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NP CONNECT  |  MARKETING TOOLKIT
Project Scope Template
& Freelancer Playbook
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Organize project details and create an easy process for working with internal teams and external partners. Find the right freelancer, know what to pay, say exactly what you need, and keep the project on track from the first email to the final file.
Here's a secret from someone who has hired a LOT of freelancers: when a project goes sideways, it's usually not the freelancer. It's the brief. "Make me a logo. Something cool. Kinda like Nike, but not." isn't a scope... it's a hostage situation. This playbook gives you the scope, the vetting checklist, the pricing ranges, the emails and the AI prompts so you get the work you pictured, on time and on budget.
Pick your path
	The Quick Job
Small project. Someone you've used before.
1.  Fill out the One-Page Quick Brief at the very back.
2.  Send it with the Kickoff email (Step 5).
3.  Run the Wrap-up checklist when it's done (Step 7).
	The Real Project
Bigger budget, new freelancer or a team.
1.  Get clear internally first (Step 1).
2.  Find, vet and price your freelancer (Steps 2 and 3).
3.  Fill out the full Project Scope (Step 4) and use the emails (Step 5).
4.  Manage it with Steps 6 and 7. Let AI do the boring parts (Step 8).



	HOW TO READ THIS TEMPLATE
[Text in green brackets] = fill this in.
Gray italic text = examples from a made-up project. Read it, steal the format, then delete it.



	PICKLE POINT
"If you don't guide them, they'll do what's easiest. A bad brief costs more than a bad freelancer."
Nick Packard



NP CONNECT  |  WHY IT MATTERS
Freelancers are a big deal now
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You're not "outsourcing" anymore. You're building a team without the payroll. Here's what that team looks like today.
	1 in 4
U.S. skilled knowledge workers now freelance or work independently. That's more than 20 million people.
Upwork Research Institute, Future Workforce Index, April 2025
	54%
of freelancers report advanced AI skills, compared with 38% of full-time employees.
Upwork Research Institute, April 2025
	$2,000
The new 1099-NEC threshold for what you pay a contractor in 2026 (it was $600). Paperwork changed. Plan for it.
IRS, One Big Beautiful Bill Act changes



	WHAT THIS MEANS (IN PLAIN ENGLISH)
The talent is out there. Designers, writers, developers, video editors, ads pros... for a project or for a few hours a month.
Many of them are ahead of you on AI. Ask how they use it. It can save you money, and you'll want to know what you're paying for.
The quality of the work depends on the quality of your direction. That's what the rest of this playbook fixes.



Before, during and after: the whole process on one page
	Stage
	What you do
	Where it is

	Before
	Get clear on what you need, decide who should do it, find and vet people, agree on price, write the scope, sign the paperwork.
	Steps 1 to 4

	Kickoff
	Send the scope, hold a 30 minute kickoff, share files and access, set the check-in rhythm.
	Steps 4 to 6

	During
	Weekly updates, clear feedback, handle scope changes in writing, deal with problems early.
	Steps 5 and 6

	After
	Collect every file, lock down access, pay, leave a review, debrief, add them to your bench.
	Step 7


NP CONNECT  |  STEP 1
Get clear before you hire anyone
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Most freelancer problems start before the freelancer shows up. If you and your team can't agree on what "done" looks like, nobody you hire will either.
Freelancer, agency, in-house or AI?
	Option
	Best for
	Watch out for
	How you'll pay

	Freelancer
	One clear skill, a defined project, flexible help when you need it.
	You're the project manager. One person means one point of failure (vacations, illness, ghosting).
	Hourly, per project or a small monthly retainer

	Agency
	Several skills at once, ongoing campaigns, strategy plus execution.
	Higher rates. A senior person sells it, a junior person might do it. Ask who's on your account.
	Monthly retainer or larger project fees

	In-house hire
	Daily, ongoing work (30+ hours a week) that needs to know your business inside out.
	Salary, benefits, payroll taxes, training, management time.
	Salary plus 20% to 30% for benefits and taxes (rule of thumb)

	You + AI tools
	First drafts, simple graphics, internal docs, brainstorming.
	Generic, off-brand results. Your time isn't free. Some things still need a pro.
	Monthly subscriptions



Answer these before you talk to anyone
	What problem are we solving?
	[The business problem, not the deliverable]
Example: Our website looks dated and nobody books appointments from it.

	What does "done" look like?
	[Specific and measurable]
Example: New homepage and 5 service pages, live, with online booking that works on phones.

	Budget range
	[$ to $]
Example: $4,000 to $6,000

	Hard deadline (and why)
	[Date + reason]
Example: Live by March 1 for our spring promo.

