You can download and customize for your office the fee estimate spreadsheet I use and recommend. Please check your numbers before sending out an estimate. The fee estimate example is for a trial matter. Of course, you will need to change the spreadsheet to reflect your project. 

Comments on using Microsoft Excel: A spreadsheet can do the adding and multiplying by using formulas. The fee estimate spreadsheet example uses simple formulas. You can change the number of hours or the hourly rate, and the numbers will be correctly calculated.

To see the formula in a cell, double-click on the cell. This will let you see what cells are being added up, and what rate is used to multiply. For example, cell B6 has the formula “=SUM(B4:B5)”. This formula adds the numbers from cell B4 to cell B5. The example shows the number “24”.

Then, the next cell below, cell B7, has the formula “=B6*400”. This formula multiplies the number of hours taken from cell B6, by the rate of $400 per hour, giving the dollar amount $9,600.

Because your rates and estimates of hours will vary, you must check the formula cells before sending the estimate to your client. I recommend that you print out the pdf and check your numbers before you send the estimate out of your office. You should print the estimate to a pdf file and email the pdf file, not the .xls file. 

Below is an example of the text for a cover letter. Your cover letter will be a business record of your sending the fee estimate.

…………………

[Date]

Re: [Set out the particular engagement that determines the fee estimate]

Dear _________ :

I always reduce fee estimates to writing. Enclosed is an estimate of the legal fees you will incur from my office for this matter. It is an estimate only, and the actual fee will vary depending on the time and costs actually incurred. The estimate is based on the assumption set out, including that the time spent will be about the number of hours set out in the estimate. If more hours are required the fee will increase. As you can see, the fees increase as the case continues and will be substantially higher if we go to trial.

This estimate can be revised as we proceed and further develop the case.

Please let me know if you have any questions.

Yours truly,

