
Five Time Tracking Best Practices
for Law Firms

Effective attorney time and billing software is about much more than starting and
stopping a timer. The right habits, combined with the right technology, help firms
capture more billable work, produce more accurate invoices, and spend less time
on administrative tasks. Whether you’re a solo practitioner or part of a growing
firm, improving your approach to time tracking for attorneys can have a
measurable impact on profitability.

In this guide, we’ll cover five practical best practices that help firms get more
value from their billable hours software, from recording time as work happens to
using reporting tools to make smarter business decisions. Small changes to your
daily workflow can lead to faster billing cycles, healthier cash flow, and fewer
billable hours slipping through the cracks.

1. Track Time Contemporaneously
Recording your time as you work is the best way to ensure you track all your
billable hours. Remember, the easiest way to lose billable time is to wait until the
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end of the day, or worse, the end of the week, to record it. Even experienced
attorneys forget quick client calls, short research sessions, or five-minute strategy
conversations when they rely on memory alone. Those small omissions add up
over a month and can quietly reduce firm revenue.

Billing technologies are among the most commonly used software in legal
organizations. Law firm time recording software makes tracking time easier by
letting you start a timer when you begin a task or enter time immediately after
you finish. Whether you’re moving between client meetings, court appearances,
or drafting documents, capturing time in the moment creates a more accurate
record and produces invoices that clients are less likely to question.

If you’re away from your desk, mobile access is just as important. With the
Bill4Time mobile app, attorneys can log time from the courthouse, a client
meeting, or while traveling between appointments. Instead of reconstructing your
day later, you can record work as it happens, keeping your timesheets complete
wherever you’re working.

It’s also worth recording time spent on fixed-fee matters. Even though those
hours won’t appear on an hourly invoice, they provide valuable insight into the
true cost of servicing a matter. Over time, this data helps firms evaluate
profitability, price future engagements more accurately, allocate resources
effectively, and identify work that consistently takes longer than expected. 

2. Standardize and Streamline
Ensure Time Entries and Billing Descriptions are Clear: When possible, write
time entries from the client’s perspective. Describe the task completed and,
when appropriate, the purpose behind it. For example, “Reviewed opposing
counsel’s motion and prepared response strategy” provides much more
context than simply “reviewed motion.” Clear, specific narratives show the
value of your work and create a stronger record if an invoice is ever
challenged.
Create Billing Guidelines: Firms should establish internal guidelines for how
to write time entries, what terminology to use, and how to categorize work
across attorneys and practice groups. Some firms even create an attorney
time tracking template with sample descriptions and preferred language to
help everyone bill consistently. Standardized entries produce cleaner
invoices, simplify internal reviews, and create a more professional client
experience.
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Bill in Consistent Increments: Whether your firm bills in six-minute (0.1 hour),
fifteen-minute (0.25 hour), or another approved increment, every
timekeeper should follow the same policy. Consistent increments strengthen
billing integrity, reduce confusion, and help clients understand exactly how
time is being measured.
Get Software for Support: The best billing software makes this process easier
by allowing firms to create standardized activity codes, reusable billing
descriptions, and consistent billing rules across every matter. Instead of
using a lawyer time tracking chart or reinventing each time entry, attorneys
can focus on accurately capturing their work while maintaining a consistent
billing experience from one invoice to the next.

3. Establish a Consistent Invoicing Schedule
Even the most accurate time entries don’t help your firm if invoices sit in draft for
weeks. A consistent invoicing schedule creates predictable cash flow, shortens
the time between completed work and payment, and gives clients a billing
experience they can rely on. 

The challenge, of course, is finding the time to prepare invoices when you’re
already managing a full caseload. That’s where automated billing workflows make
a measurable difference. Instead of manually pulling time entries, formatting
invoices, and sending them one by one, legal billing software can do much of the
heavy lifting while still giving attorneys the opportunity to review bills before
they’re finalized.

With Bill4Time, attorneys can create draft invoices from unbilled time with just a
few clicks, review pre-bills, make adjustments where needed, and then finalize
individual invoices or entire invoice batches. The platform automatically pulls in
new billable activity since the last billing cycle, making recurring invoicing much
faster and reducing the chance that work gets overlooked.

Automated invoicing also supports firms with more complex billing needs.
Depending on your practice, you can:

Generate invoices individually or in bulk for multiple clients or matters.
Create branded invoices using customizable templates.
Apply custom billing rates, discounts, and write-downs before sending.
Send invoices electronically with built-in secure online payment options.
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Set recurring billing schedules for clients on retainers or subscription-style
engagements.