	Who approves the work?
	[ONE name]
Example: Dr. Kim (owner)

	Day-to-day contact
	[Name]
Example: Jess, office manager

	What we'll provide
	[Content, photos, logins, brand files]
Example: Logo files, photos, current copy, website login.

	What happens after it's done?
	[Who maintains it, updates it, pays for it]
Example: Jess updates hours and promos. Freelancer on call at an hourly rate.



Who does what on your side
Even a team of two needs this. Write names, not departments.
	Role
	What they do
	Name

	Project owner
	Makes sure it happens. Owns budget and timeline.
	[Name]

	Final approver
	The ONE person who says yes. Not a committee.
	[Name]

	Point of contact
	Answers the freelancer's questions within 1 business day.
	[Name]

	Content provider
	Gets copy, photos and info to the freelancer on time.
	[Name]

	Access and tech
	Grants logins (through a password manager) and removes them after.
	[Name]

	Finance
	Collects the W-9, pays invoices on time, tracks totals for tax time.
	[Name]



	ONE APPROVER. ONE.
Feedback from five people with five opinions is how a 2 week project turns into a 2 month project (and a bigger invoice). Collect everyone's input internally, then ONE person sends ONE list of feedback.



NP CONNECT  |  STEP 2
Find and vet the right freelancer
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Good freelancers are busy, and great ones are booked. Start looking 2 to 4 weeks before you need someone, and vet them like you'd vet an employee... because for this project, they are one.
Where to find them
	Where
	Best for
	Tips

	Referrals
	Everything
	The best source, period. Ask "Who have you hired twice?" not "Do you know a designer?"

	LinkedIn
	Marketing, writing, consulting, strategy
	Check recommendations, recent posts and how they talk about clients.

	Marketplaces (Upwork, Fiverr, Contra)
	Defined projects, smaller jobs, testing someone new
	Built-in payment protection and reviews. Keep the work and the payments on the platform.

	Portfolio sites (Behance, Dribbble)
	Design, illustration, branding
	Look for work in your industry or style, not just pretty pictures.

	Local groups, chambers, colleges
	Photo, video, events, on-site work, interns
	Great when they need to show up in person.

	Industry communities
	Niche specialists (dental marketing, B2B SaaS writers)
	Slack groups, Facebook groups and associations. Specialists cost more and need less hand holding.


The vetting scorecard
Score your top 2 or 3 candidates from 1 (nope) to 5 (yes please). Anything under 35 out of 50 is a pass.
	What to check
	What good looks like
	Red flags
	A
	B

	Relevant work
	Samples similar to your project, industry or style.
	Only one style. Nothing like what you need.
	
	

	Results
	Can tell you what the work achieved, not just how it looked.
	"Clients loved it!" and nothing else.
	
	

	Reviews and references
	Recent reviews, references who call you back.
	No references. All reviews from years ago.
	
	

	Communication
	Clear, quick, asks good questions about YOUR goals.
	Slow replies before you've even paid. Copy and paste answers.
	
	

	Process
	Explains steps, timeline, revisions and handoff.
	"I just start and we'll see."
	
	

	Pricing clarity
	Written quote that says what's included and what's not.
	Vague estimate. Won't put it in writing.
	
	

	Availability
	Realistic start date and hours per week for you.
	Says yes to everything, instantly.
	
	

	AI transparency
	Tells you how they use AI and how they check it.
	Dodges the question. Work reads like a robot wrote it.
	
	

	Business basics
	Contract, invoices, W-9, maybe insurance.
	Wants cash, gift cards or payment off the platform.
	
	

	Fit
	Gets your brand, your humor and your customers.
	You feel like you're bothering them.
	
	

	TOTAL (out of 50)
	
	
	
	



Interview questions that actually tell you something
1. Walk me through a project like this one. What was the goal, what did you do and what happened?
1. What questions do you have about our business before you can quote this? (Good freelancers have a lot.)
1. What's your process from kickoff to final files? Where do projects usually get stuck?
1. How many revision rounds are included, and what counts as a revision?
1. How do you like to get feedback? How fast do you need it to stay on schedule?
1. What tools do you use, and do you use AI? For what, and how do you check it?
1. What do you need from us to do your best work?
1. What's included in your price, and what would cost extra?
1. Who owns the final files, and will we get the editable source files?
1. Tell me about a project that went wrong. What did you do about it?

Check references (yes, really)
1. What did they do for you, and would you hire them again?
1. Did they hit deadlines and stay on budget?
1. How were they when things changed or went wrong?
1. Was there anything you had to manage more than you expected?
1. On a scale of 1 to 10, how likely are you to recommend them? (Anything under 8, ask why.)

