
BillBlast Power Hour Incentive Program
The BillBlast Power Hour Incentive Program is back and will take place once per month through Q4. The program will officially kick off on [insert day and date].  For those of you unfamiliar with the program, details are below. 
The goal is to make this task more engaging and collaborative and to further recognize the team’s efforts to resolve items promptly.
Program objectives:
· Significantly reduce the number of e-billed invoices requiring follow-up.
· Significantly reduce the dollar value of invoices requiring follow-up.

The BillBlast Power Hour will occur on the following Thursdays this year: 
· February [xx]
· March [xx]
· April [xx]
· May [xx]
· June [xx] 
· July [xx]
· August [xx]
· September  [xx]

Based on progress, we will determine whether to schedule Power Hour sessions more frequently in Q4.
Each month, you will receive an emailed report listing all BillBlast invoices requiring follow-up, including:
· A firmwide summary showing department progress.
· Your assigned invoices requiring follow-up.

From [X:XX–X:XX] am/pm, we will hold the “BillBlast Power Hour.”  Our ebilling specialists will be available throughout the hour to assist as needed.
A calendar invitation will be sent to hold these dates and times.
During the Power Hour, please focus on resolving BillBlast follow-up items for your assigned attorneys. If you do not have BillBlast items requiring follow-up, please use the time to address e-billed invoices with deductions that require an appeal or write-off by your assigned attorneys.
Many BillBlast rejections occur because a Matter ID is missing. Matter IDs are required for successful e-bill submission. If you need a refresher, use the steps below:
•  Log in to the e-billing vendor website and search for Matter ID.
· If not found, ask the attorney and/or their legal assistant whether they have the Matter ID.
0. If they do not have it, request a Matter contact so you can obtain the Matter ID.
0. If no Matter contact is available, proceed to the next step.

· Locate an e-billing contact on the vendor site. If chat support is available, message Support to request the appropriate client contact for matter opening.			

· If you cannot find a contact, review the client’s outside counsel guidelines for an email address to request the Matter ID.

[bookmark: OLE_LINK1]Please document your efforts in the Notes / Add Note section in BillBlast, including the steps taken to address each rejection.
Please return your list by 12:00 Noon the following Tuesday, which allows you to continue working on submission issues until then. 
Each month, the team will be given a target to resolve x number of BillBlast invoices.  If the team meets the goal, each participant will receive a reward. The target may vary based on volume.
Rewards will include a $xx.xx merchant gift card of your choice (Amazon, Target, Starbucks, etc.).
Results from the prior week will be shared during the Wednesday billing team meeting.
Some issues require billing attorney involvement.  If an attorney is unavailable or unresponsive, email your manager or supervisor 
Thank you for your continued efforts.
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