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Sample Outside Counsel Billing Guidelines

I. Introduction and Philosophy

These Billing Guidelines (“Guidelines”) outline the expectations and procedures for billing for legal services rendered to [Company Name]. We view these Guidelines as a foundation for a collaborative and efficient working relationship with our outside counsel partners. Our objective is to ensure transparency, predictability, and value in the delivery of legal services, leveraging modern practices and technologies where appropriate. Adherence to these Guidelines is required unless a specific exception is granted in writing by [Name/Title, e.g., the General Counsel or designated Legal Operations contact].

[Company Name] reserves the right to modify these Guidelines periodically. Notice of significant modifications will be provided to outside counsel via [Method, e.g., email] at least [Notice Period, e.g., 30 days] prior to the effective date of the changes.

II. Matter Management

· Matter Initiation: For each new matter, outside counsel must obtain engagement confirmation from the supervising [Company Name] attorney. This confirmation will include, at minimum, a defined matter scope, matter type, key contacts, and anticipated timelines. For matters anticipated to exceed [Dollar Threshold, e.g., $25,000], a more detailed scope, including key deliverables and milestones, may be required.

· Budgeting: Counsel must provide a budget estimate upon request. Depending on matter complexity and anticipated fees, this may range from a high-level estimate to a detailed, phase-based or task-based budget. Budgets must be reviewed [Frequency, e.g., quarterly or upon reaching 75% of budget] and updated promptly with approval from the supervising [Company Name] attorney if material changes are anticipated.

· Staffing Plans: Proposed staffing, including timekeepers and their applicable rates, requires approval at the outset of the matter. Significant changes to the staffing plan or timekeeper rates during a matter require pre-approval. Staffing should align expertise and seniority with matter complexity and requirements. We encourage continuity and request no-charge transition time if staffing changes are unavoidable.

· Communication: Counsel is expected to maintain regular communication regarding matter status as agreed with the supervising [Company Name] attorney. Please adhere to the agreed-upon reporting cadence and escalation path.

III. Invoice Content and Format

· Narrative Detail: Each time entry must contain a detailed narrative describing the specific task performed, enabling meaningful review. Vague descriptions (e.g., “Legal research,” “Analysis,” “Meeting”) are insufficient. Narratives should provide context where appropriate and use consistent terminology. Example: Instead of “Drafted motion,” use “Drafted motion to dismiss based on lack of personal jurisdiction.”

· Block Billing Prohibited:  Each time entry must represent a single task or activity.  Grouping multiple distinct tasks into a single time entry (“block billing”) is prohibited.

· Basic Legal Research:  Time spent researching fundamental or basic principles of law generally applicable within the relevant jurisdiction is typically not compensable, as this knowledge is expected as part of the counsel’s expertise.  Research on novel issues specific to the matter is acceptable.

· Administrative Tasks: Tasks that are clerical or administrative in nature should be performed by appropriate administrative staff or paralegals. Time spent by attorneys performing purely administrative or clerical tasks (e.g., photocopying, document organization, scheduling, preparing routine transmittal letters) is [Policy Option 1: generally not compensable / Policy Option 2: compensable only at a pre-approved paralegal or administrative rates]. Please ensure tasks are delegated to the most appropriate and cost-effective resource level.

· Data Structure: Invoices must adhere to [Company Name]'s required format, typically PDF or LEDES. Each invoice must include:

· Correct Matter Name and [Company Name] Matter ID.
· Timekeeper Name, Title/Level, and approved Rate.
· Clear itemization of Fees and Expenses.
· Applicable UTBMS codes (if required).
· [Any other required structured fields, e.g., Business Unit codes].

· Rates: Agreed-upon rates must be reflected accurately. Any discounts or special billing arrangements must be clearly itemized.

IV. Billing Rates and Alternative Fee Arrangements (AFAs)

· Rate Approval: All timekeeper rates must be agreed upon in writing at the start of an engagement or matter. Requests for rate increases are permitted no more than annually and require [Notice Period, e.g., 90 days] advance written notice and explicit approval from [Name/Title] before taking effect.

· Alternative Fee Arrangements (AFAs): [Company Name] encourages the use of AFAs where appropriate to enhance predictability and align cost with value. We are open to discussing various structures, including:

· Fixed Fees (for predictable scopes).   
· Capped Fees (where scope has moderate uncertainty).   
· Success/Performance Incentives (for outcome-critical matters).   
· Blended Rates (to simplify billing for certain matter types).   
· Retainers (for ongoing, predictable needs). 