Start with a paid test
Before you hand over a $10,000 website, pay for a small, real piece: one blog post, one social graphic, one landing page section, one hour of ads review. You'll learn more in one paid test than in three interviews. And never ask for free "spec" work. Good freelancers won't do it, and the ones who will are telling you something.
	SCAM AND RED FLAG ALERT
Wants to move off the platform or be paid in gift cards, crypto or wire transfers to someone else's name.
Portfolio that isn't theirs. Run a reverse image search on a few samples (Google Lens works).
Price way too good to be true for the scope. Somebody is cutting a corner, and it might be you.
Asks for your passwords before there's a contract. Give access through a password manager or user accounts, never by email or text.
Pressure to decide today. Real pros are fine with you taking a day.



NP CONNECT  |  STEP 3
Pricing: what should this cost?
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"How much is a website?" is like "How much is a house?" It depends. Here's how freelancers price, what's normal, and how to protect your budget.
How freelancers charge
	Model
	How it works
	Best for
	Watch out for

	Hourly
	You pay for time worked.
	Fuzzy or changing scope, ongoing help, small tasks.
	No ceiling. Add a "not to exceed" cap and ask for time reports.

	Flat project fee
	One price for a defined result.
	Clear scope: a logo, a website, a video.
	Scope creep. Anything not in the scope becomes a change order.

	Monthly retainer
	Set fee for set work or hours each month.
	Social media, SEO, ads, ongoing content.
	Unused hours that don't roll over. Know what you get each month.

	Per deliverable / per word
	Price per post, page, video or word.
	Content, blogs, social graphics.
	Paying for length instead of quality.

	Day rate
	A fixed price for a full or half day.
	Photo and video shoots, workshops, on-site work.
	Travel, editing and gear may be extra.

	Value based
	Price tied to the business value of the result.
	Strategy, high stakes launches, experts.
	Make sure the value (and how it's measured) is in writing.


Hourly rate ranges by role
Two columns because there are two very different markets. Global marketplaces include freelancers everywhere, at every level. Experienced U.S.-based pros cost more and usually need less hand holding.
	Role
	Global marketplace (per hour)
	Experienced U.S.-based (per hour)
	Often priced as

	Graphic designer
	$15 to $35
	$50 to $125
	Per project

	Logo designer
	$15 to $30
	$50 to $150
	Per project

	Web designer
	$15 to $30
	$60 to $150
	Per project

	WordPress developer
	$15 to $28
	$60 to $150
	Per project or hourly

	Copywriter
	$19 to $45
	$50 to $150
	Per project

	Content / blog writer
	$15 to $40
	$40 to $100
	Per word or per post

	Editor / proofreader
	$15 to $40
	$35 to $75
	Hourly or per word

	Social media manager
	$14 to $35
	$35 to $85
	Monthly retainer

	SEO specialist
	$15 to $35
	$75 to $150
	Monthly retainer or project

	Google / Meta ads
	$15 to $40
	$60 to $150
	Monthly fee or % of ad spend

	Email marketing
	$15 to $40
	$50 to $125
	Project or retainer

	Video editor
	$10 to $60
	$40 to $100
	Per video or day rate

	Photographer
	$25 to $45
	$75 to $250
	Half day or day rate

	Virtual assistant
	$10 to $20
	$25 to $50
	Hourly or monthly block of hours

	Bookkeeper
	$11 to $25
	$35 to $75
	Monthly

	Marketing strategist / consultant
	$20 to $60
	$100 to $250
	Project or retainer


Global marketplace = Upwork's published rate ranges (May 2026). Experienced U.S.-based = NP Connect ballpark from 2026 rate guides. Your city, industry and deadline will move these. Always get 2 or 3 quotes.
Project cost ballparks
Rough ranges for common small business projects. These are ballparks, not quotes. Use them to sanity check a proposal, not to beat someone up on price.
	Project
	Budget / marketplace
	Experienced freelancer
	What moves the price

	Logo
	$100 to $500
	$500 to $2,500
	Research, number of concepts, file package

	Brand identity (logo, colors, fonts, guide)
	$500 to $1,500
	$2,500 to $10,000
	Strategy depth, number of assets

	Landing page
	$300 to $1,000
	$1,000 to $3,500
	Copy included, forms, integrations

	Small business website (5 to 10 pages)
	$1,000 to $3,000
	$4,000 to $15,000
	Custom design, copywriting, ecommerce, SEO setup

	Blog post (1,000 to 1,500 words)
	$50 to $150
	$200 to $750
	Research, expertise, interviews, SEO

	Social media management (per month)
	$300 to $800
	$1,000 to $3,500
	Platforms, posts per week, replies, ads

	Short promo video (60 to 90 seconds)
	$300 to $1,500
	$2,000 to $8,000
	Shoot days, scripting, animation, music

	Photo shoot (headshots or products)
	$200 to $500
	$500 to $2,000
	Location, number of images, editing

