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Introduction
Hey there!
Welcome to The Freelance Writer’s ABCs.
My name is Lauren Tharp.
Within the pages of this fine e-book, you’ll find 26 timeless lessons for freelance writers.
Whether you’re just getting started or have been in the game a while and need a
refresher—this book has something for you.
There’s practical advice like how to blog, the importance of contracts, how to meet
deadlines, and how to write a killer query letter.
Personal advice like how to conquer your fear of failure, why freelance writers deserve
respect, how to say “no” to a potential client while still saying “yes” to success, and why you
should never burn bridges.
And 18 other lessons!
Everyone’s freelance writing journey is unique, but these are the aspects of freelance writing
that I wished I’d known when I was first getting started.
I was able to pick up many things from books, blogs, and mentors. But there was a lot I had
to learn on my own, through experience:
Like realizing that perfectionism was only slowing me down…or that my new sit-down job
would cause me to gain 45 pounds of excess bulk…or that I was allowed to be “transparent”
with my writing while still maintaining my professional image.
Your freelancing journey doesn’t have to be as difficult as mine was.
I’m here for you.
Enjoy the book!

Lauren*
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A is for ACTION!
“Amateurs sit and wait for inspiration, the
rest of us just get up and go to
work.” ~Stephen King, On Writing.
Say what you like about Stephen King–the man has written a lot of material. His big secret to
success? Actually getting out there and doing the work!
Taking action.
The main difference between a successful writer and an unsuccessful one is action. Or,
as Jeff Goins once said, “Bad writers quit. Good writers keep going. That’s all there is to it.”
You might be the best writer in the world, but crap writers will beat you to the punch every
time if they try and you don’t. Why do terrible books get published every year? Because the
writers who wrote them took action to get them published. That could just as easily be you!
How badly do you want it?
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The 10 Key Steps to Taking Action as a
Freelance Writer:
1. Set realistic goals. Don’t fool yourself into thinking that you’ll have two clients by the
end of the week if you’ve never taken on a paid gig before. Or that you’ll have your novel
written and in a publisher’s hands within a month. You’re just going to end up frustrated and
feel like a failure when it doesn’t work out as you’d planned. Try focusing on one client per
day.

2. Break your goals into smaller chunks. Copywriter Matthew Kimberley once
said, “Overwhelm is a result not of having too much to do, but of not knowing what to
do next.” He recommends working backwards, and breaking each goal down into smaller
steps.
If one of your end goals is to get more subscribers to your newsletter, your more immediate
smaller goals might include setting up an opt-in page on your website or planning out a
freebie that you could offer to entice sign-ups.

3. Take breaks, but never stop completely. When you become a freelancer,
“burnout” will become one of your biggest concerns. It’s all too easy to get overworked.
With no one to regulate us but ourselves, we can easily go on working forever–only stopping
after it’s too late, when we’ve collapsed into a pile of sobbing writer goo on our office floors.
Ugh.
By taking breaks throughout the day (I like to set alarms!), we can let our brains & bodies
recuperate in-between tasks. Just remember to get back to work after your break!

4. Stay organized. Keep your physical desk top and your computer desktop clean.
Give each client their own folder. Write down or save any crucial instructions. Outline your
work ahead of time.
Just like it’s easier to find where you’re going when you have a map, it’ll be easier to get
your writing done efficiently if you organize your “route” ahead of time.

5. Eliminate distractions. This goes hand-in-hand with number four. If there’s
something in your life that’s distracting you that has to be done: Just get it over with. Do it.
If you know you won’t be able to focus without doing your laundry first, or without
vacuuming, or without cleaning out your file cabinet, or without playing with your kid until
they finally conk out for a nap…then go ahead and do it.
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Just make sure you’re doing things that actually need to be done, and not making up
excuses to not do your work. The ultimate goal is to improve your work, not to avoid doing it
entirely.

6. Stay healthy. Eat, sleep, move around. Do the things that are necessary for you to
stay alive.
I need to set alarms to remind myself to eat, but I always make sure to do it.
Since freelance writers don’t get sick leave or employee health insurance, we have to work
harder than ever to stay healthy. You won’t be able to take action if you’re ill. Take care of
yourself.

7. Tell others…or don’t. Many self-help gurus will encourage you to get an
accountability buddy. The basic theory is that if you tell someone your goals–or make them
known publicly–you’ll have to take action to see them through. And this works for a lot of
things; however, this method depends a lot on your personality type.
Research has shown that, for creative projects, telling people what you’re working on is
often not the way to go. For example, as soon as you tell someone you’re writing a novel,
you instantly start to lose your motivation to actually do it.
If that’s the case for you, keep your projects to yourself. Learn which method works best for
YOU and then stick with it.

8. Write first, edit later. Editing is all about finding errors. And, yes, there will always be
errors. But if you start focusing on what you’ve done wrong before you’ve even
finished…chances are you’ll never finish. Save the editing for last.

9. Get to know your best action times. Do you work best in the morning? Then
you should do your work in the morning.
Like many hypoglycemics, my blood sugar levels out at night. My brain finally kicks into gear
in the late afternoon to early evening. So I tend to do no-brainer tasks during the day (like my
“eliminate distractions” chores) and do my real work at night (it’s 9:10pm right now).
Whenever I attempt to force myself into an earlier schedule, I spend a lot of time zoning out
and feeling dopey. I might not have the most conventional schedule, but it’s the one that
works for me. Find the one that works for you.
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10. Write. Stop making excuses and just do it already!
“The scariest moment is always just before you start. After that, things can only get
better.” ~Stephen King, On Writing.
What can I say? That book is filled with great quotes!
Now get out there and start writing!
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B is for Blogging
As a freelance writer, your blog can be one of the most powerful weapons in your arsenal.
Don’t have a blog yet? Well, here are 8 great reasons to start one…

8 Great Reasons to Start Blogging
1. Blog clips are better than no clips. If you’re truly a newbie, chances are you
don’t have any clips (writing samples) to show off yet. If you stick with it, you’ll have some
soon… But what do you show prospective clients in the meantime? Your blog!
I ended up getting a job working in the marketing department of a TV mini-series thanks to
my personal blog. Yeah. It wasn’t even my super awesome business-y blog. It was my silly
diary of day-to-day events. But it worked because…

2. Maintaining a blog shows you’re able to meet deadlines. Ideally,
you’re going to be updating your blog on a set schedule. And, if you succeed in doing so,
that’s something you can show off to potential clients.
A big part of being successful in the writing biz is having the ability to meet deadlines–to write
on a schedule. Proving you can meet regular deadlines (even if they’re self-enforced) is a
9

HUGE plus!

3. Blogging shows your ability to focus/stay “on brand.” The best blogs are
the ones that tackle a consistent theme, week after week after week. Are you able to stay
on track? On message?
Potential clients need to know you can do this. Even if your blog isn’t talking
about their particular product/genre, they like to know that you could. Branding is very
important to businesses…and great branding is consistent.

4. It shows your level of dedication. Related to the above, if you can get your
blog up and keep it going, it goes a long way toward showing your dedication level. Do you
miss updates without stating why? Does your blog gather cobwebs for weeks on end before
you suddenly make a reappearance?
Having a neglected blog is worse than not having one at all!
Whether it’s true or not, people will see you as sloppy and undependable. (Aka: Not
someone they want to work with).
On the flip side, if you have a well-maintained blog with regular updates and audience
engagement, expect to turn some heads.

5. You’ll (slowly) build a following. Blogs are a wonderful way to grow your
business and engage your audience. What could be better than that? How about…
the potential for a book deal? 148 bloggers landed book deals in 2012. Why? Because they
had agents. Why else? Because they already had a built-in audience, someone to market
to. And that is very appealing to publishers.

6. It’s a must if you want blogging gigs. What kind of a blogger doesn’t own a
blog? I mean, come on! Carol Tice recently pointed out that you technically don’t have to
blog. But, if you want blogging gigs, you really, really do. It’s a must.
Also, if your excuses for not blogging include “I’m bored” and “I don’t know what to
post/write about” then are you sure you really want to be a writer?
If you truly love writing, blogging should be fun!
It’s the chance to write about whatever you want. As a writer, that’s the most fun, rewarding
experience you can have! As Dana Sitar recently said, “Why do you need motivation to
write? This isn’t required of you. This is the passion you chose to pursue. If you don’t want to
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do it, do something else.”

7. Blogging shows your competency as a writer. Think spelling and grammar
errors on your blog are “no big deal?” Think again! I’m going to quote myself for a second to
save time:

If you make a spelling or grammar error (or any sort of typo), your readers will
notice. It’s a distraction. It’s a blip of static during their favorite song. Or a rock on
an otherwise smooth path.
They notice.
The real problem comes when they don’t stop noticing.
Once a reader/potential customer comes across a spelling/grammar error, they
start looking for other spelling/grammar errors in your writing.
What they aren’t doing? Reading your message!
There’s no way for your readers to fully absorb your message if they’re caught up in
a tangle of errors.
And these are the mistakes you’re making on your blog. On your passion project. On your
ongoing portfolio piece.
If you’re making careless mistakes on your own work–the work you supposedly care the most
about–how many more errors will you make when working for a client?
Sure, maybe you do “better” work for your clients… But how are they supposed to know
that?
On the other hand, if you make an effort to keep your blog looking polished, clients start to
think “I wonder if he/she could do the same for me…?”

8. Your blog shows who YOU are. These days, one of the quickest ways to get
familiar with a freelance writer’s writing style (and personality!) is to read their blog. And
that’s a wonderful thing.
You don’t want clients to hire “any” freelance writer, you want them to hire YOU.
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Why wouldn’t you want to make use of an easily accessible platform that shows them just
that?

What Elements Does a Great Blog Need?
If you’d like to know what I consider to be the most important elements of a freelance
writer’s blog, please check out my guest post on Anthony Dejolde’s The Write
Freelance: “How to Blog in 10 Easy Steps.”
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C is for Contracts
Never Write for Free
Anyone who’s seen an after-school special is probably familiar with the term “the first one’s
free.” That’s a good business tactic if you’re selling highly addictive drugs (except for it being
illegal and morally sketchy, that is); but, unfortunately, writing isn’t addictive. No, not even if
it’s really good writing.
To put it simply: If you give your client a freebie, they’re going to keep expecting more
freebies.
To break it down even more for you: If you work for free, you will never make any money.
Now, you’re probably looking at that last sentence and thinking “no duh,” but don’t be
fooled! This is an easier trap to fall into than you might think!

Don’t Fall into These 3 Traps!
Here are three of the traps you might fall into if you aren’t careful. When looking for jobs,
beware of clients who ask you to…
…Work “on spec.” This means that they won’t pay you unless they decide to use what you
wrote. That might not sound too bad, but keep in mind that they might not use your writing
13

until months (or even years!) later. Or maybe even not at all. Is that a chance you’re willing
to take?
Note: If you do decide to take on an “on spec” project, be sure you ask for a “kill fee” in your
contract—that way, if they decide not to use your writing, you’ll still get paid at least
a little money.
…Write “for exposure.” This is something that new writers are especially susceptible to.
People out there know that new or under-confident writers feel that they have to “pay their
dues” (you don’t) and they’ll take advantage of you to get some free writing.
But as Linda Formichelli said recently, “People die from exposure. In other words, don’t let
tightwad editors talk you into writing for free for ‘the exposure.’ You get better exposure from
paying mags, anyway.” (Morning Motivation; 7/16/13).
…Send them some “samples.” Sure, sometimes clients will legitimately want to see samples
of your writing (in which case you can break out your portfolio!), but most of the time this is a
scam. In fact, many so-called “clients” cruising for samples are just looking for free writing
that they can sell later. (I see this a lot on CraigsList). The nerve!

