
1.  How many hours per day do you personally spend performing administrative tasks? 

 

2.  How much payroll do you spend per year on administrative support? 

 

3.  How much do you spend per year on insurance, retirement, taxes, holidays, vacations, 
sick time, overtime, training, equipment, and other miscellaneous expenses for you sup-
port staff? 

 

4.  How many hours a week do you actually need administrative support? 

 

5.  How many hours a week of support time are you able to bill out? 

Use this simple tool to help identify your support needs. 
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If the numbers add up to a profitable bottom line, 

congratulations!  You’re on the right track.   

 

If they don’t, it’s time for a reality check and an ur-

gent call to Thompson Paralegal Services, LLC 

where you can Outsource & Save with 100% Bill-

able Administrative and Paralegal Support.   

Thompson Paralegal Services, LLC 
1216 Elm Avenue 
Norfolk, NE 68701 
P: 888 - 4 GR8 LGL (888.447.8545) 
Email: jthompson@tpslegal.com 
Web: www.TPSLegal.com 


