
Flat Fee Invoice - if timekeeper is required 
 
If your client requires a timekeeper for fees.  This could mean that a special timekeeper needs 
to be created, separate from a regular timekeeper with an approved rate. 
 
Timekeeper for flat fees - Example:  
For first name: Fixed 
Last Name: Fee 
Email address: fftk@yourcompany.com 
Display code FFTK 
Timekeeper id FFTK 
  
 
Screen shot: Fixed Fee Timekeeper 

  

 
 
 
Invoice for flat fees – Example: 
 
Invoice: Header (see “How to Create a Manual Invoice” for tips) 
 
Invoice Line Items: 
Choose the Matter, Date 
Item Type: Fee 
TK: flat fee timekeeper 
Fee: choose a task/fee code for the services performed (could be a special code) 
Rate: the amount of the flat fee 
Hours: 1 
Line Item Total: the amount of the flat fee 
 



 
 
Invoice: Taxes and Discounts (see “How to Create a Manual Invoice” for tips) 
 
Invoice: Attachments (see “How to Create a Manual Invoice” for tips) 
 
Invoice: Preview 
 

 
 


