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HOW TO
FREELANCE

• How much to charge

• How to find work

• How to get started

My	
  best	
  advice:	
  

•  Seek	
  full	
  6me	
  employment	
  a;er	
  gradua6on.	
  
– Steady	
  paycheck	
  
– Benefits	
  (health	
  insurance,	
  paid	
  holidays,	
  etc.)	
  
– Employer	
  withholds	
  your	
  taxes	
  
– Learn	
  the	
  ropes	
  
– Build	
  your	
  professional	
  network	
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Do	
  not	
  fear	
  freelance.	
  

More	
  than	
  a	
  third	
  of	
  U.S.	
  	
  
workers	
  are	
  now	
  freelancers.	
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Freelancing:	
  What	
  you	
  should	
  know.	
  

hMp://www.cnbc.com/2015/03/13/plan-­‐to-­‐freelance-­‐in-­‐future-­‐what-­‐you-­‐should-­‐know.html	
  	
  

Advantages	
  of	
  freelance	
  

•  Your	
  are	
  your	
  own	
  boss	
  
•  You	
  completely	
  manage	
  your	
  own	
  6me	
  
•  You	
  control	
  how,	
  where,	
  &	
  when	
  you	
  work	
  
•  You	
  can	
  choose	
  your	
  work	
  
•  You	
  can	
  turn	
  down	
  work	
  you	
  don’t	
  like	
  or	
  
want	
  

•  No	
  mee6ngs	
  
•  No	
  bureaucra6c	
  nonsense	
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Disadvantages	
  of	
  freelance	
  

•  GeVng	
  work	
  can	
  be	
  a	
  challenge	
  
•  Marke6ng	
  yourself	
  has	
  a	
  cost	
  
•  You	
  are	
  responsible	
  for	
  everything	
  
•  Manage	
  all	
  your	
  own	
  business	
  

–  Taxes	
  
–  Insurance	
  
–  Record	
  keeping	
  
–  Billing	
  &	
  collec6ons	
  

•  Your	
  development	
  is	
  your	
  own	
  responsibility	
  
•  Non-­‐billable	
  hours	
  can	
  be	
  an	
  issue	
  
•  No	
  paid	
  vaca6on,	
  holidays,	
  or	
  sick	
  6me	
  
•  Working	
  alone	
  is	
  not	
  for	
  everyone	
  	
  

How	
  to	
  start	
  freelancing	
  

•  Find	
  someone	
  willing	
  to	
  pay	
  you	
  for	
  
something	
  you	
  know	
  how	
  to	
  do.	
  

•  Agree	
  on	
  an	
  assignment	
  
– The	
  work	
  
– The	
  compensa6on	
  

•  Do	
  the	
  assignment	
  
•  Bill	
  the	
  client	
  &	
  collect	
  your	
  pay	
  
•  Pay	
  your	
  taxes	
  

SHORT	
  VERSION	
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How	
  to	
  be	
  a	
  freelance	
  

•  Establish	
  your	
  rate	
  
•  Market	
  yourself	
  
– Build	
  your	
  reputa6on	
  &	
  your	
  network	
  
– Find	
  new	
  clients	
  &	
  new	
  assignments	
  

•  Keep	
  financial	
  records	
  	
  
•  Pay	
  taxes	
  

Marke&ng	
  	
  
is	
  what	
  you	
  do	
  to	
  find	
  people	
  	
  
who	
  are	
  willing	
  to	
  pay	
  you	
  	
  
to	
  do	
  something	
  you	
  love.	
  	
  



11/1/15	
  

6	
  

What	
  prospects	
  care	
  about:	
  

1.  Your	
  competence	
  to	
  do	
  the	
  work	
  
2.  Your	
  ability	
  to	
  collaborate	
  effec6vely	
  
3.  Your	
  enthusiasm	
  for	
  the	
  work	
  

What	
  prospects	
  care	
  about:	
  

1.  Pordolio	
  
2.  Reputa6on	
  
3.  Enthusiasm	
  for	
  the	
  work	
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The	
  essen>als	
  of	
  marke>ng	
  yourself	
  

•  Know	
  what	
  you’re	
  selling.	
  
•  Know	
  who	
  you’re	
  selling	
  to.	
  
•  Speak	
  to	
  the	
  prospec6ve	
  client’s	
  
needs	
  –	
  not	
  your	
  own.	
  

•  Take	
  ini6a6ve	
  to	
  connect	
  with	
  target	
  
customers.	
  

•  Build	
  your	
  rela6onships	
  and	
  your	
  
reputa6on	
  through	
  your	
  ac6ons.	
  

