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Agenda
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The  Needs of 
Sm all Law Firm s
▪ Legal Tim e  & Billing

▪ Business Accounting

▪ Trust Accounting

▪ Calendar & Tasks

▪ Docum ents & Em ails
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What is not tracked  will not 

be  b illed , and  what is  not 

b illed  will not be  pa id!

slide  4

Tip  # 1 - Capture  ALL Tim e  & Costs
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▪ Com ple ted  ye t unbilled  even ts & tasks

▪ Outside  the  office  lega l se rvices.

▪ Frequent office  d isrup tions.

Tim e  Tracking
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▪ Expenses a re  pa id  in  varie ty 
of ways.

▪ Matte r a lloca tion  is often  
forgotten

Expense  Tracking
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VS

Tip  # 2 - Tim ely Billing
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▪ Allow your b illing system  to  act 
as your free  collection  agen t

▪ Don’t forge t re ta ine r 
rep len ishm ent!

Tip  # 3 - Utilize  Collection  Rem inders
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▪ Don’t pay too soon , e specia lly if 
clien t re im bursem ent is needed . 

▪ Utilize  a  system  to  m anage  hold  
and  re lease  of paym ents. 

Tip  # 4 - Know When to  Pay Vendor Bills
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▪ Track by Origina ting Attorney, 
Responsib le  Attorney and/or 
Tim ekeepers

▪ Focus on  Incom e  earned , not 
tim e  b illed . 

Tip  # 5 - Im plem ent a  Productivity Based  
Com pensa tion /Bonus Plan
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▪ Enables qu ick ana lysis of p rofitab ility 
▪ Allows you  to  eva lua te  growth  

opportun itie s
▪ Highligh t p rospective  m arke ting 

opportun itie s

Tip  # 6 - Track Incom e  By Practice  Area
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▪ Properly track any b ills  incurred  
by clien ts

▪ Don’t le t the  burden  fa ll on  you!

Tip  # 7 - Ensure  Matte r’s Obliga tions Does Not 
Becom e Your Headache
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▪ Not Just for Trust Accounts!
▪ Catch  m istakes as they happen  
▪ Ensure  a ll m atte r costs a re  cap tured
▪ Review m onth ly reports to  ensure  

in form ation  is accura te

Tip  # 8 - Enforce  Month ly Reconcilia tion  of ALL 
Accounts
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▪ Daily Reconcilia tion  if 
Possib le

▪ Keep Bank Sta tem ents 
Confiden tia l & Secure

Tip  # 9 - Prevent Financia l Fraud
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▪ Understand  the  role s each  use r p lays
▪ Opera te  on  a  need  to  know basis
▪ Ensure  tools you  u tilize  a llow for 

pe rm ission  and  re strictions of ce rta in  
a reas

Tip  # 10 - Utilize  Granula r Pe rm ission  Controls
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Tota l Practice  Managem ent
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FREE Resource

Free  eBook 
Cont act  Us At : 

866-878-6798 or 

em ail: in fo@cosm olex.com



www.cosmolex.com

Questions/Com m ents
Thank you  for jo in ing us!
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