	Email newsletter setup + template
	$200 to $500
	$750 to $2,500
	Automations, design, list migration

	SEO audit
	$150 to $500
	$1,000 to $3,500
	Site size, technical depth, action plan

	Google or Meta ads setup
	$200 to $750
	$750 to $2,500 + monthly management
	Tracking setup, number of campaigns

	Sales sheet or brochure
	$100 to $300
	$300 to $1,500
	Copywriting, number of pages, print prep

	Trade show booth graphics
	$200 to $600
	$750 to $2,500
	Backdrop size, number of pieces



Money rules that protect your budget
1. Pay in milestones. A 25% to 50% deposit, then payments tied to delivered work. Never 100% up front to someone new.
1. Add a 10% to 15% buffer. Something always comes up. Usually it's your idea.
1. Hourly? Set a cap. "Not to exceed 20 hours without written approval."
1. Ask what's included. Revisions, stock photos, fonts, plugins, hosting, source files, rush delivery.
1. Rush costs more. Rush fees of 25% to 50% are common. Planning ahead is cheaper than panic.
1. Cheap gets expensive. Paying someone to redo bad work costs more than paying the right person once.
1. Pay on time. Freelancers talk. Fast payers get priority (and better work).

	TAXES AND PAPERWORK (THE BORING BUT IMPORTANT PART)
Get a W-9 before the first payment. Every U.S. contractor. No exceptions.
1099-NEC: for payments made in 2026, you generally file one when you pay a contractor $2,000 or more in the year (up from $600). Payments made by credit card or through apps like PayPal are usually reported by the payment company instead.
Contractor vs. employee: if you control when, where and how they work, they might legally be an employee. Let them run their own process.
This is not tax or legal advice. Your accountant gets the final say.



NP CONNECT  |  STEP 4
The Project Scope
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This is the template. Fill it out for every project, then send it with your request for a quote or your kickoff email. Be as specific as possible. If you don't guide them, they'll do what's easiest... and "easiest" is rarely what you pictured.
Gray examples below are from a made-up project: Sample Co. Dental is refreshing its website homepage and 5 service pages.
A. Project basics
	Project name
	[Name]
Example: Website refresh: homepage + service pages

	Project type
	[Website / content / design / video / ads / other]
Example: Website design + copywriting

	Prepared by + date
	[Name, date]

	Freelancer or partner
	[Name, company, email]

	Our point of contact
	[Name, email, phone, best time to reach you]

	Final approver
	[ONE name]


B. Background and goal
	About us
	[2 or 3 sentences: what you do, for who, what makes you different]
Example: Family dental office in Brookfield since 2004. Known for gentle care and Saturday hours.

	Website and social links
	[URLs]

	The goal
	[What should this project DO? Be specific and measurable]
Example: Double online appointment requests in 6 months (from 20 to 40 a month).

	Audience
	[Who is this for, and what do they care about?]
Example: Busy parents within 15 minutes of the office who hate taking time off work.

	Why now?
	[What's driving the timing]
Example: Spring promo starts March 1. Current site isn't mobile friendly.

	What we're NOT trying to do
	[Helps them avoid the wrong direction]
Example: We're not trying to look like a big corporate chain.


C. Deliverables
List every single thing you expect to receive. If it's not on this list, assume it's not included.
	Deliverable
	Specs / format
	Qty
	Due

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Example: Homepage design (desktop + mobile, in Figma) | 1 | Feb 6.   Service page copy (600 to 800 words each, Google Doc) | 5 | Feb 13.
D. What's in, what's out
	In scope (included)
	Out of scope (not included, or extra cost)

	
	


Example: In: design, copy, booking button setup, 2 revision rounds. Out: new photos, blog posts, ongoing SEO, hosting changes.
E. Brand and assets we'll provide
Have these ready before kickoff. Check what's included and note where they'll find it.
	  Logo files (vector + PNG)
	  Brand guide: colors and fonts

	  Tone of Voice guide
	  Target Client Profile

	  Photos and video
	  Sales sheets, brochures, PDFs

	  Current copy and content
	  Examples we like (section F)

	  Logins, shared through a password manager
	  Other: [ ]


All files are in: [link to shared folder]
F. References and examples
Show, don't tell. Three examples with notes beat three paragraphs of description.
	Link
	What we like about it
	What to avoid

	
	
	

	
	
	

	
	
	

	
	
	


G. Timeline and milestones
	Milestone
	Owner
	Date

	Kickoff call
	[Both]
	[Date]

	Our content and assets delivered
	[Us]
	[Date]

	First draft or concepts
	[Freelancer]
	[Date]

	Our consolidated feedback
	[Us, within 2 business days]
	[Date]

	Revisions
	[Freelancer]
	[Date]

	Final approval
	[Approver]
	[Date]

	All final files delivered
	[Freelancer]
	[Date]

	Launch / go live
	[Both]
	[Date]


H. Revisions and approvals
	Revision rounds included
	[Number]
Example: 2 rounds per deliverable

	Our feedback turnaround
	[Business days]
Example: 2 business days, or the timeline moves

	Who gives feedback
	[One person sends one consolidated list]

	Revision vs. new request
	[What counts as a change order]
Example: Changes to approved work or anything not in section C = change order.