Your	
  essen>al	
  marke>ng	
  tools:	
  

•  Your	
  brand	
  statement	
  
•  Business	
  card	
  
•  Résumé	
  
•  Website/Online	
  Presence	
  
•  Online	
  pordolio	
  
•  Your	
  appearance	
  and	
  conduct	
  



11/1/15	
  

8	
  

Networking	
  

•  Get	
  out	
  there	
  and	
  meet	
  people.	
  

•  Let	
  them	
  know	
  what	
  you	
  can	
  do	
  
to	
  help	
  them.	
  

Networking	
  

•  It’s	
  not	
  about	
  who	
  you	
  know,	
  
but	
  rather	
  who	
  knows	
  you	
  –	
  and	
  
what	
  they	
  know	
  about	
  you.	
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You	
  have	
  6	
  seconds	
  or	
  less	
  to	
  	
  
make	
  a	
  good	
  first	
  impression.	
  

How	
  much	
  should	
  you	
  charge?	
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Research	
  the	
  market	
  for	
  going	
  rates	
  

How	
  much	
  6me	
  to	
  you	
  have	
  and	
  	
  
how	
  much	
  do	
  you	
  need	
  to	
  earn?	
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Target	
  income:	
  $50,000	
  

Target	
  income:	
  $50,000	
  
•  Income	
  tax	
   	
   	
  $6,000	
  
•  Housing	
   	
   	
   	
  $12,000	
  
•  Transport 	
  	
   	
   	
  $4,000	
  
•  Food	
   	
   	
   	
  $5,000	
  
•  Personal	
  care	
   	
   	
  $4,000	
  
•  Health	
  care	
   	
   	
  $5,000	
  
•  Loan	
  repayment 	
  	
   	
  $4,000	
  
•  U6li6es	
   	
   	
   	
  $2,000	
  
•  Entertainment	
   	
   	
  $2,000	
  
	
   	
  	
  
	
  TOTAL 	
   	
   	
  $44,000	
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Billable	
  hours	
  

•  Poten6al	
  billable	
  6me:	
  
– 52	
  weeks	
  
– 40	
  hours	
  per	
  week	
  

Billable	
  hours	
  

•  Poten6al	
  billable	
  6me:	
  
– 52	
  weeks	
  
– 40	
  hours	
  per	
  week	
  

•  2,080	
  poten6ally	
  billable	
  hours	
  
in	
  a	
  year	
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2,080	
  hours	
  in	
  a	
  year	
  is	
  not	
  prac>cal	
  

•  Subtract	
  non-­‐billable	
  6me	
  
•  10	
  holidays	
  =	
  80	
  hours	
  
•  3	
  weeks	
  vaca6on	
  =	
  120	
  hours	
  
•  8	
  sick	
  days	
  =	
  64	
  hours	
  
•  marke6ng	
  6me:	
  50	
  weeks	
  X	
  14	
  hr.	
  =	
  700	
  hours	
  

2,080	
  hours	
  in	
  a	
  year	
  is	
  not	
  prac>cal	
  

•  Subtract	
  non-­‐billable	
  6me	
  
•  10	
  holidays	
  =	
  80	
  hours	
  
•  3	
  weeks	
  vaca6on	
  =	
  120	
  hours	
  
•  8	
  sick	
  days	
  =	
  64	
  hours	
  
•  marke6ng	
  6me:	
  50	
  weeks	
  X	
  14	
  hr.	
  =	
  700	
  hours	
  

•  Total:	
  1116	
  hours	
  of	
  billable	
  6me	
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Rate	
  es>ma>on	
  

•  Target	
  income:	
  $50,000	
  

•  1116	
  hours	
  of	
  billable	
  6me	
  	
  

•  $44.80	
  per	
  hour	
  

DIVIDED	
  BY	
  

EQUALS	
  

Factors	
  for	
  es>ma>ng	
  your	
  
price	
  for	
  a	
  project	
  

•  Your	
  calculated	
  hourly	
  rate.	
  
•  Es6ma6on	
  of	
  how	
  long	
  the	
  project	
  will	
  
take,	
  plus	
  expenses.	
  	
  

•  Knowledge	
  of	
  current	
  market	
  rates.	
  
•  Your	
  client’s	
  budget.	
  
•  The	
  value	
  of	
  your	
  project	
  to	
  the	
  client.	
  
•  Your	
  unique	
  value	
  in	
  the	
  situa6on.	
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Es>ma>ng	
  Project	
  Costs	
  

•  Iden6fy	
  in	
  as	
  much	
  detail	
  as	
  possible,	
  the	
  work	
  
to	
  be	
  done.	
  

•  Iden6fy	
  the	
  steps	
  you	
  will	
  go	
  through	
  to	
  
produce	
  the	
  work.	
  
