SAMPLE CHART OF ACCOUNTS

FOR

LAW FIRMS

BALANCE SHEET

Assets







Petty Cash

Cash in Bank - Operating Account




Cash in Bank - Payroll Account





Cash in Bank - Client Advance Costs Account

Trust Account - Client Trust Account

Money Market Account - Excess Funds Account

*Client Advance Costs Receivable

Deposits - lease, utilities, etc.

Prepaid Expenses

Office Furniture & Fixtures

Office Furniture & Fixtures- Accumulated Depreciation

Office Equipment

Office Equipment - Accumulated Depreciation

Computers and Software

Computers and Software - Accumulated Depreciation

Leasehold Improvements

Leasehold Improvements - Accumulated Depreciation

Library

Library - Accumulated Depreciation


Liabilities

Payroll Taxes Payable


FICA - Withheld


FIT - Withheld


FICA - Accrued


FUTA - Accrued


SUTA - Accrued

Equipment Contracts Payable

Bank Loans Payable

401 K Accrued & Withheld

Flexible Spending Account

Client Advance Deposits - Fees

Client Advance Deposits - Costs

Other Liabilities


Capital

Attorney 1 Capital

Attorney 1 Draw 

Income Year To Date

INCOME/EXPENSE STATEMENT


INCOME

FEES RECEIVED  (Fees may be broken down by practice area, case type or attorney, 

depending on the firm’s needs.)


Personal Injury



Automobile Accidents



Medical Malpractice



Products Liability



Other


Domestic Relations


Criminal


Business


Probate


Other

TOTAL FEES RECEIVED

OTHER INCOME

Client Soft Costs Reimbursed

Interest Income

Other Income

TOTAL OTHER INCOME

TOTAL INCOME

EXPENSES
COMPENSATION


Lawyer Compensation



Associates



Of Counsel



Contract Associates


Non-Lawyer Legal Staff Compensation



Clerks/Summer Associates



Paralegals



Legal Secretaries


Other Administrative Support Staff



Administrator (or Office Manager)



Administrative Assistant



Accounting/Billing



Receptionist



Reproduction



Mail and Messenger



Other Office Staff

TOTAL COMPENSATION
OTHER EMPLOYEE COSTS


Payroll Taxes


Health & Dental Insurance


Disability Insurance


401 K Contribution


Overtime


Bonuses


Parking


Other

TOTAL OTHER EMPLOYEE COSTS

OCCUPANCY EXPENSE

Rent Expense


Less:  Sublease Income


Utilities

TOTAL OCCUPANCY EXPENSE

OFFICE OPERATING EXPENSE


Communication Expense



Telephone Expense



Voice Mail Expense



Postage Expense



Car Phones



Messenger Service



Fed Ex/UPS



Attorney Service



Internet Access Expense



Other


Furniture & Equipment Rental/Lease



Office Furniture



Copier Expense



Computer Equipment



Facsimile Equipment



Other Equipment


Maintenance & Repair of Furn & Equip



Office Furniture



Copier Equipment



Computer Equipment



Facsimile Equipment



Other Equipment


Administrative Expenses



Agency Fees



Temporary Help



Administrative Travel & Meals



Administrative Education



Office Entertainment Expense



Gifts and Flowers



Kitchen and Coffee Expense


Miscellaneous Office Expense



Office Supplies



Computer Supplies



Stationery & Printing



Parking Validations



Records Storage



Bank Charges



Other

TOTAL OFFICE OPERATING EXPENSE

OTHER OPERATING EXPENSES


Insurance



Professional Liability



General Business & Liability



Key-Man Insurance



Worker’s Comp Insurance



Other


Taxes & Licenses



Professional Services



Other

TOTAL OTHER OPERATING EXPENSES

PROFESSIONAL EXPENSES


Professional Activities



Association Dues



Firm Meetings



CLE Tuition & Fees



CLE Travel & Meals



Mileage & Parking


Total Professional Activities


Practice Development



P.D. Travel Expense



P.D. Meals and Entertainment



Advertising




T.V.




Print




Yellow Pages




Other



Total Advertising



Other


Total Practice Development


Professional Recruiting



Advertising



Recruiting Travel Expense

Recruiting Meals & Entertainment



Agency Fees


Total Professional Recruiting


Library & Reference Materials



Professional Publications



Books (expensed in year purchased)



Subscriptions/Supplements



Lexis/Westlaw



Library Service



Other


Total Library & Reference Materials

TOTAL PROFESSIONAL EXPENSE

NON-OPERATING EXPENSE


Interest Expense


Charitable Contributions


*Client Advance Costs Written Off


Other

TOTAL NON-OPERATING EXPENSE

DEPRECIATION


Office Furniture & Fixtures


Office Equipment


Computers and Software


Leasehold Improvements


Library

TOTAL DEPRECIATION

TOTAL EXPENSES

NET PROFIT

*This chart of accounts treats client advance costs as a loan (an asset) and the non-reimbursement of those costs as an expense or write off.

TNBAR Management Services

Sample Chart of Accounts/P&L Format