I. Budget and payment
	Pricing model
	[Hourly / flat fee / retainer / per deliverable]
Example: Flat fee

	Total or estimate
	[$]
Example: $5,200

	Not to exceed (hourly)
	[$ or hours]

	Deposit
	[% or $ + due date]
Example: 50% to start

	Milestone payments
	[$ + what triggers them]
Example: 25% at design approval, 25% at launch

	Invoice terms + method
	[Net 15 / Net 30, ACH, card]
Example: Net 15 by ACH

	Change requests billed at
	[$ per hour or quoted per change]
Example: $85 per hour, approved in writing first


J. Communication plan
	Main channel
	[Email / Slack / Teams / project tool]
Example: Email for decisions, Slack for quick questions

	Check-ins
	[How often + how long]
Example: 15 minute call every Tuesday at 10 AM

	Status updates
	[When + what's in them]
Example: Every Friday: done, next, blockers, hours used

	Response time
	[Both directions]
Example: Within 1 business day

	File sharing
	[Folder link]

	Time zone + working hours
	[Theirs and yours]

	Urgent issues
	[Who + how]
Example: Call or text Jess


K. Ownership, legal and AI
	Who owns the final work
	[Usually: we own all final deliverables after final payment]

	Source files
	[Editable files delivered? Which formats?]
Example: Figma file, Google Docs, all exported images

	Confidentiality / NDA
	[Required? Signed?]

	AI use
	[What's OK, what's not, and what must be disclosed]
Example: OK for research and first drafts. Tell us what was AI generated. No patient or client info in public AI tools. A human reviews everything.

	Portfolio use
	[Can they show this work? When?]
Example: Yes, after launch

	Paperwork
	[W-9 received / contract signed / insurance]


L. Success and what happens after
	How we'll measure success
	[The numbers we'll check, and when]
Example: Appointment requests per month, checked at 30, 60 and 90 days.

	After launch
	[Maintenance, training, ongoing work]
Example: 30 minute training for Jess. Small fixes free for 30 days.


NP CONNECT  |  STEP 4 ADD-ON
Content brief: blogs, articles and guides
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Hiring a writer? Add this to the scope. The more specific you are, the better the content. Let the writer get inside your head.
	Title
	[Working title]

	Overall theme
	[What will the reader learn or be able to do? State the value. Be specific.]

	Audience
	[Who it's for, and why they'd read it]

	Our goal
	[Leads, rankings, sales enablement, education... list them]

	Keywords and questions
	[10 to 20 keywords, plus the real questions people ask (check Google's "People also ask" and ask AI tools)]

	Length
	[Word count range]

	Sources
	[What kind of sources are OK (and not OK)? Do you want stats, interviews, quotes?]

	Website and reference links
	[Our site, social links, articles we like]

	Attachments
	[Sales sheets, logos, brand guide, past posts we liked]

	Project totals
	Due date: [ ]   Revisions: [ ]   Cost: [ ]   Words: [ ]   Keywords: [ ]   Resource links: [ ]



Content outline
	Section
	Name of section
	What should be in it (the more detail, the better)

	1
	[Name]
	[Key points, examples, stories, data, links]

	2
	[Name]
	[Key points, examples, stories, data, links]

	3
	[Name]
	[Key points, examples, stories, data, links]

	4+
	[Name]
	[You get the point]



Write for people, Google AND AI search
1. Answer the main question in the first two sentences. AI tools and Google both pull from clear, direct answers.
1. Use real examples, real numbers and real opinions. That's what AI can't fake and readers actually remember.
1. Add a short FAQ at the end with the questions customers really ask.
1. Link to sources for any stat. No source, no stat.
1. Write like we talk (send them your Tone of Voice guide).
1. Tell them your AI policy: is a human-written draft required, or is an AI-assisted draft OK if it's heavily edited?
NP CONNECT  |  STEP 5
Copy and paste: messages for every stage
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Fill in the [brackets], adjust to sound like you, and send. Clear, kind and specific wins every time.
BEFORE THE PROJECT
	1. REACHING OUT TO A FREELANCER
When you've found someone you want to talk to.
Subject: [Project type] project for [your company]
Hi [Name], I found your work through [where] and loved [specific project]. We're [one line about your business] and we're looking for help with [project] in the next [timeframe].
Our budget is roughly [range] and we'd like it done by [date]. Are you taking on new projects? If so, I'd love to send over a short scope and set up a 20 minute call.
Thanks, [Your name]