– Checklists	
  are	
  helpful.	
  

•  Apply	
  your	
  calculated	
  rate	
  to	
  your	
  labor.	
  
•  Add	
  outside	
  costs	
  plus	
  markup.	
  (25%	
  is	
  fair)	
  
–  In	
  some	
  cases,	
  you	
  may	
  arrange	
  for	
  the	
  client	
  to	
  
pay	
  outside	
  costs	
  directly.	
  

Es>ma>ng	
  Project	
  Costs	
  

•  A;er	
  the	
  project	
  is	
  complete,	
  check	
  the	
  
accuracy	
  of	
  your	
  es6mate	
  and	
  adjust	
  your	
  
method	
  for	
  future	
  es6mates.	
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Price	
  is	
  not	
  value.	
  

Someone	
  can	
  always	
  charge	
  less.	
  

Closing	
  the	
  deal	
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Prac6ce	
  safe	
  business.	
  
Use	
  a	
  contract.	
  

Defini>on	
  of	
  a	
  contract	
  	
  
(BusinessDic6onary.com)	
  

	
  
•  A	
  voluntary,	
  deliberate,	
  and	
  legally	
  
binding	
  agreement	
  between	
  two	
  or	
  
more	
  competent	
  par6es.	
  	
  

•  Contracts	
  are	
  usually	
  wriMen	
  but	
  may	
  be	
  
spoken	
  or	
  implied.	
  

•  A	
  contractual	
  rela6onship	
  is	
  evidenced	
  by	
  	
  
1)  an	
  offer	
  	
  
2)  acceptance	
  of	
  the	
  offer	
  
3)  valid	
  (legal	
  and	
  valuable)	
  considera6on	
  



11/1/15	
  

18	
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Anatomy	
  of	
  a	
  contract	
  for	
  services	
  
•  Names	
  of	
  the	
  two	
  par6es	
  (plus	
  shortened	
  names)	
  
•  Agreement	
  number	
  
•  Date	
  of	
  the	
  agreement	
  
•  Purpose	
  of	
  the	
  agreement	
  
•  Descrip6on	
  of	
  services	
  
•  Responsibili6es	
  of	
  each	
  party	
  
•  Payment	
  for	
  services	
  (including	
  6ming	
  of	
  payment)	
  
•  Confiden6ality	
  of	
  pricing	
  and	
  client	
  trade	
  secrets	
  
•  Consequences	
  of	
  not	
  mee6ng	
  responsibili6es	
  
•  Con6ngencies	
  based	
  on	
  unknowns	
  and	
  variables	
  
•  Term	
  of	
  the	
  agreement	
  
•  Indemnifica6on	
  
•  Amendments	
  
•  Governing	
  law	
  
•  Signatures	
  of	
  both	
  par6es	
  

Anatomy	
  of	
  a	
  contract	
  for	
  services	
  

•  Addi6ons:	
  
– The	
  name	
  of	
  the	
  client	
  representa6ve	
  who	
  has	
  
authority	
  for	
  approvals.	
  	
  

– Requirements	
  for	
  6mely	
  approvals	
  and	
  access	
  to	
  
the	
  authorized	
  client	
  representa6ve	
  .	
  

•  Op6onal:	
  
– Limita6ons	
  on	
  how	
  the	
  client	
  can	
  use	
  your	
  work.	
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Contract	
  samples	
  &	
  templates	
  

•  Trade	
  associa6ons	
  
•  AIGA.org	
  
•  RocketLawyer.com	
  
•  LawDepot.com	
  

Minding	
  your	
  business.	
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Business	
  management	
  

•  Determine	
  the	
  legal	
  form	
  of	
  the	
  business.	
  
•  Set	
  up	
  separate	
  accounts	
  for	
  your	
  business.	
  
– Bank	
  account	
  
– Credit	
  card	
  

•  Keep	
  good	
  financial	
  records.	
  
•  Pay	
  quarterly	
  es6mated	
  income	
  tax	
  and	
  self	
  –
employment	
  tax.	
  

Taxes	
  

•  Income	
  tax:	
  roughly	
  12%	
  of	
  
income	
  

•  Self-­‐employment	
  tax	
  	
  
•  15.3	
  %	
  on	
  first	
  $110,100	
  
•  Covers	
  Social	
  Security	
  +	
  Medicare	
  

•  PAY	
  QUARTERLY	
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KEEP	
  GOING!	
  

•  Build	
  your	
  reputa6on	
  and	
  business	
  
rela6onships.	
  

•  Build	
  your	
  skills.	
  
•  Build	
  your	
  pordolio.	
  
•  Never	
  stop	
  marke6ng	
  your	
  services.	
  

Today’s	
  notes	
  