Get a Contract
Always, always, always have a contract. Get in writing—somewhere—the terms under which
you’ll be working. Do NOT work without some sort of written agreement.

Never:




Accept an oral contract (over the phone or otherwise)
Accept a handshake as a contract
Accept a contract over an instant message or in a chat room

If your client doesn’t agree to entering into a contract with you, then they’re probably shifty
and not worth working for anyway.
A good, smart, client will know that a contract protects them as much as it protects you. It
makes sure you will be paid, but it also makes sure that they will get their finished product.
Or, as copywriter Carol Tice put it, “My experience is that clients are far less likely to flake on
you when you’ve got something in writing with their signature on it.”
Truer words were never spoken.
And, the fact is, you’ll be less likely to flake on the client if they have your signature.
14

Contracts are a win-win!
Just make sure your contract terms are well-defined.
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D is for Deadlines
Their Deadlines Are Not Your Deadlines
Would you hire someone to do a job the night before it was due? Of course not. You’re
probably thinking, “That would be unreasonable.”
And you’d be right!
However, as a freelancer, you’ll most likely have a client or two who think you have an
endless amount of time on your hands.
In my experience, every client thinks they’re your only client.
But, remember, they’re your client, not your boss. YOU are your boss now. So YOU get to set
the deadlines.
No matter how badly you need the money, don’t cave to the pressure to take on a “rush
job” if you can’t complete it to perfection.
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Sacrificing quality for speedy delivery can come back and bite you in the butt in the long
run. And you don’t want to put yourself in a position with a client where they consider your
“rush job” turn-around as your “norm.”
Note: It’s perfectly within your rights as a freelancer to charge an extra “fee” if a client insists
on a rushed deadline. Just remember: You do not have to accept the project if you don’t
feel right about it.

8 Ways to Consistently Meet Deadlines as a
Freelance Writer
Here are the eight things I do to meet all of my deadlines while avoiding freelancer burnout. I
have confidence that you can make these tips work for you as well!

1. Write everything down. I’m a huge fan of using a dayplanner. Or you can
use Google Calendar. Whatever. It doesn’t really matter what you use–Just
write everything down. Take notes of important details, take notes of not-so-important
details, just make sure you write it all down.

2. Stay organized, Mega Organized. Give each of your clients their own folder on
your computer. Keep your files in the “real world” organized too.

3. Give yourself a buffer. Always tell your client that their project will be done within
3-5 days longer than it will actually take you to complete. If you fall ill or if an emergency
pops up unexpectedly, you’ll be grateful for the extra time.

4. Set two deadlines. There’s the deadline you tell your client and then there’s the
“secret” deadline that you tell yourself. Try giving yourself a “Try to get this done by…”
deadline that lands well before the actual project is due. Getting the work done now means
less work you’ll have to do later.

5. Take a day off. I try to take Saturdays off “no matter what” (and Sundays too, if I can
get away with it!). One of the quickest ways to burn out is to not take any time off. Take a
break. Relax. One day off isn’t gonna kill you. In fact, you’ll do better work after having some
well-deserved rest.

6. Work through the weekend, if you have to. I try to schedule deadlines to
land on Mondays or Tuesdays so that, if I have to, I can work through the weekend. Things
happen sometimes. Just don’t make it a habit! (See Tip #5!)
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7. Back up your files. Nothing causes deadline stress quite like actually finishing the
project and then having a computer error wipe everything from existence. BACK UP THOSE
FILES! Don’t wait until you “have the time.” Do it now. You never know!

8. Don’t overbook yourself. Well, well, well! Look at you! You’ve gotten super
popular and everyone’s eager to utilize your services. Congratulations! Just remember: Don’t
overbook yourself. Never take on more work than you can handle or you’ll risk compromising
the quality that got you that abundance of clients in the first place!
Main takeaway: Always meet any deadlines you & your client have agreed to in
your contract.
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E is for E-Mails
I’m going to talk more about e-mail etiquette for writers in “Q is for Querying;” however, for
this installment, I’m going to tackle how to avoid e-mail overload and one simple e-mail
technique to get more clients.
Sound good?
Good.
Here we go!

The Oft-Neglected E-mail Technique That
Could Win You More Clients
According to Freelance Folder’s Laura Spencer, “Email signatures are a great place to
include contact information and a line about your freelancing business. Yet, many
freelancers fail to set up this convenient tool.”
I’m loathe to admit it, but even I didn’t hop on the e-mail signature bandwagon until fairly
recently. And it’s been great.
Here’s why:
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It’s an easy way to share more information without bombarding the reader. It’s not
always appropriate to list off your entire portfolio to a prospective client. Especially
not in an LOI (Letter of Introduction/Inquiry). But, if you have your website/portfolio
address in your e-mail signature, the reader has the option to research you further.


Note: Related to the above – Keep your e-mail signature short and sweet.
It should include your name and how to contact you. Annnnnd…that’s
pretty much it.
For me, I have my website address and my tagline (“Writing for Businesses.
Advice for Writers.”) to remind potential clients who I am and what I do.
Think business card, not 3-page leaflet. Your e-mail signature
should never be longer than your e-mail!
For more on this, you can check out Smashing Magazine‘s “The Art and
Science of the E-mail Signature.” They have a great list of DOs and
DON’Ts.



It makes you look more professional. Have you ever gotten an e-mail from a businessowner/company that didn’t have an e-mail signature? Think of your e-mail signature as
the Letterhead of the Future. It shows that you’re a serious-minded business owner. That
you’re a professional that takes themselves seriously, even when it comes to the tiniest
details.



It allows you to keep your contacts up-to-date with your schedule. If you’re planning to
be unavailable for a period of time, you can temporarily include this information in your
e-mail signature (starting a couple weeks ahead of time) to let your contacts know to
plan ahead.




Note: It’s also a way for you to promote a new book or service. But do
this very sparingly, if at all. No one likes obvious advertising. Use your best
judgment. (Personally, I don’t like to do this. But I’ve known colleagues
who have had good luck with this technique so I thought it best to include
it).

It’s a way to get a few bonus readers. That casual click-over from the e-mail you sent
could be your next biggest fan. I’ve gotten a few new readers (and a few gigs!) thanks
to my e-mail signature. Of course, don’t set out to do this as your main goal–that could
easily turn you into a spammer!–but it’s a nice little side-effect.
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The Romantic Way to Avoid E-mail
Overwhelm
Make a date with your inbox.
Choose one day per week to do two things:
1. Reply to personal e-mails.
2. Clear out any leftovers.
The goal is to end each week with an empty inbox.
Every Friday I have a standing date with my e-mail inbox. I take her out to dinner, we have a
nice chat, and then I go through and reply to all the e-mails that have stacked up
throughout the week. (One-third of that last sentence was true).
Why this system works:


Your clients/work will always get swift replies. That’s just good business!



It increases productivity during the week. Instead of spending your hours replying to
all of your e-mails, you’ll be spending your hours actually working on stuff!



You won’t go into “e-mail overload.” Trying to reply to/please everyone at once can
make you feel overwhelmed. This can lead to procrastination… Which can mean that
those e-mails never get a reply!



It’s kinda nice to save all your personal e-mails for the end of the week. After spending
the bulk of the week dealing with business e-mails, it can be a special treat to finally sit
down and see what your buds have to say.

Remember: If it were an emergency, your friends would call you—personal e-mails can wait.

3 More Tips for an Empty Inbox
1. Delete, Delete, Delete! Use your delete button. You know which e-mails don’t even
need to be bothered with. Get rid of them! (Or unsubscribe!)
2. Know when to stop replying. Have you ever had an e-mail come back that just says
“That would be fine” and you say “okay” and then the other person says “okay?” You
don’t have to write back to everything. Recognize the end of the conversation when it
21

comes along. (This bothers me with text messages too. I hate it when I say something
and I get “k” as a reply). Not only does this waste your time, but it’s likely to annoy the
other person as well!
3. Use your phone or Skype. I’m not a fan of talking on the phone (I prefer writing), but
some situations are easier to clear up with a quick phone call then a long string of emails… And it saves space in your inbox!
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F is for Fear of Failure
How does that saying go?
Blog like you’ve never been flamed.
Write like you don’t need the money.
And, uh, dance like nobody’s watching.
You get the idea.
I recently wrote an article for Be a Freelance Blogger about writers with Impostor Syndrome.
It’s an epidemic, I tells ya!
However, as bad as Impostor Syndrome is, it’s not the worst thing I’ve seen crop up among
my fellow writers.
Those who suffer from Impostor Syndrome dismiss their successes as “luck.” BUT–and this is a
big “but”–at least they have successes to dismiss. They went out there and got the job done
(even if they feel like frauds afterward).
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Writers with a crippling fear of failure will often stop writing entirely.
They don’t just stop doing. They stop trying.
And they never succeed.
That is, unless they…

Get Over It!
Is it possible for a freelance writer to get over their fear of failure?
Absolutely!
I get over it every time I sit down and write something.
That’s right. Even after all these years, I still feel the fear. And that’s fine. The trick is this:
Feel the fear–and write anyway
In the end, it’s all about how much you want it. If you want to succeed more than you’re
afraid of potentially failing…you’re going to be just fine.
Perseverance is a HUGE part of freelancing successfully. If you can’t tough it out–if you can’t
persevere even when fear has you in a headlock–then freelance writing might not be for
you after all.
But if you’re willing to chase after your writing dreams, even when they absolutely terrify
you… Then I salute you, fellow writer!
I only help those who are willing to help themselves.

So, without further ado:

4 tips to quash your writing fears:
1. Restructure your “what ifs” to be more positive. Instead of asking yourself “What if I fail?”
ask yourself “What if I succeed?” If you insist on delving into the realm of hypotheticals, at
least make them positive!
Instead of imagining all the things that could possibly go wrong (“What if they don’t like it,”
“What if I get flamed in the comments,” “What if they don’t pay me”), start imagining all the
things that could go right (“What if they love it,” “What if my article gets featured,” “What if
they become a steady client”). Instead of living in fear of potentially negative results, start
24

imagining–and working towards–the potentially AWESOME results.
2. Focus on one thing at a time. I feel the fear the most when I have too many things on my
plate. It’s all-too-easy to get overwhelmed. Ironically, at the time I’m writing this, I’ve
managed to overbook myself for the first time in ages (Whoops!).
Earlier, I started to feel that old panic come creeping back. The way I’m writing this now? I
focused on one project at a time. Pick a project. Get it done. Move onto the next project.
Get that done. Repeat.
3. Get support. Talking with someone close to you or, better yet, someone in the same field
as you, can do a world of good. Often, saying your fears aloud will make you realize just how
silly they actually are.
Also: You might get a hug. And hugs are the best.
4. Stop being a perfectionist. Your work doesn’t need to be perfect. Forget perfect. Perfect
doesn’t exist. It just needs to be good enough. Really.
Perfectionism is just another form of procrastination.
It’s just an excuse. The time you waste fearing that a project isn’t “perfect” is time that could
be spent creating.
Feel the fear.
Write it anyway.
Trust me: It’s going to be fine.
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G is for Gravity: What Goes Up
Must Come Down…
“Is That Illustration What It’s Like for ALL
Freelancers?”
It’s a little exaggerated, but…yes.
ALL freelance writers will experience an ebb-and-flow where work is concerned. Yes, even
the staunch professionals who’ve been in the business for years. (Linda Formichelli, The
Renegade Writer, went on record saying she went over 3 months without work in 2009 and
she’s one of the most well-known bloggers in the business!).
It’s called the “Feast or Famine Cycle.”
It sucks.
But it’s something that every freelancer experiences. (Worth saying it again!).
Sometimes the work will be there. Sometimes it won’t.
26

But there are some precautions you can take.