	2. REQUEST FOR A QUOTE
Send with your filled-in Project Scope.
Subject: Scope + quote request: [Project name]
Hi [Name], thanks for the call. I've attached our project scope with the goal, deliverables, timeline and what we'll provide.
Could you send a quote by [date] that includes: your price and how you charge, what's included (revisions, source files), a rough timeline, payment terms, and anything you need from us? If you see something missing or unrealistic in the scope, please tell me. I'd rather know now.
Thanks, [Your name]



	3. SAYING "NOT THIS TIME"
Be kind. You might hire them next time, and they talk to other freelancers.
Subject: Thank you: [Project name]
Hi [Name], thank you for the time and the thoughtful proposal. We've decided to go with someone whose [experience / timing / budget] is a closer fit for this project.
I really liked [something specific], and I'd love to keep you in mind for future work. Thanks again.
[Your name]



	4. YOU'RE HIRED + KICKOFF
Put every key detail in one place. This becomes the email everyone searches for later.
Subject: Let's go: [Project name] kickoff
Hi [Name], we're excited to work with you! Here's everything in one place:
Scope: [link]   |   Files and brand assets: [link]   |   Contract + deposit: [sent / paid]
Kickoff call: [date, time, link]   |   Point of contact: [name, email, phone]   |   Final approver: [name]
Check-ins: [day + time]. Status updates: [when]. Our feedback turnaround: [X business days].
First milestone: [deliverable] by [date]. Please send your W-9 before your first invoice. Questions? Just ask. Thanks!



DURING THE PROJECT
	5. WEEKLY STATUS UPDATE (SEND THIS TO YOUR FREELANCER TO USE)
Ask them to send this every [Friday]. Takes 5 minutes, saves hours.
Subject: [Project name] update: week of [date]
Done this week: [list]
Next week: [list]
Need from you: [questions, files, approvals + by when]
Hours used / budget: [X of Y hours] or [on track / at risk]
Risks or blockers: [anything that could affect the deadline]



	6. GIVING FEEDBACK
One list, from one person, sorted by priority.
Subject: Feedback round [1 / 2]: [Deliverable]
Hi [Name], thanks for this! Overall: [what's working and should NOT change].
Must change: 1. [Specific change] because [why].  2. [Specific change] because [why].
Nice to have (only if it doesn't blow the timeline): [list].
Questions: [anything you're unsure about]. This is round [1] of [2]. Can you send the next version by [date]?



	7. SOMETHING CHANGED (SCOPE CHANGE)
For the "oh, and can you also..." moments. Get it in writing before work starts.
Subject: Change request: [Project name]
Hi [Name], we'd like to add [new request]. I know this wasn't in the original scope.
Can you tell me how it affects the price and timeline? Please don't start on it until we've approved the change in writing. Thanks!



	8. MISSED DEADLINE OR A CONCERN
Calm, specific and focused on getting back on track. Send within 24 hours of the miss.
Subject: Checking in: [Deliverable] due [date]
Hi [Name], I didn't see [deliverable], which was due [date]. Is everything OK?
We need it by [new date] to keep [launch / event] on track. Can you confirm that works, or tell me what's blocking you so we can solve it together? Please reply by [date/time].



AFTER THE PROJECT
	9. FINAL APPROVAL + FILE HANDOFF
Make sure you actually have everything before the final payment.
Subject: Approved! Final files for [Project name]
Hi [Name], we're officially approving [deliverable]. Thank you!
Before the final invoice, please send: all final files, editable source files ([formats]), fonts / licenses / stock photo receipts, and any logins or accounts you created for us (in our name). Upload to [folder link]. Once we've got them, we'll pay the final invoice within [X] days.



	10. THANK YOU + REVIEW
Reviews are currency for freelancers. Pay them in it.
Subject: Thank you, [Name]
Hi [Name], thank you for [specific result]. Working with you was [specific]. I left you a review on [platform / LinkedIn].
Two quick questions for us: what could we have done to make your job easier, and would you be open to working together again on [future project]?



	11. ENDING IT (WHEN IT'S NOT WORKING)
Professional, short, no drama. Check your contract's termination terms first.
Subject: [Project name]: ending our agreement
Hi [Name], after [missed deadlines / quality concerns we discussed on date], we've decided to end the project as of [date].
Per our agreement, we'll pay for work completed through today: [$ / details]. Please send all files and work in progress to [folder link] by [date], and we'll remove your access to [accounts]. Thank you for your work on this.
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During the project: keep it on the rails
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The 30 minute kickoff call
1. Intros and roles (3 min): who's who, who approves, who to call.
1. Goal and audience (5 min): why this matters to the business.
1. Walk the scope (8 min): deliverables, what's in and what's out.
1. Timeline and milestones (5 min): especially YOUR due dates for content and feedback.
1. Communication plan (3 min): channel, check-ins, status updates.
1. Access and assets (3 min): what they have, what they still need.
1. Questions and concerns (3 min): ask "What could slow this down?"

