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Contingency Flat Fees 

 

This document explains how to set up and process a contingency flat fee: 

 

1. Open Timeslips Client Information 

2. Double-click to open the client’s record 

3. On the “Arrangement 1″ tab, set the following: 

a. Fees:    Contingency flat fee 

b. Costs:  Based on slips 

c. At the bottom of the screen, set Hold time charges to “On all bills” to suppress 
any time entries.   
 
(This is optional; if set to “Off”, the slips will appear with no charges assigned) 

d. Save the client 
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4. On the “Funds” tab, make sure that the funds account is set to automatically pay new 
charges and the style on bill is “Detail” 

 
 

5. Click OK and “Save” the client 

6. Generate all bills during the life of the case.  When case is completed, set the 
contingency fee as follows: 

a. Client Information, “Arrangement 1” tab:  Click “Edit..” button and change the 
“Status” to say “Final Bill” 

b. Click the “Amount Calculator” and enter the judgment amount, percentage due 
the attorney and the amount due (this can be modified manually if rounding 
issues) and click OK 
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c. Make sure that the “Hold time charges” is set to “OFF”  

 

d. Save the client 

7. Enter a Payment to Account in the amount of the entire award 

a. On the left, click the FUNDS icon and choose “DEPOSIT FROM A THIRD PARTY” 

b. Enter the amount of the full award with description (Settlement) and save the 
“DEPOSIT” transaction 

c. Click the yellow + on the right and change the type to say “WITHDRAWAL” and 
enter the amount delivered to the client with a description; Save the 
“WITHDRAWAL” transaction 

d. Repeat step c if there are other payments (co-counsel, etc.) 

8. Generate the client’s bill: 
a:  The charges will be paid for the client’s funds account 
b:  Costs will be removed from the contingency payment 
c:  Remainder will appear as a balance in the client funds, if any 

 


