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A. Capturing Your Billable Hours 
 

1. Note your time concurrently with each billable activity. 
 

2. Enter your time daily. 
 
3. Take the time to identify and capture all of your billable work at the end 

of each day. 
 

4. Track your daily billable hours and promptly make up for slow days. 
 
5. Work hard to decrease distractions. 
 
6. Delegate non-billable work as much as possible. 
 
7. Bill what you can (and what’s permitted) while traveling. 
 
8. Capture time spent on phone calls, texts, and emails while out of the 

office. 
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9. Take time on Saturday and Sunday to prepare for the upcoming week. 
 
10. Anticipate and prepare for missed work days. 
 
11. Don’t allow your workload to get light.   
 
12. Don’t lose time transitioning from one billable activity to the next. 
 
13. (For associates) Don’t cut your own time. 
 
14. Take advantage of your time entry software.  
 
15. Don’t block bill. 
 
16. Capture time spent on planning, preparing, strategizing, etc., wherever 

you may be. 
 
17. Maintain an Active File List, and track daily, weekly, and monthly tasks. 
 

 
B. Getting Your Billable Hours Paid 

 
1. Make the client/carrier want to pay them. 

 
2. Understand and comply with reporting and billing guidelines. 

 
3. Take care with wording of time entries. 
 
4. Don’t assume the bill examiner is familiar with the file. 
 
5. Demonstrate your advancement of the ball. 
 
6. Avoid references to intra-office communications. 
 
7. Avoid references to “file review” after initial file review.  
 
8. Only reference “research” when it involves actual legal research.   
 
9. Obtain and reference client/carrier approval for actions when required. 
 
10. Avoid duplication of effort. 
 
11. Explain red-flag type entries. 

 
12. Challenge client/carrier write-offs when appropriate. 
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