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e Formed in 2004

e 27 staff

e Act for around 40 solicitor businesses
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Paula Wheatley



Why bother to time record?

Profits are exactly where | want them to be

Staff are performing

| can't see any issues

Just another admin task that will upset staff!

Then yes! Why bother?



Lets look
closer.....

* | have prepared some simple staff
analysis

* Yellow highlights are to be filled in
* This doesn’t take long!

* Your systems should all produce
reports to look at this data




What can we achieve?

Total holidays Non
{including Hours worked Charge out productive Annual
Fee earner Department Annual salary statutory) indays  per week rate time asa % production
Aaron Hank Dispute Resolution 50,000 33 37.5 225 20% 306,450
Abbey Edwards Family 53,000 33 375 225 20% 306,450
Adam Scott Employment Law 28,000 " 21.12 24 225 20% 206,392
Barry Green Wills, probate and trust: 49,000 33 37.5 225 20% 306,450
Belinda Tenant Conveyancing 24,000 17.6 20 225 20% 174,528
Carrie Jones Conveyancing 35,000 26.4 30 225 20% 252,288
David Smith Conveyancing 45,000 33 37.5 225 20% 306,450
Ellen Smith Family 45,000 33 375 225 20% 306,450
Jas Kumar Wills, probate and trust: 49,000 33 37.5 225 20% 306,450
George Myres Conveyancing 27,000 22 25 225 20% 214,200
Hannah Baines Dispute Resolution 31,000 24.64 28 225 20% 237,243
Katrina Williams Commercial 51,000 33 37.5 225 20% 306,450
Jin Xui Commercial 52,000 33 37.5 225 20% 306,450
Kasem Baroni Commercial 58,000 33 37.5 225 20% 306,450
Liam Knowles Wills, probate and trust: 22,500 17.6 20 225 20% 174,528
Michael Abel Employment Law 29,500 24.64 28 225 20% 237,243
Natalie Hartson Conveyancing 50,000 33 37.5 225 20% 306,450
Paula Biddles Commercial 49,000 33 37.5 225 20% 306,450
Rama Sudhir Wills, probate and trust: 47,000 33 37.5 225 20% 306,450
Steven Bellers Conveyancing 52,000 33 375 225 20% 306,450
Samantha Gleeb Family 51,000 33 37.5 225 20% 306,450
Tara Simpson Wills, probate and trust: 43,000 33 37.5 225 20% 306,450
Vidhya Patel Conveyancing 48,500 33 37.5 225 20% 306,450

6,399,622



What have we achieved?

Department

31/05/2022

30/06/2022

31/07/2022

31/08/2022

30/09/2022

31/10/2022

30/11/2022

31/12/2022

31/01/2023

28/02/2023

31/03/2023

30/04/2023

¥TD Total

Budgeted

Variance

Variance
asa%

Commercial
Conveyancing

Dispute Resolution
Employment Law

Family

Wills, probate and trusts

o oo o oo oooo

112,000.00
170,000.00
44,000.00
26,500.00
74,000.00
130,000.00

96,000.00
158,000.00
45,000.00
33,000.00
85,000.00
110,000.00

124,000.00
176,000.00
56,000.00
52,000.00
84,000.00
140,000.00

116,000.00
177,000.00
48,000.00
42,000.00
62,500.00
130,000.00

56,000.00
102,500.00
38,000.00
28,000.00
79,600.00
74,500.00

104,000.00
157,000.00
38,000.00
20,000.00
93,000.00
118,000.00

24,000.00
135,000.00
37,000.00
42,000.00
85,000.00
100,000.00

64,000.00
110,000.00
30,000.00
32,000.00
84,000.00
78,000.00

132,000.00
182,000.00
45,000.00
41,000.00
76,500.00
145,000.00

160,000.00
224,000.00
57,000.00
39,000.00
84,000.00
167,000.00

140,000.00
205,000.00
53,000.00
45,000.00
84,000.00
155,000.00

84,000.00
144,000.00
42,000.00
432,000.00
88,500.00
102,000.00

1,272,000.00
1,940,500.00
533,000.00
442,500.00
980,100.00
1,449,500.00

1,225,800.00 |
1,366,816.00
543,693.00 -
443,635.00 -
919,350.00
1,400,328.00

556,500.00 527,000.00 632,000.00 575,500.00

378,600.00 530,000.00 483,000.00

398,000.00 621,500.00 731,000.00 682,000.00 502,500.00

6,617,600.00

6,399,622.00

46,200.00
73,684.00
10,693.00

1,135.00
60,750.00
439,172.00

4%

4%

-2%

0%
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#DIv/0!
#DIv/0!
#DIv/0!
#DIv/0!
#DIv/0!
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#DIv/0!
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But is everyone performing?

