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APPENDIX C – AFA & SHADOW BILLING IN COUNSELLINK 
 
Liberty Mutual requires all law firms that participate in the Alternative Fee Arrangement (AFA) program 
submit their hourly “shadow billing” into CounselLink. We are asking firms to submit in CounselLink the 
hourly lines which underlie their flat fee work. 
 
Please note: Previously, on matters in the AFA, firms were asked to submit their flat fee lines using 
UTBMS code P100. Firms will no longer be required to use the P100 code for flat fee billing. CounselLink 
will automatically pre-fill the line-item description as a Flat Fee with no UTBMS code.  
 
When submitting individual shadow billing items, firms must submit the units, and not rates, on the line-
item detail. Firms are to submit their hourly shadow billing in CounselLink on a quarterly basis (any 
exceptions to this timing must be approved by the Outside Counsel Manager). If the quarterly interval 
falls at the same time the firm is submitting its flat fee bill, the firm should include the hourly time for 
fees on the same invoice as the flat fee line-item. We understand, however, using the same invoice may 
not be possible for some firms due to a restriction in the firm’s time and billing system. Expenses can 
continue to be billed either with the flat fee line-items or quarterly in the invoice for hourly shadow billing.  
 
“Shadow Billing” in CounselLink  
In CounselLink, “Shadow Billing” is handled through the “Stages” defined for each Fee Structure that is 
assigned to each matter. For the AFA & Shadow Billing Fee Structures, there are two stages as follows:  
 

1. The first stage is always for “Detailed Hourly” for shadow billing with hourly rates for each 
timekeeper level zeroed out.  

2. The second stage is always the “Flat Rate.”  
 

For Liberty Mutual, the CounselLink Fee Structure ID for AFA Shadow Billing is “4452.” In the example 
below, we will use the “ABC Automotive Parts V ALMS Test” matter with the AFA & Shadow Billing fee 
structures. To view the fee structures for matter, follow the steps listed below:  
 

1. Go to the “Matter Overview” page for this specific matter as shown below.  
 

 
2. Clicking the “Fees” link to display the “Fee and Rate List” page  
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a. Notice the two stages of rates under the “Fee Description” section.  
b. “Detailed Hourly” is the zero hourly rate amounts by timekeeper level for the first stage [S1] 

which will be used for the actual “shadow billing.”  
c. “Flat Rate” is the flat rate amount for the second stage [S2].  

    
Submitting Charges against an AFA  
 

1. Using Your Firm’s Billing System  
 

a. All Line-Item Descriptions for AFA installments and Shadow Billing must include a prefix for 
the appropriate stage from your billing system or within the LEDES file as outlined below. 
Failure to add the prefix before the invoice is uploaded will result in the invoice being rejected. 
Please note, manual correction after the invoice is uploaded will result in inaccurate billing.  

 
(1) Use prefix “[S1]” (entered as open bracket, letter ‘S’, number ‘1’, and close bracket) for 

the zero hourly shadow billing portion of your invoice. Be sure the hourly rate is set to 
zero for the “[S1]” stage. If one of the hourly lines contains a rate amount, the invoice 
will be rejected.  

(2) Use prefix “[S2]” (entered as open bracket, letter ‘S’, number ‘2’, and close bracket) for 
flat fee portion of your invoice.  
 

b. Using the above matter example (“ABC Automotive Parts V. ALMS Test…”), the detail invoice 
line-item descriptions can be entered as shown below in your firm’s billing system: (Note the 
prefixes highlighted below referencing the “Stage” in the matter’s “Fee and Rate List” in 
CounselLink.)  
 

Date  TKID  Description  Unit  Amount  

  

[ S 1]   

[ S 2 ]   
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04/03/17  AA   [S1]  Fact Investigation / 
Development  

3.3  0.00  
 

04/03/17  AA   [S1]  Analysis/Strategy  2.4  0.00  
 

04/10/17  AA   [S2]  Flat Fee matter charge  1.0  4,000.00  
 

          
  