The communication rhythm
	When
	What happens
	Who

	Day 1
	Kickoff call, shared folder, access granted, first milestone confirmed.
	Both

	Every week
	Status update: done, next, needs, hours used, risks.
	Freelancer

	Every milestone
	Review and ONE consolidated feedback list within the agreed turnaround.
	You

	Any time
	Blockers raised within 1 business day. No surprises on deadline day.
	Both

	The end
	Final review, files handed off, access removed, debrief.
	Both



How to give feedback freelancers love
1. Start with what's working so they don't accidentally change it.
1. Be specific. "Make it pop" means nothing. "Make the headline bigger and the button our green" means everything.
1. Say why. "Our customers are older, so the text needs to be bigger" helps them make better choices next time.
1. Sort it: must change vs. nice to have.
1. Show, don't type. A 2 minute screen recording (Loom or similar) or a marked-up screenshot beats a 6 paragraph email.
1. One voice. Collect everyone's input internally, then one person sends one list.
1. Respect the rounds. If you're on round 4 of 2, the problem might be the scope, not the freelancer.

Handling scope creep
Scope creep is when "one more little thing" turns into a second project. It's usually not malicious. It's usually you. Here's the fix:
1. Check the request against section C and D of your scope.
1. If it's new, send the scope change email (template 7).
1. Get the new price and date in writing before work starts.
1. Update the scope document so everyone's working from the same version.

When it's going sideways
	The warning sign
	What to do

	Missed a check-in or slow replies
	Friendly nudge. Ask if the schedule still works for them.

	Missed a deadline
	Call them. Ask what's blocking. Agree on a new date in writing (template 8).

	Quality is way off
	Compare it to the scope and examples. Give specific feedback. Ask what they need from you.

	Same problem twice
	Have the honest conversation. Write down what has to change and by when.

	Ghosted for 5+ business days
	Final written notice with a reply-by date.

	Still nothing
	End it per your contract (template 11). Pay for completed work, collect files, remove access.
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After the project: wrap it up right
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The last 10% is where most businesses get burned. The freelancer disappears and so does the only copy of your logo file. Don't skip this.
Wrap-up checklist
	Task
	Done

	All final files received, including editable source files (not just PDFs and JPGs)
	

	Fonts, stock photo and plugin licenses transferred to your name (or receipts saved)
	

	Files saved to YOUR shared drive (not just their Dropbox link that expires)
	

	Domains, hosting, ad accounts and tools are in YOUR business name
	

	Their logins removed or passwords changed
	

	Final invoice paid on time
	

	W-9 on file and total paid this year tracked (for the 1099 check)
	

	Review or LinkedIn recommendation left for them
	

	15 minute post-project review done (below)
	

	Added to your freelancer bench (below)
	



15 minute post-project review
	What went well (keep doing)
	What didn't (fix next time)
	What we'll change in our next scope

	
	
	



Your freelancer bench
Keep a short list of people you'd hire again. When something urgent comes up, you'll have someone in 5 minutes instead of 5 days.
	Name
	Skill
	Rate
	Rating (1 to 5)
	Last project
	Hire again?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	BUILD A BENCH, NOT A PHONE BOOK
The best freelancer relationships get better every project. They learn your brand, your customers and your quirks. Pay on time, give clear feedback, send referrals their way and you'll get priority when it counts.



NP CONNECT  |  STEP 8
Use AI to scope, vet and communicate
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AI won't pick your freelancer for you, but it will write the scope from your messy notes, spot the holes in a proposal and turn "make it pop" into feedback a human can use. Copy, paste, fill in the [brackets].
	When you want to...
	Copy this prompt

	Turn messy notes into a scope
	Here are my notes for a project: [paste notes or a voice memo transcript]. Turn this into a project scope with: goal, audience, deliverables (with specs and quantities), what's in scope, what's out of scope, timeline with milestones, revision rounds, budget and communication plan. Ask me about anything that's missing or unclear.

	Find the holes in your scope
	Act as an experienced freelance [designer / developer / writer]. Read this project scope: [paste]. What's unclear, missing or likely to cause scope creep? What questions would you ask before quoting? What would you assume if I didn't answer?

	Write a job post
	Write a job post for a freelance [role] for this project: [paste scope summary]. Include the goal, deliverables, timeline, budget range, the skills and experience we need, and 3 questions applicants must answer in their reply (so we can spot copy and paste proposals).