4 Steps to Beating the Feast or Famine
Cycle:
1. Don’t spend like you’ll always have money. I love good food and I hate
cooking. See where I’m going with this? Well, if you don’t, it means that I really dig
restaurants. Which is fine when it’s a “once and a while” treat; however, if you eat out all the
time, you’re going to have a pretty big money suck on your hands. Money that you could
be saving. Which brings me to…

2. Save some of your money for the “famine” times. I’ve always been good
about putting aside money for taxes–I don’t want to go to prison!– but I’m horrible at saving
for anything else. Emergencies will always happen. Sooner or later, something terrible is
going to happen to you. That’s life.
At the end of last year I was in terrible pain due to an impacted wisdom tooth. It gave me
daily migraines and, although the pain was excruciating, I couldn’t afford to get the
problem fixed until this year when business picked back up again.
If I had socked some money away during the “feast” part of the cycle, I wouldn’t have had
to suffer for months before finally getting help. (If I had to point to one thing as my biggest
“Fail” as a freelancer, this would be it!).

3. Invest in your business, not just in yourself. Real businesses don’t spend all of
their profits on fancy lunches and gifts for their friends. Well, not businesses that want
to stay in business. The same should go for you and your business. At least part of the money
you’re making needs to be invested back into your business.
Toward the end of last year, I followed what turned out to be terrible advice and made
major changes (for the worse!) to my website. And, thanks to my poor spending habits, I
wasn’t able to fix the issues I’d created as quickly as I would have liked. I ended up losing
business/traffic.

4. Market yourself, even when you’re working. If you take away ONE thing
from this post, let it be this! Even when you have steady work, please,
please, please continue to market yourself.
The clients you have now could be gone tomorrow. And, if you haven’t been marketing
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yourself, you’ll have no new clients lined up to replace them. It’ll be like starting over from
scratch. TRUST ME ON THIS! It’s the WORST! Keep yourself in the public eye…or the public will
forget you.
Those are the four big ones. All of which I had to learn the hard way.
For more resources on how to beat The Feast or Famine Cycle, check out these articles:




“How to Break Out of the Feast and Famine Cycle” – Be A Freelance Blogger
“7 Easy Ways to Control the Infamous Feast or Famine Cycle” – Freelance Folder
“4 Ways to Beat the Feast or Famine Cycle” – Write To Done

Bookmark those for future reference!

Final Thoughts
What goes up must come down…
But remember this: It will come back up again.
I put “G is for Gravity” but freelance writing is more like a rollercoaster. It goes up and down.
It’s fun…and it’s absolutely terrifying.
You have to trust that the work will come back.
It always does.
I experienced a dip toward the end of 2012. It hit me pretty hard.
But even though I was struggling last year, I knew, deep down, that if I waited long
enough…things would get better.
And they did.
Every year I go for a few months without work. And every year I end up getting that work
back again.
The same goes for you.
Hang in there!
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H is for Hours
You’re a freelancer now! (Or you’re about to be). This means you finally have the ability to
set your own hours.
Pretty cool, huh?
And yet, setting your own hours is a HUGE responsibility. One that I struggle with from time-totime myself. (I’ll get into why below).
To be honest, I don’t have much more of an intro to this one. So let’s just jump in, shall we?

The 7 Most Important Things You Need to
Know About Freelance Writing Hours
1. Work during your best action times. I spoke a little bit about this in “A is for
ACTION,” but, basically, the point is this: Everyone is different. The way you work best is likely
different from the way I work best.
I tend to work around my hypoglycemia and, for me, that means that my brain “kicks in”
toward the late afternoon when my blood sugar levels out. So I work best in the afternoons
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and evenings. You might work best in the early mornings. Or the graveyard shift.
Men with Pens‘James Chartrand put it like this: “Most freelancers exhaust themselves by
trying to work through hours when they aren’t productive. Don’t do this. You’ll either wind up
mentally exhausted or you’ll distract yourself with procrastination. If you do the former, you’ll
be too tired to work at your best times. If you do the latter, you’re liable to go right through
your most productive hours without even noticing you’re ready to go again.”
You’re no longer required to work 9-5. But you are required to get your work done. So
schedule your work for the hours you’re most productive.

2. Set aside time to communicate with clients. In “E is for E-mail” I shared a
few tips on how to avoid going into e-mail overload without losing clients. However, I’d like to
offer an additional suggestion: Only answer e-mails during your “e-mail answering” hours.
Give yourself a dedicated slot of time where you answer any client e-mails you get. After
those hours are up–stop replying until the next day. And, if you can, let your clients know your
availability. (My returning clients know that Mondays are my “crazy days” and it’s best to
schedule appointments with me Tuesday onward).
The same goes for Skype and phone calls.
Copywriter Robert Bly suggests, “Make sure [your] business [phone] is always covered by
voice mail or an answering machine when you’re away from your desk… At night, when
you’re done working, let the voice mail or machine pick up the business line.”
If you don’t set boundaries/time limits for these activities, you could easily get so wrapped up
in the back-and-forth that you don’t actually do the work. Communication is a wonderful
thing, but not at the cost of productivity.

3. Prepare to be flexible. In regard to the above… Your best action times might not
be your best client times. So be prepared to work in chunks. A chunk of the day for
communicating with/nabbing clients. A chunk of the day (during your best action hours) for
working.
Setting your own work hours will be meaningless if you don’t have anyone to work for. So get
to know your audience–When are they most active? How do they prefer to contact you?
How does their schedule line up with yours?–and learn to adapt.

4. Be realistic. There are only so many hours in a day. Be honest with yourself about how
many of those hours you’ll need to complete each project. Do NOT overbook yourself!

30

5. Let others know when you’re working. Tell your friends and family when your
work hours are. Be polite, yet firm. You’re a business now and you have to treat yourself as
such. They wouldn’t pop over for a social visit if you were working at a 9-5 job, right? The
same respect should be applied to your freelance schedule as well.
Of course, you might find yourself getting very lonely. Freelance writers often experience a
great deal of isolation due to unsociable hours and a need for “alone time.” That’s why you
need to…

6. Take breaks. You’re obviously going to need to take breaks to eat (your brain won’t
work without fuel), but you’ll need to set aside a little time for fun/relaxation as well.
According to Diana Gunn, “For writers, overworking is a serious danger, and it’s easy to
isolate yourself when working on freelance projects. To keep balance, set aside a break in
the middle of your workday and a couple hours after each work day. Setting aside
recreation time helps prevent burnout and makes room for inevitable unexpected social
calls.” Word, Diana.

7. Remember to stop. At some point your work hours have to come to an end. You
have your little breaks throughout the day (or night), sure. But there comes a time where you
have to be done for the day. When you decide, “Okay. This day is over. Everything else can
wait until tomorrow.”
And this is the area that I struggle with.
I enjoy my work. Perhaps too much. And when I get really excited about a project (like this
one!), my hours start getting longer and longer. “Just one more paragraph and then I’ll stop
for the day,” I’ll say. And then, several pages later, I’ll say it again. And then again.
Before I know it, I’m getting 2 hours of sleep per night and wondering what the heck
happened.
You can’t work 24/7. Trust me.
If this happens to you, you’ll have to take a little time to reset yourself. I find that taking a
solid day to myself to catch up on sleep works wonders. From there, I set alarms for a week or
two until I’m back on track.
When do you want your work day to end? Choose a time and stick to it.
When that time comes, you’re done for the day. No “one more paragraph.”
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You’re done.
Unless someone’s paying you handsomely to make it worth your while.
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I is for Interviews
How to Snag One!
How do you snag an interview?
Short answer: Ask!
No, really. It’s usually that simple. Most people love to be interviewed! All you have to do is
ask them.
But there are a few more things you’ll need to keep in mind when snagging (and then
conducting!) an interview. So here’s the longer answer:


Be nice. Even though most people love to be interviewed, no one wants to be
interviewed by a jerk. (“Be nice” is good advice outside of interviews as well!).



Tell them it won’t take much of their time. When you hear the word
“interview,” do you automatically think of an hour-long TV special? Or maybe a grueling
job interview? A lot of people do! But the truth is, most “normal” interviews take 15
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minutes or less. Let your potential interviewee know this. Especially when you’re
interviewing someone ultra busy without a lot of time on their hands. (Which is, let’s face
it, everyone).


Let them know they’re important. Because they are! And because they’ll put
more effort into it if they know it matters.



Let the interviewee choose the date and time of the interview,
but… make sure it’s well in advance of your deadline. And let them know you’re
writing down the date/time they’ve chosen so they understand it’s a firm deadline. (This
is mainly for phone/in-person interviews. E-mail interviews aren’t as strict, but we’ll get
into that further down).



Know who you’re speaking with ahead of time. This should be a nobrainer.



Know what they do. Sometimes you know who you’re going to be speaking with,
but you don’t know what they do. I had an incident like this back in 2006 when I was
honored with a chance to speak with Daniel Clowes for a reporting gig I had at the
time. I had a general idea of who he was and what he did, but I knew I risked rehashing
old news and asking stupid questions if I didn’t study up on him. So I read every piece I
could find on him and even bought/read some of his comics! Familiarize yourself with
your subject. This will allow you to…



Write down some questions ahead of time. You’ll think of more questions
as you go along, but you’ll want to have a few “starter” questions to get things rolling.
Don’t walk into an interview and say “Oh, um, hold on a second while I think of
something to ask you.” Ugh.



Show an interest in them and what they’re doing. Think you’re going to
get a good interview out of someone when you’ve got your chin on your palm and
your eyes half-closed (“Yaaaaaawn…yeah…uh-huh…that’s nice…”)? NO WAY! You
get what you give. Be friendly and open. No one wants an indifferent (or angry!)
interviewee.