Wariance

Fee earner [] Department  |-¥| 31/05/202 | 30/06/20] ~ | 31/07/20] = | 31/08/20] ~ | 30/09/20! ~ | 31/10/20] | 30/11/20] | 31/12/20]~ | 31/01/20] = | 28/02/20] ~ | 31/03/20]~| 30/04/20]~| ¥TDTotall~| Budgeted~| variancé~| asa9~|

Abbey Edwards Family 10,000.00  8000.00  5000.00  3,000.00 12,000.00 16,000.00  1,000.00  6,000.00  8000.00  4,000.00 12,000.00 18,000.00  103,000.00  306,450.00 -203,450.00 -66%
Ellen Smith Family 33,000.00 35,000.00 41,000.00 28,000.00  35,000.00 37,000.00 46,000.00 37,000.00 32,000.00 41,000.00 31,000.00 42,500.00  438,500.00  306,450.00 132,050.00 43%
Samantha Gleeb Family 31,000.00 42,000.00 38,000.00 31,500.00 32,600.00  40,000.00  38,000.00 41,000.00 36,500.00 39,000.00 41,000.00 28,000.00  438,600.00  306,450.00 132,150.00 43%

556,500.00 527,000.00 632,000.00 575,500.00 378,600.00 530,000.00 483,000.00 398,000.00 621,500.00 731,000.00 682,000.00 502,500.00 6,617,600.00

Things to note:
1. The each have their own full time secretary

2. They all only do fee earning (no management work)

3. Abbey is on a higher salary then the others

Conclusion: we need to know what Abbey is doing with her time




How do
we fing
out?




Time sheets —
what you

*No point only recording chargeable time -
RECORD ALL TIME!

need to know - Make charge out rates realistic

* Use meaningful descriptions

* Do timesheets for fixed fee work

* Most software available allows this — may need to
look at non chargeable time recording

Some firms report that staff bill as little as 4 chargeable hours per day!



The problems
with time

recording

Under recording

Pressure on staff

Lack of discipline

Late completion

Inconsistencies among staff



Best Practice

Complete timesheets
daily — after each task

Record 100% of time

All staff to complete

— even support staff

Create a policy




Outcome

S i Q

Enables review of staff Clearer information — Better idea of when to Assess number of
inefficiencies may be able to bill recruit support staff truly
more! needed




Further outcome

e Usually we find partners do too much fee earning
, YOU DON'T HAVE TO DO EVERYTHING
* Fee earners don’t have enough to do EVEN BATMAN HAD ROBIN.

e Support staff are under utilised

Therefore we can find opportunities to delegate!




* The key to success is a balance
between working on and in the
business

V\/hy de|egate? — * Growth and development

requires management

Partner level

* Management requires time
* How do we find more time?




Why don’t You ﬁ
youy assume It takes

only you longer
delegate? can do it
They
might do it You have

to explain
wrong b



Benefits of delegating?

Upskilling fee earners and secretaries

Creates knowledge

Supports growth

Passes on valuable learning opportunities to your
future successors.



What to
delegate?

Eisenhower Matrix

Helps to create a list of tasks/agenda

Created by President Eisenhower

Helped to prioritise high stake issues

Later made popular in the “The 7
Habits of Highly Effective People”



The Matrix

Urgent

Not urgent

Important

Do these tasks

Decide when you deal with these tasks

Not Important

Delegate these tasks

Delete these tasks




Example....

Urgent

Not urgent

Client deadlines

Update Business Plan
Time recording policy/system

Review IT infrastructure

Scheduling meetings

Review client feedback

T Major staff issues
8 Becoming paperless
° Ad hoc emergencies
o Staff mentoring/training
E Some calls
Planning pay reviews
Collecting your sick child from school
Networking
Exercise
Opening the post
- Return client calls Social media
[
g Returning client emails Staff meetings with no purpose
(-]
? Presentation Preparation Meetings generally with no purpose
° Business advertisement — blogs etc Talking to time wasters — gossiping
4

Overhaul your filing system




Ask yourself this....

* Do you spend a lot of time on admin tasks such as writing letters, billing and WIP
write offs?

* Do you have any fee earners who may be looking for an opportunity to progress
within the firm?

« Could you pass on certain client management responsibilities to a fee earner?
* Are there any occasions where your support staff have nothing to do?

* Are your support staff working hard enough?






e What can Charnwood Accountants do for
you?

* Free no obligation meeting to discuss our
services

* Free benchmarking report with 2 hour
target setting session

Paula Wheatley

paulaw@charnwoodaccountants.co.uk

https://charnwoodforsolicitors.co.uk/
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