The result is a billing process that’s both faster and more reliable. Attorneys
spend less time assembling invoices, administrative staff spend less time
following up on missing information, and clients receive clear, timely bills while
the work is still fresh in their minds. That combination often leads to quicker
approvals, fewer billing disputes, and healthier cash flow throughout the year.

4. Analyze Your Data
Capturing time is only half the equation. Firms that consistently improve
profitability regularly analyze their billing data and use it to make better
decisions. Your reports should tell you more than how many hours were billed.
They should show where your firm is thriving, where work is slowing down, and
where revenue is slipping through the cracks.

Think of reporting as a diagnostic tool for your practice. A well-designed report
can answer questions like:

Which attorneys have the highest realization rates?
Which matters are taking longer than expected?
Where are write-downs happening most often?
Which clients consistently pay late?
How much unbilled time is sitting in the system?

Instead of relying on assumptions, you can use data to identify trends and make
informed adjustments. For example, profitability reports can highlight practice
areas that deserve more investment or closer attention.

Bill4Time’s legal reporting software helps firms move beyond basic billing reports
with customizable dashboards and reporting tools that track financial
performance, billing activity, trust accounting, productivity, and collections.
Rather than pulling data from multiple systems, attorneys and firm administrators
can build reports around the metrics that matter most to their practice.

The secret sauce is to make reporting part of your regular routine. Monthly
reporting reviews can help uncover unbilled time before invoices go out, identify
aging receivables that need follow-up, monitor trust account activity, and provide
more accurate revenue forecasts. Small adjustments made consistently often
have a much bigger impact than major changes made once a year.
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If you’re interested in learning how to turn your firm’s data into actionable
insights, Bill4Time offers a webinar on advanced reporting features. Watch
Turning Data into Insights with Bill4Time’s Advanced Customizable Reports to see
how customizable reports can help you make smarter operational and financial
decisions.

5. Invest in Timekeeping Software for Lawyers
For many lawyers, billing doesn’t happen while the work is happening. It happens
afterward, when memories have faded, and interruptions have piled up. That’s
when billable minutes disappear, invoices get delayed, and cash flow slows down.
It’s rarely one big mistake, but rather dozens of small ones that add up over the
course of a month.

That’s why the real value of timekeeping software isn’t the timer itself. It’s the
connection between time tracking and everything that comes after it. When your
time entries automatically flow into invoices, payments, and financial reports, you
eliminate the gaps where revenue is most often lost. You no longer rebuild your
week from memory or transfer information between disconnected systems.
Everything moves together.

For solo practitioners, this can feel like adding another team member. Instead of
spending evenings preparing invoices or chasing missing time entries, your billing
process is already in motion while you’re practicing law. Every client call,
document review, and court appearance becomes part of a single workflow from
recorded time to paid invoice.

Bill4Time delivers value beyond simply tracking hours. Time entries become draft
invoices with just a few clicks. You can accept payments online through the same
platform. Financial reports update automatically as work is completed and
invoices are paid. Instead of managing disconnected pieces of software, you
manage one streamlined workflow from client work through payment.

The payoff isn’t limited to convenience. Firms that unify their timekeeping and
billing often experience:

More captured billable time because work is recorded as it happens.
Faster invoice turnaround with less administrative effort.
Better visibility into firm performance through real-time reporting.
Improved cash flow as invoices are sent sooner and paid more quickly.
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Greater confidence that every matter is being billed accurately and
consistently.

As your practice grows, those efficiencies become even more valuable. Whether
you’re adding staff, taking on more matters, or simply trying to reclaim a few
hours each week, having your timekeeping and billing in one platform gives you a
stronger operational foundation without adding complexity.

Another aspect to consider when investing in timekeeping software is the legal
profession’s growing emphasis on technological competence. At the same time,
the legal profession is placing greater emphasis on technology competence.
According to a study by the American Bar Association’s, 70.6% of respondents
said lawyers are required in their jurisdiction to stay abreast of the benefits and
risks of technology as part of their professional competency obligations. Modern
billing and timekeeping tools have become an important part of running an
efficient, well-managed practice.

If you’re ready to see what that looks like in practice, try a 14-day free trial of
Bill4Time and experience how an integrated timekeeping and billing platform can
simplify your firm’s daily operations. When you’re ready for a deeper look, click
the button below to schedule a personalized demo and see how Bill4Time can fit
the way your firm works.

 
Schedule a Demo
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