Warm them up. Don’t just jump in. It’s the equivalent of going to class and having
the teacher yell out “POP QUIZ!” Yuck! That won’t make anyone happy. And it’ll make
for a stiff interview. Take a little time to engage in some friendly banter before grilling
them with questions.
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The 3 Methods to Conduct Interviews
There are three major methods to conduct interviews:
1. In person.
2. Over the phone.
3. Via e-mail.
And they’re nearly indistinguishable!
Here’s an interview I did in person, one I did over the phone, and one I did via e-mail. I’ve
even conducted an interview using instant messages!
Would you have known which was which if I hadn’t told you? Probably not!
Here are my thoughts on each method:

Conducting interviews in person:
This is probably the most glamorous method. And often the most fun/exciting. However, it’s
also the most difficult. Not only is it harder to set up an in-person interview, it’s also harder to
get the interviewee talking comfortably once you do meet up with them.
Of course, when things go well, this is the most rewarding method. There’s nothing quite like
feeling the chemistry of an in-person interview–being able to ask questions on-the-spot
and seeing an interviewee’s reactions in addition to hearing their answers.
Note: If you decide to use a recorder, don’t depend solely on your device. Jot down notes
as well. I was recently interviewed by a student reporter who insisted that she didn’t need to
take notes…and I ended up being misquoted numerous times throughout her article.
At the very least, write down the most important pieces of information (the spellings for
names & products, for instance). And, of course, the best way to contact the interviewee
should you need to ask follow-up questions.

Conducting interviews by phone:
These tend to take less time, which is nice. It’s also much easier to take notes. And the
interviewee tends to be less nervous. It also saves money to do an interview over the phone
(gas for you and hourly billing for them)!
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Personally, even with the benefits listed above, this is my least favorite method of conducting
interviews. It depends almost solely on technology. Your phone might drop the call, the
interviewee’s phone might be crackling, and/or they’ll speak too quickly for you to take
proper notes because they can’t physically see what you’re up to.
Note: There are ways to record phone conversations, which can be helpful; though many of
these devices/programs are more expensive than they’re worth if you’re not going to use
them often enough to justify the cost. Only invest in a phone recording device/program if
you’re conducting interviews on a regular basis.
And, of course, you’ll need to tell your interviewee that you’re using a recorder–just as you
would in person. It’s illegal not to. Of course, in telling them, they may stiffen up. Recording
devices have that effect on people.

Conducting an interview via e-mail:
This isn’t as fun or exciting as the first two methods, but it’s also my favorite. For one thing, you
don’t have to worry that you’ve written down or recorded a quote correctly–it’s right there in
the source’s own writing!
As Linda Formachelli puts it, “E-mail works well because the source can think about the
questions and answer them at her convenience–even at 3am while you’re sleeping! Can’t
do that with a phone interview.”
E-mail interviews are perfect for times when your interviewee is in a completely different
timezone!
On the downside, you don’t get the opportunity to engage in some of the spur-of-themoment questions that come to you only during a “live” interview. (But if you’re using a
“questionnaire” format like my own interview series or if you’re only looking for a few source
quotes, this is still the best option, in my opinion.).
Note: For a news piece, you’ll have to state that you conducted the interview via e-mail.
Which can sound a little strange. Example: “I’m truly beginning to question Quillson’s love of
noodles,” said Sean Nobody in an e-mail interview. (See what I mean?)

Why Conduct Interviews at All?
Interviews aren’t just for showcasing talent–they’re also for gathering info.
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If you’re a writer, you’ll need to interview sources for articles. And press releases. And a
number of other things.
No matter what field of writing you go into, brushing up on your interview skills is a good idea.
No one succeeds in a vacuum.
Get out there and talk to people!
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J is for Jackhammer: Driving
Your Point Home
The King of Hearts in Alice’s Adventures in Wonderland might not have had the best taste in
women, but he did utter one of my favorite quotes of all time: “Begin at the beginning and
go till you come to the end: Then stop.”
That is probably the best story-telling–nay, writing–advice of all time.
Want to hear that same advice from someone non-fictional?
How about Copyblogger‘s Beth Hayden? “Online content does not need to be lengthy in
order to be substantial. Stop writing once you’ve fully communicated your point—don’t
keep writing for the sake of getting to some prescribed word count.”
Or how about Be a Freelance Blogger‘s Sophie Lizard? “There’s little worse than a longwinded blog post that winds around several topics without ever settling on a direction.
Decide on your objective for each post before you write, then target every word to achieve
that objective.”
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And here it is again from yours truly: Don’t worry about writing a long blog post–worry about
writing a good blog post.

3 Steps to Becoming a Writing
Jackhammer
1. Know who you’re writing for. Know who your audience is. If you don’t have an
audience in mind, chances are you’re writing a vanity post (something written for you).

2. Know how you want your readers to gain. How do you want your readers to
feel? What should they be learning? What is the ultimate point of what you’re writing?

3. Have a point. In order to make your point, you need to actually have one.
And always remember, when it’s done…it’s done.
Note: Check out the links I provided for more on this topic!
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K is for Karma
I know that Karma is actually very complex, but for the sake of this article, I’m going to boil it
down to something simpler: What goes around, comes around.
Come on. Give me a break. Do you know how hard it was to come up with a theme for the letter “K?”

The 3 “Karmic” Rules Freelance Writers
Need to Follow:
1. Don’t be a snob.
When I was first getting started as a freelancer, I reached out to someone on LinkedIn I
wanted to connect with–someone I’d known for a while, in fact. She made it quite clear that
I was beneath her and not worthy of adding as a connection.
Or, in her words, “I only want to connect with people who have made something of
themselves.”
A year later she reached out to me to connect (well, well, well…). I guess I’d finally
“established” myself in her eyes. And while I did end up accepting her request in the end,
she’d already cemented herself in my mind as–ahem–a bit of a b-word.
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Don’t be a snob!
There are only a few reasons to not make connections with people:


They’re doing something illegal. If someone is wrapped up in shady dealings,
it’s best to stay away.



You don’t understand what they’re doing. For me, this is usually a
language barrier. I’ll sometimes get e-mails or connection requests that aren’t in English
(or are in such terribly-written English I can’t figure out what they’re saying). Make an
attempt to understand what the person is saying. If you still can’t, go ahead and pass.



They aren’t real. Spam bots aren’t your friends. Don’t bother networking with
imaginary people or robots.

People who don’t seem like much now, may be in a position of power later. That lowly guest
contributor may end up being your dream magazine’s next head editor. Or they may end
up referring your next big client to you! You never know.
DON’T BURN BRIDGES!
You don’t have to become best friends with every person who crosses your path, but it pays
to be polite. And, when it comes down to it, you really aren’t “above” others.

2. Wear a White Hat.
As a freelancer, it’ll be up to you to market yourself. Most likely, you’ll be creating a website
for yourself.
Use good web practices.
When Google came out with their Panda & Penguin algorithm updates last year, a lot of
Black Hat marketers felt the stinging sensation of Karma kicking them square in the rear.
Those who bought links, engaged in spam marketing, or used other skeevy techniques to get
their sites ranked were punished.
Focus on creating great content and you’ll get there. Just be patient. Good web practices
are (eventually) rewarded.
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3. Always do your best work. Always.
The dry cleaners in our town had a C.S. Lewis quote up on their sign board for a while… It
went like this, “Integrity is doing the right thing, even when no one is watching.”
To put that in freelance writer terms: Write your best, even when “no one” is reading.
Even when you’re getting paid too little.
Even when you’re not getting paid at all!
There is no excuse to not give a writing assignment your all. Every time.
Or, as Linda Formichelli put it, “No matter how much you’re being paid, if you accept an
assignment, your editor–rightly–expects your very best.
Your job is to only accept gigs where you know it will be worth your time to do your best
work. So if taking on a low-paying assignment means you’re tempted to cut corners, then
you shouldn’t do articles at that rate.”
Even if you end up writing for a smaller company or a “no name” blog, give it your all. As
with Rule #1 on this list, you never know where that piece might get you. You never know
who might end up reading what you’ve written.
Plus, you agreed to do something.
So DO IT.
Karma might reward you with an amazing testimonial.
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L is for Layman’s Terms: Writing
in a Language Your Audience
Understands
Layman’s Terms. Writing (or speaking) that is “phrased simply, without jargon.”
We already know that getting to the point is important. But getting to the point in a way that
your readers understand is even more important.
In the words of George Orwell, “Never use a long word where a short word will do” and
“Never use a foreign phrase, a scientific word, or a jargon word if you can think of an
everyday English equivalent.”
Don’t break out every $10 word you know to impress your readers. You aren’t impressing
anyone. At best, you’ll come off as a snob and, at worst, your readers will resent you for
making them feel stupid.
As a child, when you came across a word that you didn’t understand, what did you do? You
skipped over it, right?
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We’re all children at heart.
Adult readers skip over large words too.
Being authentic is much more important than being impressive.
Avoid jargon.
Just because you understand something doesn’t mean everyone does. As Orwell stated, if
there’s a more well-known way to say something–write it that way.
“Nobody gossips with a company. Nobody connects with a robot. Nobody bonds with a
corporation.”
Write the way you speak.
Better yet?
Write the way your readers speak.
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M is for Meaning:
Why You Write
At some point in your freelance writing career, you will consider quitting.
Maybe the “famine” part of the Feast or Famine Cycle hit you overly hard and you’re not
making enough money…
Maybe you’re ill and physically feel like you can’t go on…
Maybe you’ve had a string of clients who treat you cruelly…
Maybe you have no clients at all…
Or maybe you’ve been doing the same job–the job you swore you’d always, always love–for
way too long. You’re burned out.
It’s natural to feel like quitting when the odds are stacked against you.
But that’s when you most need to tap into your true purpose–why you do what you do.
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Finding Meaning in Your Writing
Why did you become a freelance writer? (Or why do you want to become one?)
Is it because writing enriches your life?
Because you love it and can’t imagine doing anything else?
Because you see writing as the most fulfilling gateway to your life’s Ultimate Purpose?
Because making a living through writing is not only your dream–but the means to
achieving all of your dreams?
Those are my reasons. What are yours?
Be honest. Look deep within yourself.
When you feel like quitting–when perseverance feels like a pointless effort–you have to
search for something deeper. Making money isn’t enough. Technically, you can make
money working at any job (that’s what makes it a job).
Why do you write?

Is Finding Your Purpose Really That
Important?
Yes. Yes, it is.
In 2012 I met Janine Ogg & Jo Foster of Love Your Small Business. Janine and Jo are two
women dedicated to helping others find their greater purpose–and then helping them to
apply that purpose to their small businesses.
I discovered J&J at a time when I was questioning my purpose. When I was looking for
Meaning in my writing career.
In their book, Work Less, Earn More, Make a Difference, Jo and Janine share exactly WHY
tapping into your greater purpose–why finding Meaning in your work–is so gosh-darned
important:
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“A clear sense of purpose gives you the drive and determination you need to knuckle down &
make the most of all the great tools and opportunities available to you. The drive and
determination you need to do the work.
When you act in accordance with your true calling or life’s purpose, you will persist until you
succeed. You will overcome obstacles again and again. You will never give up because you
passionately believe in what you are doing. When you create this mindset and level of
commitment for yourself, you cannot fail.
A clear purpose gives you a sense of clarity and direction that will accelerate your progress
massively. You will get to where you want to be much faster.
Without a clear sense of Purpose and an answer to the Why? of what you do, you are more
likely to find yourself 2, 10 or even 20 years into your journey wondering where you went
off track and why you have never quite managed to build a business that gives you that
sense of peace, happiness and fulfillment you dreamt of.“
Word.
When the times get tough–when you feel like quitting–you’ll need to prioritize more. You’ll
need to ask yourself if writing is still your top priority.
Does it still enrich your life? Do you still enjoy it?
Can you find Meaning in your writing?
Is writing your Meaning?
If not, then maybe freelance writing isn’t for you.
And that’s okay.
But you’ll need to ask yourself some tough questions to know for sure.
Get askin’.
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N is for No
Here are 17 syllables to sum up this post:
No, no, no, no, no.
Never. No way. No, thank you.
Get used to the sound.
That’s right. A haiku about saying “no.” (Pretty awesome, right?)
As a freelance writer, the word “no” can be the hardest word we ever say–or write!–to our
potential clients. But you must get used to it. The word “no” isn’t your enemy. In fact, it can
be your very best friend.
The truth is, you can’t please everyone. But you can at least please yourself most of the time.
And a big part of this is learning how to set boundaries. Turning down so-called
“opportunities” that would ultimately make you miserable.
Drumroll, please…
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7 Great Reasons to Say “No.”
1. You can’t do the work.
Don’t be ashamed. You have a specific skill set–and that’s a good thing. Those are the skills
you’re offering as your services. If someone asks you to do something outside of your skill set–
something you know you couldn’t complete with excellence should you accept the gig–
then it’s best to turn the work down.
It is so much better to say “No, thank you. I’m sorry, but I don’t know how to do that.” and let
the client find someone else who can do the job (integrity move!) than to accept the gig
and do a crappy job with it (a waste of everyone’s time!).

