Fee billing arrangements 
The ABC Law Firm enters into the following kinds of billing arrangements with its clients. 

a. Retainer fee: You may pay a retainer fee to keep the ABC Law Firm or any of its attorneys “on-call” for you to deal with small or routine matters as they arise. Retainer fees must be agreed to in advance and may include a premium rate or additional fee in consideration for ABC Law Firm’s agreement to afford you top priority (and pushing back other ABC Law Firm clients) if and when you need urgent assistance.

b. Flat fee billing: ABC Law Firm will quote clients a flat fee rate or structured fee for performing services such as contract review, document drafting, licensing and business entity document processing, and the like. Flat fee or structured fee arrangements must be agreed upon prior to our commencing the work. If no such arrangement is in place, you will be billed on an hourly basis.
c. Hourly billing: When you become a new client, your initial bill will reflect up to one hour of expended but unbilled time. In extending this discount, you are not billed for up to one-half hour of the initial consultation and up to one-half hour of the efforts expended by preparing engagement letters and establishing a new account in the administrative and billing systems. You will be billed for all time expended on your account above the initial discount extended to you, including without limitation, time spent during the initial consultation, time spent traveling, and any time spent by ABC Law Firm on your matter, such as, for example, time spent: in in-person meetings or telephone consultations with you or others, research, preparing documents, developing strategy, and consulting with other professionals, etc.

d. Contingency fees: ABC Law Firm attorneys may agree with you on contingency fee arrangements in which the amount you pay will depend on the outcome of the case, for example, a set percentage of the damage awards you win in a personal injury lawsuit.

5. Billing of non-fee expenses
a. What other expenses include: In addition to the time spent on your matter, your bill will include costs incurred by attorneys in representing you, such as messenger deliveries, postage, filing fees, transcripts, copying or document management, printing costs, travel, and related expenses such as meals and lodging. 
b. Billing rate: Such expenses will be billed at the firm’s cost but ABC Law Firm reserves the right to charge an additional 3 percent administrative fee for these services.
c. Out-of-pocket billing arrangements: Out-of-pocket charges will be sent directly to you for payment or, if you prefer, to a separate expense retainer account can be established for you to hold funds in an escrow account for the purpose of paying these expenses.
6. Payment 
Please review our invoices when you receive them so that you may raise any questions you may have in a timely fashion.
a. Deposit of retainer: After the initial consultation, and identification of the issues and proposed course of action, and prior to commencing work on this case, your attorney may require you to deposit a retainer fee with ABC Law Firm based on the estimated expenses and costs for the service or for up to one month of representation on an issue. These funds will be held, pursuant to [list state] law, in a Lawyers' Trust Account (IOLTA), and you will be provided with a monthly statement of fees, costs, and expenses. You are responsible for paying fees, costs, and expenses in excess of the funds held on your behalf. Any unused portion will be refunded to you.
b. Payment plan: ABC Law Firm may establish payment plans. Such plans must be agreed to before you receive legal services and may cover only attorney fees—not to out-of-pocket expenses and costs, which you will be expected to pay either in advance or immediately after you receive an invoice for them. 
7. Charges and fees
a. Late payments: Payment is due on receipt and, except as expressly agreed to otherwise, is not contingent or dependent on the outcome of the engagement. If an invoice remains unpaid after 14 days, it shall accrue interest at a rate of 12 percent per annum (1 percent per month) on the unpaid balance from the date due. If an invoice remains unpaid after 30 days, a monthly charge of 3/10ths of one hour (at then current undiscounted usual and customary hourly rate) may be billed for the ongoing administration of the past due account related to account maintenance, postage, and ongoing collection efforts. Such amount will be added to the invoice.
b. Returned checks: For each and any check that is returned as unpayable, you will be invoiced an administrative fee of 75 dollars ($75).
c. Past due account administrative fee: For each billing cycle after which the first invoice becomes due, a 25 dollar ($25) administrative fee may be invoiced by ABC Law Firm to cover ongoing administrative expenses.
d. Cancellations/no-show appointments: Failure to keep a scheduled appointment will result in your being charged a no-show appointment fee of 30 billable minutes or the time scheduled for the meeting missed, whichever is greater. To avoid such fees, you must call the ABC Law Firm office [list contact information] at least 24 hours in advance.
8. Interest on Lawyers’ Trust Accounts (IOLTA) 

ABC Law Firm participates in the [list state] state bar’s Interest on lawyers’ trust accounts (IOLTA) program, under which funds deposited on behalf of a client that are nominal in amount or expected to be held for a short period of time are deposited in an interest-bearing trust account with the interest generated will be remitted to the [list state] State Bar to fund programs for the public’s benefit. Such deposits are governed by [list state] law and the rules of the [list state] Bar Association IOLTA program.  

9. Right to terminate your representation
a. Termination for failure to pay: Failure to pay invoices within 15 business days is grounds for ABC Law Firm and its attorneys to terminate its representation of you and cease working on your matter. Notice of termination will be provided with due notice in accordance with our legal and ethical obligations. 
b. Termination at any time: Either of us may terminate your engagement with ABC Law Firm at any time for any reason by written notice, subject on our part to our professional obligations to you under applicable rules of professional conduct. After termination, you will receive a final statement for services rendered in this matter.

Unless you engage your attorney after termination of this matter, there is no continuing obligation to advise you with respect to future legal developments, such as changes in the applicable laws or regulations that could have an effect on your future rights and liabilities.

This Tool and hundreds more available at: http://www.lawofficemgr.com
Law Office Manager assumes no responsibility for the effectiveness or legality of any of its online templates or tools. Always consult your legal counsel and management before implementing any new policies or procedures.
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