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Supervised Practice Portfolio Examination (SPPE)
FAQ for Provisional Licensees and Supervising Attorneys:
Hours and Timesheets

In addition to submitting the required portfolio components, Provisional Licensees must
log at least 675 hours in the SPPE program. This FAQ answers common questions about

that requirement and the timesheets that Provisional Licensees will use to record those

hours.

May a Provisional Licensee begin counting hours before they receive their Provisional
License?

Yes. Provisional Licensees may begin counting hours towards the SPPE as soon as they
submit their application for the program. SPPE Rule 3.5(D). Note, however, that a
Provisional Licensee’s activities may be limited during this waiting period. Unless the
Provisional Licensee holds an active Certified Student License, they may not engage in any
activities that constitute the practice of law. They may only engage in work that unlicensed
law school graduates perform.

If a Provisional Licensee began work for a Supervising Attorney before they applied to
the SPPE, may they count any of those hours?

No. Only hours worked after the Provisional Licensee submitted their application will count
towards the SPPE. The submission of the Provisional Licensee’s application marks the time
when Provisional Licensees may begin counting hours.

Is there any limit on the number of hours that a Provisional Licensee may log each
week?

Yes. Provisional licensees may count only 40 hours of legal work each week, and they may
not carry forward excess hours to subsequent weeks. SPPE Rule 6.12(A).

What is legal work?

Legal work is “work that is commonly performed by licensed attorneys in Oregon.” Legal
work may also “include activities that are also performed by unlicensed individuals, as long
as newly licensed attorneys working for the Employer regularly incorporate those activities
in their work.” SPPE Rule 1.2(K). While waiting to receive their Provisional Licenses,
applicants may engage in the types of legal work that unlicensed law graduates perform.

Are Provisional Licensees allowed to count any hours apart from legal work?

Yes, Provisional Licensees may also count (a) time devoted to SPPE program activities, and
(b) time spent in any training or educational activities required by their Employer, to the
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extent those activities are not already counted as legal work. SPPE Rule 6.12(B)-(C). These
hours are not subject to the 40-hour weekly cap.

How do program activities differ from legal work?

Most of the work that Provisional Licensees perform will be legal work, i.e., work assigned
to them by their Supervising Attorney. “Program activities” are limited to work required by
the program that a Provisional Licensee would not otherwise perform. If, for example, a
Provisional Licensee drafts a memo for their Supervising Attorney, that is legal work subject
to the 40-hour cap. The additional time that a Provisional Licensee spends redacting the
memo for submission, preparing the cover sheet for that submission, and reviewing any
feedback received from BBX graders counts as “program activities.”

Time devoted to preparing a learning plan; studying for and taking the MPRE (or preparing
journal entries related to professional responsibility and professionalism); engaging in up
to 10 hours of activities related to diversity, equity, inclusion, or access to justice; watching
the MCLE programs required by SPPE Rule 6.9; preparing SPPE timesheets; or submitting
portfolio materials also counts as time spent on “program activities.”

How often should Provisional Licensees submit timesheets to the Admissions
Department?

SPPE Rule 6.10 requires Provisional Licensees to record their hours weekly, and they
should submit those records on a weekly basis. The Admissions Department will
understand if a Provisional Licensee is occasionally late with a timesheet, but they may not
accept timesheets that are submitted weeks after the recorded time. To ensure they
receive credit for all recorded time, Provisional Licensees should develop the habit of
submitting timesheets weekly.

The Admissions Department will provide instructions for submitting timesheets to program
applicants. Until those instructions are available, Provisional Licensees should record their
time and save their timesheets.

Is there a template for SPPE timesheets?

Yes. For convenience, the template has been posted on both the Supervising Attorney and
Applicant/Provisional Licensee pages of the SPPE website. You should use this template
for all SPPE timesheets.

How do SPPE timesheets differ from timekeeping required by an employer?

Employers vary in timekeeping requirements. When completing SPPE timesheets,
Provisional Licensees should follow the SPPE requirements rather than any rules
established by their employer. ** Most importantly, Provisional Licensees should not
name any matters, clients, or other individuals on SPPE timesheets. If a Provisional
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Licensee keeps timekeeping records for their employer, they should be sure to eliminate
that identifying information when transferring hours to the SPPE timesheet.

What role do Supervising Attorneys play with respect to timesheets?

Supervising Attorneys must sign each weekly timesheet, confirming that to the best of their
knowledge, the Provisional Licensee completed the hours logged on the timesheet. When
doing that, Supervising Attorneys should check to be sure that the Provisional Licensee has
not inadvertently revealed client names or other identifying information. Supervising
Attorneys may sign timesheets digitally by following the instructions on the template.

Do Provisional Licensees have to record start and finish times for each task?

No. They only need to record the total time devoted to the task, rounding to the quarter
hour.

How detailed should timesheet entries be?

Entries should be detailed enough to give the Admissions Department a sense of the work
that the Provisional Licensee is doing, but they do not have to be as detailed as billing
records for private clients. Provisional Licensees may group together related tasks on the
timesheet. If a Provisional Licensee devotes 3 hours to client intake, for example, they can
make a single entry for those 3 hours. There’s no need to break out the interviews with
different clients. Similarly, a Provisional Licensee may record the total time spent drafting a
motion or reviewing a contract without breaking the time into discrete segments such as
research, writing, and proofreading.

If the Admissions Department staff believe that a Provisional Licensee should provide more
detail in their timesheets, they will notify the Provisional Licensee.
Is it okay to use abbreviations for timesheet entries?

Yes, but Provisional Licensees should note those abbreviations in the box at the bottom of
the timesheet. They can download the template from the SPPE website, customize it with
abbreviations appropriate to their practice area, and then use the customized template to
record their work.

For more information, watch the training video on “Hours and Timesheets.”