2. You don’t want to do the work.
Sometimes a project just doesn’t strike your fancy. If you know you’re going to be bored to
tears…bored to the point that you’ll do a horrible job because you’ll be resenting the project
the entire time you’re working on it…then you should say “no.”

3. The client won’t sign your contract.
I’ve said it before and I’ll say it again (and again and again and again!): NEVER work without
a contract. If a client doesn’t want to sign your contract, you don’t want to work for them.
Say “no” to clients who say “no” to signing contracts.

4. The client asks for something outside of your contract.
This one has a catch to it… If the client is willing to pay you for the extra work: Do it. If not?
Don’t do it. It’s really that simple. Any services you provide deserve to be paid for.
Dana Sitar recently addressed this topic by saying, “Your clients know when they’re asking
for work outside of your contract, or tacking on extra requests that will cost you more time, or
being nit-picky with edits or details. But they ask anyway, because they need it.
They decide it’s not their priority to stay within the bounds of your skills, desires, and offers.
That means you have to play referee and call them when they cross the line.”
You two agreed to a set contract for a reason. Don’t render your contract meaningless by
tacking on unpaid additional tasks. If the client wants something extra, they’ll need to pay
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for it–and you’ll need to draw up a new contract!

5. The client wants you to do something illegal.
This is a no-brainer “no,” but I don’t want you to be caught off guard if you should get
approached with a shifty deal. And you probably will. At least once. (My favorite was the
person who wanted me to help them defraud their investors. Haha. NOPE!! Pass.).

6. The client can’t afford you.
Repeat after me: This is their problem, not yours. It is not your fault that this particular person
cannot afford your services. You’re a business. You’re offering a service. Just like a doctor or
a lawyer or a mechanic or a chef.
Your potential client wouldn’t walk into a restaurant and say, “I can’t afford this ravioli. How
about you lower your menu prices for me?” They’d be laughed out of the room! And can
you imagine them pulling that stunt on a lawyer? Heck no. So why should you have to take
that kind of crap?
You shouldn’t.
You’re not running a charity, you’re running a business. It’s not your job to be nice–it’s your
job to write.

7. You already said “yes” to too many other people.
You know how much work you can reasonably take on. You know better than to overbook
yourself and end up missing important deadlines.
If you’ve already said “yes” to your full allotment of clients for the week, it’s best to turn away
the newcomers.
Be honest. Tell them that you’re fully booked. And that you’d love to work with them if
they’re willing to wait.
Saying “no” doesn’t always mean you’ve lost the client. Many times, they’ll be willing to wait.
And, when they’re not, you can keep them on file and contact them later. I recently had a
man approach me when I was fully-booked and I had to turn him down. I wrote to him after I
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was free to ask if he still needed someone to do the work. He said that the position had been
filled…but came to me a month later with a different project.
Saying “no” isn’t the end of the world. Or even the end of your opportunities.
Be professional. Be polite.
Be ready to say “yes” to success!
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O is for Organization
Organization is important.
Very important.
To be a successful freelancer, you’ll need to:
1. Organize your time.
2. Organize your office/work space.
3. Organize your files.
Organizing your time (planning your work days/nights) will allow you to meet deadlines more
efficiently.
Organizing your office/work space will ensure that you don’t go insane attempting to run a
business in filth. (Successful businesses generally aren’t run from within a pile of clutter).
Organizing your files will enable you to easily keep track of clients, tax information, articles,
blog posts, guest posts, interviews, and any other work you do–and have ever done.
See what I mean? VERY important!
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Now, I can’t tell you exactly how to organize your business. (Organization takes on different
forms for everyone). But I can show you what I do. Hopefully it’ll be helpful!
Without further ado…

A Day in the Life: How Lauren Tharp Stays
Organized
Office/Work Space Organization…
Here’s a photo of my office:

As you can see, my office is small and tidy. Most of the time, those pens are inside my desk.
And the pieces of paper on the desk and the printer aren’t there. The picture above? That’s
a MESSY day for me.
I keep my office/work space very organized. It’s pretty much just a matter of putting things
away immediately after I use them.
The way I organize my time is a bit more complex.
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Time Management…
How I Spend the Year:

Each January, I lay out my goals for the entire year on my large bulletin board. This board
includes:





My overall business plan for the year.
My yearly expenses. (Mainly, the bills that come only once a year–like renewing Sucuri
or my website’s domain name).
My top ten traffic sources from the year before.
The blog posts I intend to write that year.

I also put some fun trinkets on this board. Things that inspire me, or motivate me to keep
going, even when times are tough.
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How I Spend the Month:

Each month I write down my main goals for the overall month. It ends up looking something
like this:


In the upper left corner, I write down any interviews I need to conduct. (Usually for my
“People I Know” series).



In the middle left, I write down any guest posts I’m writing, or interviews where I’m the
interviewee.



The bottom left is the corner where Ramiro doodles. (In the month above, he drew
himself, Robert the cat, and me asleep).



The main part of the board is where I write my overall goals for the month. Most of the
goals are project-related, but I also try to remind myself to have fun. Because I’m not
the best at remembering to relax–I have to remind myself.



In the remaining space, I remind myself when my next newsletter goes out.
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How I Spend My Days:

I’m a big fan of using a dayplanner. Can’t beat the classics!
My dayplanner is organized a bit like this:


The top slot is the most important task of the day. (Or the one I’m most afraid I’ll forget.
Depends on my mood).



The left half of the planner is for business-related activities: Articles that need to be
written, networking that needs to be done, invoices that need to be sent out, and so
on.



The right half is for personal tasks: Chores that need to be done, errands that need to be
run, food that needs to be eaten, and whatever else needs to get done that day that
I’m afraid I’ll forget if I don’t write it down. (Yes, sometimes I get so wrapped up in my
work that I forget to do things like take out the trash or, um, eat).

And then there are the things that I want to do–that have a deadline–that don’t
really need to be done.
Or the stuff that just doesn’t fit anywhere else.
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Random/Temporary Things I Spend My Time On:

These are just random notes I stick up on the wall in front of me. Like upcoming writing
contests.

File Organization…
On the Desktop.
Here’s what my computer desktop looks like:

Like my office desk, my computer desktop is very tidy.
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Pretty much everything is contained in my “BUSINESS” folder.
When I’m working on a particular project, I temporarily remove that project’s folder from the
ultimate “BUSINESS” folder and keep it on the desktop for easy access until the project is
completed.

Inside the BUSINESS Folder:

Inside my main “BUSINESS” folder, I have everything having to do with my business saved…


Author Website = Stuff for LaurenTharp.net – My YA author website.



Blog Posts = Every blog post I’ve ever written for LittleZotz Writing. Guest posts I’ve written
for other websites. Interviews I’ve conducted and given. (Each of those categories has
its own folder within the overall folder!)



Books I Wrote = Pretty self-explanatory, I think.



Clients = You’ll see more of this one below.



Newsletters = Newsletters I’ve written for LittleZotz Writing, newsletters I’ve written for
LaurenTharp.net, and any templates I’ve made for said newsletters.



ReviewHat = Everything having to do with ReviewHat.com – Articles written by me,
articles written by the other reviewers, pictures, whatever.



Taxes 2013 = Again. Self-explanatory.

58



Website Stuff = All my back-up files and whatnot for littlezotz.com (where you are right
now!).



Stuff that I use often that didn’t fit into a particular folder = Promo pictures of yours truly &
my writing contract. Stuff like that.

Inside the Clients Folder:

Okay… You can’t really see much. I have to respect my clients’ privacy. So anyone who
hasn’t given me the “okay” to state publicly that I’ve worked for them had to be censored. I
was actually going to show a larger photo, but I realized that most of it was blacked out, so I
cropped it. (Sorry!).
Most of my work is ghostwriting and a big part of that is, er, not saying who I’ve worked for.
The main thing to take note of is this: EVERY client I’ve ever had–even if I’ve only done one
project for them–gets their own folder.
This is a technique that I highly recommend.
You never know when a former client is going to call you up and ask for you to resend some
work you did for them a long time ago. Or when you’ll have to pull out an old contract to
see what the terms really were. Or when you’ll need to gather up some portfolio pieces of
your best work to impress your next big client.
Plus, it’s just nice to have everything in its proper place. It’s never any fun scrambling through
thousands of documents trying to find exactly what you were looking for.
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Real Life Folders:

In addition to the files I have on my computer, I also print out hard copies and keep them in
my file cabinet.
I don’t print out everything at this stage (though someday I’d like to), but I try to at LEAST print
out the contracts I’ve drawn up with each client.
And, just like on my computer, each of my clients has their own file in my “real life” file
cabinet as well. (Which is why, for privacy reasons, I can only show you the tiniest peek
inside).
I also keep hard copies of all of my tax information in there as well.

Get Yourself Organized!
Like I said at the beginning of this post: I can’t tell you exactly how to organize your business.
This is what I do. And it works for me.
Find out what works for you!
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P is for Promo
It’s the 16th chapter, and I think it’s time for a confession…
This book was originally written to promote a now defunct project.
You see, I was approached by a copyeditor named Kris Emery (the woman in the green
dress in the illustration above) to teach an online class with her. And we thought it would be
fun to write alphabet-themed blog posts as part of our marketing campaign. Her ABCs were
aimed toward would-be editors.
And, you know what?
Our alphabets worked beautifully!
It was a—if you don’t mind me saying so—brilliant marketing technique.
Mainly because it followed the #1 rule of great promos:

It wasn’t self-indulgent.
Everything we produced was useful to our target market/audience.
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The fact that our ABCs were subtly promoting our upcoming class was an afterthought.
Something that I’ve proven here—where all references to what we were promoting have
been completely removed.
Great marketing is always about the audience.
If you don’t connect with your audience, if you don’t make your marketing a valuable
experience for them, they’re not going to care about your product. (Just like what I was
talking about in the “Layman’s Terms” chapter).