Please proactively identify opportunities for AFAs with the supervising [Company Name] attorney.   

V. Expense Management

· General Policy: Expenses must be reasonable, necessary, and directly related to the provision of legal services for the specific matter. Expenses will be reimbursed at actual cost with no markup, unless otherwise agreed in writing. Detailed receipts are required for any single expense exceeding [Dollar Threshold, e.g., $75].

· Specific Expense Types:

· Travel: Travel requires pre-approval if estimated to exceed [Dollar Threshold, e.g., $1,000]. All travel must adhere to [Company Name]'s Corporate Travel & Expense Policy [Link to Policy or state key limits, e.g., coach airfare, standard room rates]. Travel time is [Billable/Non-Billable/Partially Billable - specify conditions, e.g., billable at 50% of standard rate].

· Research Services: Charges for online legal research (e.g., Westlaw, LexisNexis) are [Policy, e.g., generally not reimbursable / reimbursable at cost / subject to a flat monthly fee per matter of $[Amount]].

· Copying/Printing: Internal copying and printing are considered overhead and generally not reimbursable. External vendor costs require justification.

· Court Fees/Filings: Reimbursable at cost.

· Third-Party Vendors: Engagement of significant third-party vendors (e.g., experts, e-discovery providers, contract attorneys) requires pre-approval from the supervising [Company Name] attorney.

· Pre-Approval: Pre-approval from the supervising [Company Name] attorney is required for any single expense exceeding [Dollar Threshold, e.g., $500] or for specific categories as noted above.

VI. Billing Process and Compliance

· Invoice Submission: Invoices must be submitted electronically via [Email or E-billing System Name] on a monthly basis, typically within [Number, e.g., 15-30] days of the end of the month in which services were rendered. Invoices submitted more than [Number, e.g., 90] days after the service period may be rejected or adjusted.

· Compliance Review: Invoices will be reviewed for compliance with these Guidelines. [Company Name] utilizes [mention tool/process, e.g., its e-billing system, potentially leveraging automated checks including AI-powered review] to facilitate this process. Non-compliant charges may be adjusted or rejected.

· Maximum Hours Per Day: Time billed by any single timekeeper should not exceed [Number, e.g., 10] hours in a single calendar day without prior written approval from the supervising [Company Name] attorney. Justification will be required for exceptions.

· Internal Communications: Time spent on internal firm communications (e.g., intra-office conferencing, discussions between attorneys) should be billed judiciously and only when necessary for the progression of the matter. Routine internal administrative communications are generally not compensable. Justification may be requested for significant internal communication time.

· Multiple Timekeepers in Meetings/Calls: Billing for multiple timekeepers attending the same meeting or call (internal or external) requires justification based on the distinct contribution and necessity of each attendee. Prior approval may be required for meetings/calls involving more than [Number, e.g., 2-3] timekeepers from the firm.

· Addressing Non-Compliance: Issues identified during review will be communicated to the billing contact at your firm. Repeated non-compliance may affect the relationship. Exceptions to these Guidelines require advance written approval from [Name/Title].
 
VII. Use of Artificial Intelligence (AI)

[Company Name] encourages the appropriate use of artificial intelligence tools where such use can enhance efficiency, reduce costs, or improve the quality of legal services, consistent with the obligations outlined below. We view the thoughtful application of technology, including AI, as beneficial to our collaborative relationship.

· Disclosure: Outside counsel must disclose the use of generative AI tools for substantive legal work performed on [Company Name] matters, specifying the tool used and the task performed (e.g., “Used [AI Tool Name] to generate initial draft of discovery responses”).

· Attorney Oversight: While AI may be used for efficiency, all AI-generated work product must be carefully reviewed, verified, and supervised by qualified attorneys. Counsel retains full responsibility for the accuracy, ethical implications, and quality of all work product submitted.

· Confidentiality & Data Security: Counsel is responsible for ensuring that any use of AI tools complies with all applicable confidentiality, data privacy, and security obligations, safeguarding [Company Name]'s information and preserving privilege. Billing related to AI tools (e.g., subscription costs) should be discussed in advance and is subject to the Expense Management policy.

VIII. Contact Information

For questions regarding these Guidelines or specific billing inquiries, please contact [Name/Title/Department, e.g., Legal Operations Manager or Accounts Payable].


