
 

BILLING  
CHECKLIST 

 

Before delivery of the Bill, the practitioner and client should agree on whether: 

☐  The Bill may be delivered:  

• personally to the client or agent of the client; or 

• by post to the client or agent of the client at:  

o the usual or last known business or residential address; or  

o the address nominated for that purpose; or 

• by leaving it for the client or agent of the client at: 

o the usual or last known business or residential address; or  

o the address nominated for that purpose;  

with a person on the premises who is apparently at least 16 years old and apparently 
employed or residing there; s 330(5)(a)-(c) or 

• by an agreed method (e.g. courier) s 330(6). 

☐  If a tender process was involved in the legal costs or basis upon which they will be calculated, then in the 

manner provided as part of the tender process or later agreement between the client and the law practice 
s 330(5)(d) LPA. 

☐  The client has consented to electronic delivery of the Bill s 330(7) LPA. 

Below is a checklist of provisions to consider when preparing a Bill for a matter: 

☐ If your law practice is not registered for Goods and services tax ‘GST’ then the Bill should be delivered as 

an ‘Invoice’ not a ‘Tax Invoice.’  

☐  Your ABN should be displayed on the invoice.  

☐  If the law practice is an incorporated law practice then the corporation as well as the trading name (if any) 

should be displayed ss 153 and 88A of the Corporations Act (‘CA’) 

☐  If the law practice is a member of the Professional Standards Scheme an appropriate disclaimer should 

be included in order to meet disclosure obligations s34 The Professional Standards Act 2004 (Qld). See 
also: Guidance-for-Members-The-QLS-Professional-Standard. 

☐  Ensure the payment details in your Bill are consistent with the billing/trading terms in your disclosure 

notice and costs agreement. 

☐  A Bill may be in lump sum format or itemised s 330(1) LPA. 

☐  A Bill must be signed on behalf of the law practice by an Australian legal practitioner or an employee of 

the practice. It is sufficient if a letter attached to, or enclosed with the Bill, is signed by an Australian legal 
practitioner or employee of the law practice ss 330(2) & (3) LPA. 

NB: Incorporated Legal Practices must affix the practice’s seal, or be signed by a legal practitioner 
director, an officer or employee of the law practice who is an Australian legal practitioner s 330(4) 
LPA. 

https://www.qls.com.au/Content-Collections/Guides/Guidance-for-Members-The-QLS-Professional-Standard
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☐  An interim Bill may be issued for part of the legal services the law practice was retained to provide s 333 

LPA. 

☐  If it is intended that interest will be charged on late payments: 

• check if your costs agreement provides for charging interest on unpaid legal costs s321(1)(a) LPA; or 

• wait – if the costs are unpaid 30 days or more after the law practice has given the Bill s321(1)(b) LPA 

AND  

• the Bill includes a statement that interest is chargeable on unpaid legal costs and the rate of that 
interest must be included on the Bill s 321(2) LPA. A law practice may not charge interest at a rate 
that is more than the rate prescribed under regulation s321(3) LPA see s72 LP Reg and s59(3) Civil 
Proceedings Act 2011 and see Interest Rates . 

☐  Must be accompanied by a written statement setting out the client’s rights to a cost assessment under 

LPA div 7 or setting aside the costs agreement under s 328 and the relevant time limits s 331 LPA.  

The written statement may be in the Queensland Department of Justice and Attorney-General’s ‘Form 2 –
Notification of Client’s Rights’ (Version 2 for use as and from 1 October 2025)  

NB The above does not apply if the client is a sophisticated client. 

 

https://www.qls.com.au/practising-law-in-qld/practice/managing-a-practice/interest-rates