	Vet a portfolio
	I'm hiring a [role] for [project]. Here's their portfolio and profile: [paste text or links]. Based on what's here, how relevant is their experience to my project? What's strong, what's missing, and what should I ask them in the interview?

	Compare proposals
	Here are [3] proposals for the same project: [paste]. Compare them in a table: price, pricing model, what's included, what's NOT included, timeline, revisions, payment terms, ownership of files and red flags. Then tell me which questions to ask each one before I decide. Don't pick for me.

	Prep for the interview
	I'm interviewing a freelance [role] for [project]. Give me 10 interview questions that reveal their process, communication style, reliability and AI use, plus what a great answer and a red flag answer sound like for each.

	Check a contract
	Review this freelance contract: [paste]. In plain English, list what it covers and flag anything missing or risky for me as the client: ownership of work, source files, payment terms, revisions, termination, confidentiality, AI use, deadlines. This is not legal advice; I'll have a lawyer review anything important.

	Translate your feedback
	Here's my gut reaction to a [design / draft]: [paste your messy thoughts]. Turn it into clear, kind, specific feedback for the freelancer. Sort it into: keep, must change (with the reason) and nice to have.

	Handle a tricky email
	Help me write a [scope change / missed deadline / ending the project] email to a freelancer. Situation: [details]. Keep it calm, specific and under 150 words. Protect the relationship if possible.

	Check the work against the scope
	Here's our project scope: [paste] and here's what was delivered: [paste or describe]. Make a checklist of every deliverable and requirement in the scope and mark each one as delivered, partly delivered or missing.

	Meeting notes to action items
	Here's the transcript of our project call: [paste]. List decisions made, action items (who, what, by when) and open questions. Format it as an email I can send to everyone on the call.

	Write the review
	Help me write a short, specific review for a freelancer who [what they did and the result]. Mention [communication / quality / speed]. Under 80 words. Sound like a real person.



	SET AN AI POLICY FOR YOUR PROJECTS
Decide what's OK. AI for research, outlines and first drafts? Fine. AI-generated logo you want to trademark? Talk about it first.
Ask them to disclose it. You should know what you're paying for. Put it in section K of the scope.
Protect private info. No customer data, passwords or confidential numbers in public AI tools. Not you, not them.
Ownership gets weird with AI. The U.S. Copyright Office has said material generated entirely by AI, without enough human authorship, can't be copyrighted. For your logo, brand and key content, you want a human doing the creative work.
A human checks everything. AI is confident, fast and sometimes completely wrong.



	PICKLE POINT
"Treat freelancers like partners, not vending machines. You'll get partner-level work."
Nick Packard



	MORE TOOLS FROM THE BOOK
Picklefarts: Stupid Ideas. Smart Marketing.
Your freelancer will do better work with a Tone of Voice guide, a Target Client Profile and a Project Timeline in hand. Grab them all, free, at nickisatool.com.
Free tools: nickisatool.com     Free marketing assessment: nickpackard.com/pickle-farts-np



SOURCES
Upwork Research Institute, Future Workforce Index (April 2025): investors.upwork.com
Upwork, hourly rates by skill (May 2026): upwork.com
Patriot Software, 1099 threshold increase to $2,000 for 2026: patriotsoftware.com
U.S. Copyright Office, Copyright and Artificial Intelligence reports: copyright.gov
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NP Connect  |  nickisatool.com	
Quick Brief: [Project name]
For small jobs and freelancers you've worked with before. Fill it out, attach it to the kickoff email, done.
	THE GOAL
What should this DO?
[Goal]
	AUDIENCE
Who is it for?
[Audience]
	DELIVERABLES
Every single thing, with specs
1. [Deliverable + specs]
2. [Deliverable + specs]
3. [Deliverable + specs]
	DUE DATES
First draft: [date]
Our feedback: [date]
Final: [date]

	IN SCOPE
[Included]
	OUT OF SCOPE
[Not included]
	WE'LL PROVIDE
Files are in: [link]
[Logo, photos, copy, logins...]
	EXAMPLES
Like / avoid
Like: [link + why]
Avoid: [link + why]

	BUDGET + PAYMENT
Price: [$]
Model: [flat / hourly cap]
Terms: [deposit, Net 15]
	REVISIONS + APPROVAL
Rounds: [2]
Approver: [ONE name]
Feedback in: [2 days]
	COMMUNICATION
Channel: [email / Slack]
Updates: [every Friday]
Contact: [name, phone]
	OWNERSHIP + AI
We own: [final + source files]
AI use: [OK for / disclose]
Portfolio: [yes after launch / no]

	BEFORE YOU HIT SEND
 Goal is specific      Every deliverable listed      Dates for BOTH sides      One approver named      Files shared      Price in writing
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