6 Other Promotional Techniques That Kick Butt
I’ve already talked about how great blogging is for promoting your work. However, there are
a few other techniques that I’ve used personally that work wonders for getting the word out
about how awesome you are…
1.

Press Releases. These babies are a classic for a reason. Don’t know how to
write one? Don’t worry. I’ve got you covered.

2.

Guest Posting. Just like blogging, but on other people’s blogs. Bonus: Guest
posts are great for building clips! (And they pay!).

3.

Social Media. Twitter, Facebook, Google+, LinkedIn, Tumblr, Pinterest… The
list goes on and on. The new world of social media outlets is one with an
abundance of opportunities. Just remember the #1 rule of great promotion:
Don’t be self-indulgent! It’s called “social” media for a reason—Don’t make it all
about you. Strike up a conversation!

4.

Public Speaking. Yes, you’re a writer, but knowing how to speak well will
serve you well. (Remember “I is for Interviews?” Public speaking can take on
many forms. When my first young adult fiction novel was published, I went on a
book tour—speaking in-person to 1000+ local teens. Speaking on the radio or on
podcasts is a great way to get your message “out there” as well!

5.

Leaving Comments on Blogs & Forums. This one is a fine line. It’s alltoo-easy to venture into “spammer” territory if you’re not careful. Remember the
#1 rule? DON’T BE SELF-INDULGENT! If you remember that, you should be fine.
Your comments will get you noticed, but make sure it’s because you’ve said
something that actually contributes to the conversation—not because you’re a
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no-good spammer.
6.

Answering Questions. Whether you answer questions in forums, in person,
in videos, or in e-mails… Giving someone the answer they’ve been looking for is
not only a nice thing to do, it also shows you know what the heck you’re talking
about!

Handling a PR Disaster
Every once in a while, something will go horribly wrong with your marketing.
The class I had been promoting for months?
It fell through. Without warning. It was there. And then… it wasn’t.
I suddenly found myself running a scholarship contest for a class that no longer existed!
It was terrifying.
But I got through it. Here’s how:


Don’t panic. If something goes wrong… take a deep breath. Everything will be
okay.



Act quickly. Take care of things as quickly as possible. The longer you wait, the
more time things will have to spiral quickly out of control.



Be honest. Admit your mistake(s).



Be professional. No name calling! If something goes terribly wrong, you’ll likely be
angry. Keep a lid on it. Professionalism—always.



Be gracious. Apologize to anyone you disappointed/offended. Thank anyone
who helped you along the way.

Making a mistake isn’t the end of the world. Having one thing go wrong won’t ruin your
career. In fact, how you handle things under pressure—how you present yourself in the face
of a PR disaster—may actually help you in the long run.
When a door closes, you can stand around like a dummy waiting for it to reopen… Or you
can take a chainsaw to the wall and create a new door. Up to you.
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Q is for Querying
Querying (or pitching) is extremely important for writers who want to get into magazines,
news writing, or blogging. And, really, what writer wouldn’t? All of those markets are
incomparably awesome.
Your query letter–your pitch, your letter of introduction–is your foot in the door of Article
Writing’s well-guarded fortress.
It’s your way to break in.

The 6 Components of a Query Letter:
A well-formed query letter includes the following components:

1. It Follows the Magazine’s/Newspaper’s/Blog’s Guidelines. Nothing
annoys editors more quickly than writers who don’t know how to follow basic instructions.
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And if you show you’re incapable of following directions before you’ve even gotten the job–
yeeeeeesh.
Every publication has their own set of guidelines when it comes to querying. Some want a
quick introduction but no pitch. Some (most) want a full-on query (introduction + pitch).
While still others will want you to send over your completed article and forgo the pitch
entirely.
Follow the guidelines!

2. It’s Addressed Correctly. Your query letter needs to be sent to the correct
department. For blogs, you’ll generally be sending your query to the head editor/owner of
the site. For magazines & newspapers, you’ll need to double-check which editor you need
to connect with. Larger magazines & news outlets have different editorial departments for
each section: Fashion, lifestyle, opinion, sports, entertainment, business, whatever. Make sure
you address your query to the right department.
And make sure you address the editor by name.
Finding out who’s in charge isn’t that hard. Do a little digging. Adding that personal touch is
well worth the effort. No more “To Whom It May Concern” salutations.

3. It Shows Your Personality. In a recent Morning Motivation, Linda Formichelli
said, “In their zeal to sound professional (and their fear of sounding like a newbie), many
writers come off as boring and stilted instead.”
Too true!
Instead of trying to come off as “impressive”–be authentic. Be you.
That said, don’t overcompensate and go too far in the opposite direction (“YO, DAWG!”).
This is a professional query to a professional business, not an e-mail to your BFF. Pay attention
to your spelling & grammar. Your query is often the editor’s first impression of your writing as a
whole: Show you’re competent.

4. It Shares Why You’re the Best Writer for the Job. There are a gazillion writers
out there all vying for the same spots. Why are YOU the best writer for this particular article?
Don’t be afraid to strut your stuff.
As Linda Formichelli said in the same Morning Motivation article I mentioned above, “If you
won an award, have written for other magazines, have personal or professional experience
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in the topic, or have access to a hard-to-get source—sing it, baby!”

5. It Keeps Your “But” Out of It! Writers tend to be a humble bunch. Related to #4,
it’s all too easy to undo our well-earned boasting with a big ol’ “BUT…”
“I’d be perfect for this assignment, BUT this is my first time writing for a magazine.”
“I have an intimate knowledge of dog grooming, BUT I’ve never actually seen a dog in real
life.”
“I’ve won several writing awards, BUT I probably didn’t deserve them.”
You wouldn’t show your bare butt to an editor. Don’t show them your “but” either.
Keep negative talk about yourself out of your pitch.

6. It Makes It Easy for the Editor to Visualize. By providing potential titles (“How
to Blog in 10 Easy Steps,” “Lit Erotica Finds New Home on E-Readers,” “Print On Demand in
Demand: The Future of Paperbacks”) and giving a bullet-pointed outline for your intended
article will help the editor truly visualize your article in their publication–with you in the writer’s
seat.
The easier you make it for the editor to picture your article as a REAL piece of writing, the
more likely it is that they’ll let you actually write it.
Don’t be afraid to whip out statistics, quotes, suggestions for sidebars, potential interviewees,
and whatever else you feel would make your article a great read. Show the editor that the
article you’re pitching is relevant, legitimate, and fits with their publication’s established style.
Good luck out there!
BONUS!! – Sophie Lizard just released the newest edition of her Ultimate List of Better-Paid
Blogging Gigs. There are over 50 markets to choose from. *hint hint* Get querying!

66

R is for Research
Research and writing go hand-in-hand.
When you’re a freelance writer–rather than an employee–the need to research becomes
even greater.
Traditionally employed writers tend to focus on researching their news/article sources: Their
statistics, quotes, images, and other facts all need to be checked and re-checked.
Freelance writers have THREE forms of research they need to perform:
1. Writing Research
2. Client Research
3. Self Research.
If you’re a writer, I’m going to assume you already know how to do #1. So I’m going to focus
on #2 and #3.
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Client Research
I’m not talking about the research you do when you seek out clients on your own. I’m talking
about the research you’ll need to perform when a client comes to you.
When a potential client comes a-knockin’ on your door, you’ll need to do a quick
assessment–a background check, if you will–to make sure they’re not a shyster out to con
you.
As a naive beginner I was suckered a couple of times. Had I done more thorough research, I
would have turned down those so-called “opportunities” from the get-go.
You won’t be able to avoid getting the occasional crummy client, but if someone is REALLY
bad, their terrible reputation will shine through. Scam artists, pyramid schemers, non-payers,
and general ne’er do wells almost always come into the light once they’ve crossed enough
people who are willing to speak out.
Research helps protect you from getting wrapped up in shady dealings.
But, even if the client is a good person–someone you really want to do business with–you’ll
still need to do your research.
Ask questions!
I once wrote that “One of the earmarks of a pro is they ask a lot of questions.” But I didn’t
share what kind of questions.
You’ll need to ask…

Easy Questions:








When do you need this by?
How many words/pages do you need?
Do you need me to go into the backend of your website to upload this article, or will
you be doing that yourself?
What’s the best way to contact you?
Will I have a by-line or is this a ghostwriting assignment?
Do you have a budget set aside for this project?
Have you worked with a freelance writer before?

Harder Questions:


Why do you feel you need a freelance writer?
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What is your ultimate goal for this assignment?/What are their expectations? (Are they
trying to inject personality into an overly dry brand? Are they attempting to drive more
traffic to their website? Sell a product?)
How do you envision the final product?
How often will you need to be updated? (Every day? Every week? At the end of each
phase? When the project is completed?)
Who will own the intellectual rights to the finished product? (Can you use the finished
project as a portfolio piece, even if the rights ultimately belong to the client?)
What do you dislike–or like–about what you have now? (If they already have something
written).

Those questions are just examples. Adjust them as needed.

Self Research AKA Getting Feedback
I call this “Self Research” because you’re essentially researching yourself–your performance–
through client feedback. That’s right: The research process goes BOTH ways.
The most pressing reason to request client feedback is to prevent negative
reactions/criticism later on.
Simply asking your client what they think can not only prevent future problems, but give you
the chance to correct any that have already occurred.
What’s that? You want more reasons?
Okay. Here ya go:


Some clients/customers will simply disappear. Rather than tell
you why they’re leaving you or what’s wrong with your product/business/personality,
some people will just…go. That is, unless you give them an easy outlet to do otherwise.



Enhance!…or discontinue. When you gather feedback, you gain the ability to
correct what doesn’t work or–on a more positive note!–enhance what does. You’ll also
be able to get rid of old products that just aren’t cutting it anymore. Or create
wonderful new ones!



Get to know your target market. As copywriter extraordinaire Amy
Harrison once said, “Comments let you stay in tune with your target market. You can
test new ideas, find popular problems or questions to solve with products and attract
new customers.”
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It makes them feel important. And they most certainly are important! But think
about how you feel when a business makes you feel good about yourself. Makes you
want to stick around, huh? Yep. Improving relations: Just another reason gathering
feedback is awesome.

Being a freelancer is all about constantly trying to better yourself. You won’t be able to do
that from within a vacuum. Get an outsider’s perspective, always.
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S is for Security
…and Saving Your Work
Once you become your own business, you’re going to have to do whatever it takes to keep
that business secure.
Since freelance writers work primarily online these days, I’m going to chat about E-mail
Security and Website Security.

E-Mail Security
Most of us know not to send money to help out a Nigerian prince, or buy “enhancing” drugs
from an unknown source without a prescription, but spam has gotten trickier these days.
Many spam e-mails look very legitimate and try to gain access to your most private
information by posing as real companies such as PayPal or eBay. These spam mails/scams
are also known as “phishing” e-mails.
The Big Tip-Off: When an e-mail lands in your inbox asking (for “verification purposes”) for
you to fill out a form with your account name, password, address, card number, expiration
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date, and sometimes even your social security number… Alarm bells should go off in your
head! 99 times out of 100, this isn’t a real company: this is someone trying to steal your
identity. Oh, they’ll “verify” your credit card all right—by spending all your money!

