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Legal Invoice Review Checklist
An editable template for outside counsel invoice review

Customize the bracketed items and delete any rows that are not applicable to your team.
	Review Item
	No Issue
	Follow Up
	N/A

	Does the invoice have the right company or entity, matter, and billing period?
	[bookmark: Check1]|_|
	|_|
	|_|

	Are all agreed-upon discounts, timekeeper rates, fee caps, fixed fees, or other pricing arrangements included in the invoice?
	|_|
	|_|
	|_|

	Do the line item calculations, subtotals and amount due appear to be calculated correctly?
	|_|
	|_|
	|_|

	Is clear and specific enough so that you can understand what was done, how much time was spent on each tasks, and how the work related to the matter?
	|_|
	|_|
	|_|

	Are there any entries that appear to be duplicates or potentially overlapping?
	|_|
	|_|
	|_|

	Is any of the work being billed for performed more than [60/90/120] days before the date of the invoice?
	|_|
	|_|
	|_|

	Are the billing increments what you expect and have agreed to (typically 0.1 hours)?
	|_|
	|_|
	|_|

	Have any timekeepers billed for line items totaling more than [8/10/12] hours in a single workday?
	|_|
	|_|
	|_|

	Are the line items specific enough to understand and evaluate the time billed?
	|_|
	|_|
	|_|

	Is the amount of time billed for each task reasonable and proportional to the tasks being performed?
	|_|
	|_|
	|_|

	Are the tasks being done appropriate for the level of attorney performing those tasks?
	|_|
	|_|
	|_|

	Are attorneys billing for tasks that are administrative in nature and should be performed by a paralegal or admin?
	|_|
	|_|
	|_|

	Are there multiple charges for attorneys in the same meeting, on the same phone call, or attending internal conferences?
	|_|
	|_|
	|_|

	Are there any expenses that exceed pre-approval requirement of [$XXX]?
	|_|
	|_|
	|_|

	Are expenses understandable, matter-related, and reasonable?
	|_|
	|_|
	|_|

	Are there any expenses related to research services, software tools, or AI-related tools?
	|_|
	|_|
	|_|

	Is there anything else you would want explained to you before you approve this invoice?
	|_|
	|_|
	|_|
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