Some Precautions:


Never give out your credit card info or social security number in an e-mail.



Never click on an unknown link.



If you suspect the e-mail could be legitimate, air on the side of caution
anyway. Instead of clicking on the link in the e-mail, go straight to the source. For
instance, if you get an e-mail from “PayPal” saying that your credit card needs
updating, don’t follow the link in the e-mail—take the time to type PayPal’s address into
your browser. Trust no one but yourself.



Don’t click reply. Sure, most spammers use fake e-mail addresses, but the ones who
don’t will take that reply (even if you’re complaining) as a signal that your e-mail
address is indeed “real” and that there’s not only a real person on the other side (you),
but that you’re reading their mail.

While you may be sad that you didn’t actually win that free vacation (or free iPad or PS4 or
whatever), you can’t get lots of money for no work (don’t I wish!), and there’s no quick fix to
repair your bad credit—you’d be a lot more sad if you took the bait and lost your identity.

Reducing Spam in Your Inbox
You may never elude spammers completely, but here are a few tried-and-true tips for
reducing their numbers:


Don’t give out your primary/personal e-mail address to just anybody. Be selective.



Create a second “junk” e-mail address. You can use this address for signing up for
online offers (make sure they’re legit), online forms, short-term correspondence, and
anything else you don’t want clogging your “real” e-mail’s inbox (an overabundance of
Facebook notices, perhaps?).



Don’t post your e-mail in a public place. If you post your e-mail address on a forum or
other public area online, you’re bound to attract a few spammers.



Turn them in! If you get a “phishing” e-mail (one of those e-mails that looks legitimate),
most major companies have a place to report these e-mails now. For instance, if you
can an e-mail from “eBay,” you can report it by forwarding it directly to eBay
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(spoof@eBay.com)
If you find a fake website that is trying to steal personal information, report it by emailing the
URL to phishing-report@us-cert.gov

Website Security
I’ve had my website hacked twice. It is absolutely devastating. The most recent one–from
last July–nearly killed my business entirely.
One day, you’re humming along just fine; the next day someone’s ripped your livelihood
right out from under you.

Don’t Take It Personally
Unfortunately, it’s pretty common for WordPress websites to get hacked.
Don’t get me wrong: I love WordPress. It’s fun, easy to use, and has nearly endless
possibilities! And it’s great for boosting the SEO (Search Engine Optimization) of your website.
In fact, the better SEO you have, the more likely you’ll get hacked. Many modern “hackers”
use bots to look for websites with fair-to-good SEO and launch their attack from there.
So…take it as a compliment!
It’s not personal.
When my website got hacked the first time, I kept bemoaning “Why meeeeeee?!” I thought
I’d done something to piss someone off. I kept wracking my brain trying to think what I could
have done or said to make someone hate me.
I was very confused.
I knew that it was impossible for everyone to like me, but I didn’t think I’d done anything that
would make someone hate me enough to want to ruin my life by taking away
my livelihood! But it still hurt to think that there might be.
Knowing that it was a faceless robot attacking me rather than a “real” person was
comforting (but no less irritating or detrimental to my business).
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5 Things That Can Help After You’ve Been Hacked:
1.

Don’t Panic! I know that’s going to be tough, especially if you depend on your
website for money–and you most likely will. But panicking will only make things worse.

2.

Backup Your Files. Backup your files (everything on your website!) often.

3.

Get Yourself a Real Theme. Yeah, I like free stuff too, but, truth is, the free

I was
immensely grateful that I was so consistent about backing up my files when I’d lost
everything. It allowed me to restore everything with relative ease. No starting from
scratch for this gal!

themes just aren’t as secure. I know, I know. It’s a bummer. But shelling out for a more
secure framework and theme to go with it is well worth it. I recommend StudioPress.
4.

Keep Using Common Sense! Just because “common sense security” can’t
protect you from every type of attack doesn’t mean you should stop using it! Keep
your passwords to yourself, always.

5.

Get Yourself Some Security Plug-ins. Make sure you protect your website
with trusted security plug-ins. Get a few of them. They each do different things, so
having more than one will protect you from more than one angle. It’s like when you
scan your computer for viruses, and then scan it again for malware & spyware.

Note: The e-book WP Pro Simple Security has some great recommendations for free security
plugins (and additional security tips); however, as soon as you can afford to, I HIGHLY
recommend investing in Sucuri (malware monitoring & clean-up).
Sucuri is amazing and pretty much saved my business single-handed after I was blacklisted
by Google due to last year’s pharma hack incident. Since then, my website has been
attacked a few times–but they’ve stopped the hackers in their tracks every time.

S is Also for… Saving Your Work!
Backup your files! Please.
I briefly mentioned the importance of backing-up your files in the section above, but it’s
worth reiterating.
In addition to backing-up the files on your website, back up the files on your computer in
general. In “O is for Organization” I described how I keep my business files–particularly my
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client files–organized. But I never rely solely on my laptop to save all of that information. And
neither should you.


Backup your files on external hard-drives (I have two!).



Backup your files as hard copies, just in case.



Save onto a cloud or have a program or plugin save things for you.

Once a week, set aside an hour or two and SAVE EVERYTHING. Spending one hour per week
backing-up your files is nothing compared to the years it took you to write everything you’re
saving.
Respect your work. Respect yourself.
Save.
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T is for Testimonials
…and Saying Thanks!
The 3 Elements of a Great Testimonial:
1. They’re Specific.
The best testimonials are the ones that say something specific about you, whether it’s about
your product (“sensational article writing!,” “writes terrific press releases!”) or about you as
your character pertains to your business (“Lauren is fast!” “Lauren goes above and beyond!”
“Lauren never skimps on the research when writing an article!”).
On my old website, I had this comment up in my Testimonials section:

“LOVE IT!!! Thank you very much… Highly recommended!”
Obviously that person was extremely happy with my work! But what work did I do for
him/her? To be honest, I can’t even remember myself. (And that Testimonial isn’t giving any
76

hints!). Because of this, I’ve removed it from my current Testimonials page.
I’m happy he/she was so happy, but there’s no reason to share it with you.

2. They’re Real.
It’s a huuuuuuuuuuuuuuuuuuuuuge “no-no” to have fake Testimonials on your website.
And, like most lies, they’ll be exposed for what they are sooner or later! Like I said at the top
of the page: If you do good work, people will say good things about you.
Just be patient. If your work is up-to-par, you’ll be getting good, real Testimonials in no time!

3. They Say GOOD Things.
This is probably the most obvious tip of all, but I have seen strange “Testimonials” on websites
before, so I thought I’d bring it up.
Thankfully, this hasn’t happened to me (Knock wood!), but if you get a comment along the
lines of “Your work was okay but it could have been better. I guess I got what I paid for.
Cheap rates…” then you should really reconsider using that comment as a
Testimonial! Sure, it praises your “cheap rates,” but the rest of it is actually, well, putting you
down. Why would you want to advertise that?
Testimonials are like the grown-up equivalent of grades. Just remember: A’s get a spot on
the fridge; C’s do not.

How to Get Testimonials
Many of your clients will provide a Testimonial automatically. However, if you feel you’ve
done an exceptional job for your client and they haven’t written up a Testimonial for you,
there’s something really simple you can do to help the process along: Ask them for one.
As the saying goes, “One good turn deserves another.”
If you did as good a job as you think you did, your client will probably jump at the chance to
say good things about you. Just remember that they’re people too. If they get busy and
forget, just give them a gentle nudge.
Pro Tip: Ask them EARLY.
77

If you wait to ask for a testimonial, you risk losing the “specific” factor.
The client will remember that you’re great, but they won’t remember exactly why. So make
sure you get to them while they’re still basking in the glow of your job well done. (Upon
delivery of the completed project, I usually say something like “If you like what I’ve done
here, I’d really appreciate a testimonial.”).

T is Also for…Saying Thanks!
If your clients or editors have been good to you…say thanks!
You know how wonderful & appreciated you felt when you got that killer testimonial? Guess
who else loves feeling wonderful & appreciated: Your clients.
Show them you care about more than their money.
Say “Thanks!”
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U is for Updating Your Skills
While you don’t necessarily need a formal/college education to succeed as a freelance
writer, you do need to continuously update your skills. You can never stop learning.
As a freelancer, it’s your responsibility to stay up-to-date and adapt with any changes to
your craft.

“Back in My Day…”
I had done a few odd writing jobs in my youth, but the first time I got legitimately paid by a
publication was in 2003.
My Aunt Carol bought me a copy of the Writer’s Market for that year and I used it to the best
of my abilities. I taught myself how to approach editors, how to write in the style they
required, and got myself published.

Ten Years Ago…


Queries were sent via snail mail. And you usually had to include a SASE (selfaddressed, stamped envelope) to get any sort of reply. A few editors could be emailed directly, but it wasn’t as common.
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Print publications were still the reigning king. Online writing was starting to
come into prevalence, but was considered a newfangled trend “to keep an eye on.” It
wasn’t a serious contender yet.



Blogging was used as a personal diary. It wasn’t for serious businesses. The
idea of a blog becoming a marketing tool was a truly ridiculous notion.



We were all still expected to double-space after a period. And the
Tab key was used much more often than the Enter key for new paragraphs.

And so on, and so on.
Now, can you imagine if I were running my business based on the knowledge I’d acquired
back in 2003?
This business is alive. It changes constantly.
It doesn’t pay to get stuck in your ways.

Continue Learning Any Way You Can
I’m fond of using quotes from experts to back up my points. So here’s one from
copywriter James Chartrand:
“Some people look down on self-education. They believe that the only skills that count are
the ones backed up by a paper degree. Some believe that to be a professional, you need a
school’s seal of approval. I beg to differ.
Much of what allows me to be a great business manager, a good entrepreneur, and branch
out into topic areas that please me is my willingness to learn through any way that I can.
Hands-on experience? The best. Seriously. Practice makes perfect? That’s sound advice too.
Learning doesn’t mean you have to sit in a classroom for a lecture given by some professor.
There are tons of experts out there in all career fields. Plenty of them don’t have degrees.”
I agree. Times one-thousand.
It doesn’t matter how you learn what you need to know; so long as you learn it!




Take an online class.
Go to webinars.
Listen to expert podcasts.
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Attend MeetUps, workshops, and conventions.
Invest in mentoring.
Learn from your peers in groups, forums, or on other social media outlets.
Learn by doing.
Read books. (And, yes, e-books definitely “count” as books).
Read blogs.

Do whatever it takes.
I’ve met several business owners–and a few fellow freelancers–who steadfastly refused to
branch out. Who didn’t want to learn anything past what they’d already learned. They
resisted all things new.
They couldn’t adapt to change.
And they failed.
Those that didn’t already fail are currently struggling.
Don’t let that be you.
Never, ever stop learning.
Never stop updating your skills.

81

V is for Vending Machine
Mentality
You are not a vending machine.
People can’t just thrust money at you and expect something to pop out.
I once recommended that writers think of themselves as a product in order to sell themselves
objectively. Which is good advice. However, don’t think of yourself as a product, or as a
business, to the point that you forget your humanity.
You are a person.
You deserve respect.

Freelance Writers and Abusive Clients
“I just on your site. Your rate are insultive, Anyway you have no skill nor knowledge just
looking to make few cash.. And if you continue I will report you..!”
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“Right off the bat: I have content that needs to be rewritten. I’m going to send you a sample
and if you can turn it into something I can use, I’ll start paying you at your hourly rate.”
“I need expert articles for my site. Not blogging. Blogging isn’t real writing. Are you capable
of doing anything more? If so write to me at ____________ so I can hear more.”
“How much content can you handle per day? I will pay you $1 per article. I will start you
immediately. Reply to get your first assignment.”
“Hi. Do you write? I pay twice a month. When can you get started?”
Those are a few opening lines from e-mails I’ve gotten recently.
Opening. Lines.
As in, that’s how those particular people started their e-mails to me. That’s what they
deemed an appropriate greeting. How they introduced themselves to someone they
supposedly wanted to work with!
The first was someone attempting to frighten me(?) into lowering my rates. She went on to
say that she would “consider” working with me–rather than reporting me–if I lowered my
rates (which, according to the Writer’s Market rate guide, are already too low) and stopped
being such a “frustrated person.”
Zuh??
The others were all under the (false) impression that if they offered me money–any amount
of money–I’d jump on the chance to write for them.
They thought they could shove a crumpled up dollar bill in my writer “slot,” push a button,
and an article would pop out.
They assumed I was a vending machine.
And, honestly, as a newbie, I would have been tempted by (some) of their offers. When I first
started out, I suffered from “Vending Machine Mentality.”
Money was money was money.
I was willing to write for anyone who was willing to pay me. Mainly because I felt I had to. I
didn’t realize that I could say no.
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I was thinking of everyone who e-mailed me as my new boss. And I had had plenty of
terrible bosses when I was doing minimum wage work. I was used to taking orders from cruel
incompetent people. That’s just how it was.
I figured every job was like that. Even this one.
I was wrong.
As a freelancer, YOU are your boss now. You’re no longer forced to accept abuse for the
sake of a paycheck.
According to fellow freelance writer, Samar Owais:
“As freelancers, we’re willing to put up with a lot. But one thing a freelancer should never put
up with is disrespect. Not only does it blow a mental fuse, you lose all respect for the client.
Whether it’s the client telling you that his children could do the work better than you, using
foul language, questioning your ethics or anything that you personally find offending and
disrespectful,do not, under any circumstances put up with it. If you do, not only will your
morale go down, you’ll lose confidence and your self-respect.”
Don’t risk losing your self-respect by accepting work from any and every client that e-mails
you!

Final Thoughts
While it may be tempting to give these people the what for and virtually kick their respective
behinds: Don’t.
Jerks usually don’t realize they’re jerks. They also tend to talk a lot.
You don’t want them telling others how terribly you treated them–even if they were the ones
who started it.
Be polite. Be professional.
Always.
And if you truly can’t bring yourself to say anything nice…say nothing.
There’s no law that says you have to answer every e-mail you receive.
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W is for Weight Gain
I’ve been struggling with weight gain since I first started as a freelancer.
Freshman 15? Try the Freelancer 50!
Before I gave up my day job to become a professional freelance writer, Sir Mix-a-Lot sang
out both my height (5’3″) and my measurements (36-24-36) in his 1992 classic, “Baby Got
Back.” Seriously. It was a point of pride for me whenever I heard that song.
At first, my weight gain was pretty even. And I even enjoyed having a little extra. (40-26-38
was my favorite!).
But then I just kept getting bigger, and bigger…

Then and Now
Here’s what I looked like before I dedicated my life to my writing:

85

Me circa 2008

That was how I looked when I felt and, in my opinion, looked healthiest. I was able to move
around with ease. I could wear pretty much whatever I wanted. Life was good.
I was 140-145lbs. In those pictures I had my ideal measurements. I wore size 6 jeans. Or size 9
if I was bloaty. (I balloon up during my “lady times”).
Here’s a picture of me from 2 weeks ago:

Screencap from a YouTube video I did for GGTGF

Now, you might be thinking, “That’s you two weeks ago? You look fine!”
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Well, thank you. But, you see, I know how to enhance with make-up. I also try desperately to
not allow any shots of me from the waist down into the public eye.
Here’s a picture my significant other took of me from behind that same day:

Same day, different angle.

That’s the real me.
I can use make-up and lighting tricks all I want for my face…I can’t for my “Michelin” rolls.
Now you know why all of my profile pictures are several years old. And why all recent
pictures of me only show me from the chest up.
I weigh 175lbs. My measurements as of this post are 44-40-47 (But I can get my waist down to
37 inches if I suck it in). I wear size 14 jeans.
I’ve actually lost 10lbs since my last post about my weight in April 2012.
Thankfully, I’m no longer pre-diabetic. And I’m not morbidly obese. But my journey toward
better health is far from over.
And my struggles are not un-common.
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The Curse of the Sit-Down Job
Before I started up LittleZotz Writing and spent every waking hour writing, I used to…
Go for walks.
Go on light hikes.
Practice martial arts.
Go rollerblading.
Go horse-back riding.
Go to the gym (or exercise at home).








These days I…





You’re not seeing things. Those bullet points were left blank for a reason.
I do a whole lotta nothin’.
Sometimes I get into a good routine and I drop the extra poundage (I was down to
155lbs/size 12 in January 2012!), but as soon as I stop I gain it right back.
And I always stop. I get too busy or too depressed and I stop exercising.
And if you eat like you’re exercising but don’t actually do the exercises, you’re gonna get
big.
Basically, when I became a freelance writer, I went from a highly active lifestyle to a
sedentary one and my body freaked.
It could happen to you too!
Some freelance writers are able to keep their pre-freelance figures. As are some pregnant
women. But these beings are like unto mystical creatures in my eyes.
It’s far more likely that you will experience some–or a lot!–of weight gain.
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And, although I struggle with this issue, I know it’s one I’ll eventually conquer. I’ve learned
how to prioritize & manage nearly every aspect of my business over the past 3 years–this is
just one aspect I need to dedicate a little more time to.
You & me: Let’s take baby steps.
Baby steps are better than no steps at all. They still count.
I lost 10 pounds by simply remembering to get up out of my chair and walk around every few
hours.
And I know I can do even better, if I try.
And so can you!
When you become a freelancer, you gain freedom. You also gain weight.
The weight can be lost. The freedom is forever.
It’s a small price to pay to be livin’ the dream.
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X is for X-Ray: The Power of
Transparency
There are varying views on Transparency in writing–especially when it comes to marketing.
You either love it or you hate it.
Personally, I love it.
Then again, I’m on the side of the line that uses “transparency” and “authenticity”
interchangeably. Especially in the case of this particular article. Because coming up with a
theme for the letter “X” was really difficult! (How’s that for being transparent?).
I’ve never been a good liar. Or the best secret-keeper. So the idea of it being acceptable to
be honest & authentic (“transparent”) with my writing–my business!–really appealed to me. It
was a huge relief to realize that I could get “out there” and be me and still be accepted as
a professional.
It allows you to find your “voice” as a writer.
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Transparency is what’s going to make you stand out from the crowd. And that’s great.
Because clients aren’t just buying your services, they’re buying you.
And in our times of high audience engagement, transparency allows the reader to get to
know the writer and strike up a genuine conversation.

It’s a Fine Line:
When Transparency Goes Too Far
Everyone’s a little crazy. We’ve all got our issues. Our personal problems.
But, as a professional, it’s part of your job to keep the “cray” at bay.
Be transparent. Be you. But let it be the professional you; not the you that sits in front of a
mirror silently sobbing over a bowl of mac-n-cheese wondering how you became so very,
very alone.
I mean, come on! You’re running a business!
Take it seriously.
There’s no harm in saying “I don’t know.” It’s an integrity move. It shows you value the client’s
time and don’t want to waste it by giving them the run-around with a lot of BS.
But there’s no need to make yourself seem incompetent for the sake of appearing
“relateable.” Don’t intentionally list all of the things you don’t know–only what was asked.
And, of course, come clean if you’ve made a mistake.
Also: Make sure the things you’re being transparent about are things your readers can relate
to.
In the last chapter, I talked about weight gain. I was incredibly transparent with my own
struggles. But gaining weight is something that most people will deal with at some point.
Especially women, who make up the bulk of my blog readers.
If I had been transparent about an aspect of myself that wasn’t as common, then my
transparency would have been a moot point. And could even lose readers.
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The ultimate point of transparency in your marketing/writing is to build a human connection.
To show that you’re real and that you understand what the reader is going through.
Be you.
But don’t forget who it’s really about: The readers.
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Y is for YOU!
This Could Be You!
Waking up each morning with a purpose. Knowing that what you do is more than just a job:
It's who you are.
This could be you.
Designing your own schedule. Organizing your files so they're "just so." Studying up on your
craft. Getting to know others like you.
You feel a little like the hooker in Pretty Woman--"I say when, I say who, I say how much"--but
you're no whore. You're in this for more than the money. This... this is your life.
And you love it.
You respect yourself and what you do. And others are starting to respect you in return.
But, above all else, you write.
Because you're a writer.

Could This Be You?
Maybe you're not quite there yet. Maybe the above is still just the slightest twinkling of a
dream.
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You want to break away from your mundane "normal" life, but don’t know how.
You dream of becoming a writer—living the writer’s life—but don’t know how you could
make a living off of it (or if that’s even possible!).
You want to “go pro” in the writing field, but don’t know enough about what it takes to feel
comfortable actually taking those first steps to do so.
You feel stuck. Unfulfilled.
You feel the painful tick of the clock and know that each minute that passes is another
minute you didn’t live your dream.
You feel like you’re wading through the pool of life with your jeans on—the further you walk,
the slower you go. You feel weighed down.
You feel a constant twinge of regret that you've never truly lived up to your potential.
You constantly fear that you end up staying at a job you hate...forever...until you die.
Never taking a shot at living your dream life.
Having to live with the regret of never trying—of quite possibly dying a failure.
...Could this be you?

This IS You.
In the end, it's all about you.
Yes. You.
No matter how many mentors you speak with.
No matter how many books & blogs you read.
No matter how many podcasts you listen to or videos you watch.
In the end, it call comes down to you.
How you handle yourself when you're faced with rejection...time after time after time.
Whether you choose to persevere or quit.
Whether you respect your craft--and exude an air of professionalism, even when things
aren't going your way--or if you treat it as a hobby.
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When you become a freelance writer, when you decide to make writing your business, how
seriously you take it is up to you and you alone.
Success or failure?
That's all you.
So who are YOU going to be?
I thought so.
Go get 'em, Tiger.
Happy writing!
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Z is for Zzzzzzz…
This is it.
The last letter.
The Freelance Writer's ABCs is over.

Time to Sleep!
According to Freelance Folder's Laura Spencer, "Whether it’s the result of over scheduling
your time or procrastination, it’s easy to fall into the trap of using your sleep-time to complete
projects."
Very true.
And while I do my best not to fall into those traps, occasionally emergencies will arise and
something like this will happen:
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That's right. I didn't even get up from my work chair to eat.
Despite all my organization...my self-discipline...things did not go as planned.
I had to handle a work-related crisis. A PR disaster.
The property that I had been working on for nearly a year, and had been marketing for
months, suddenly didn't exist anymore.
I was thrown for a loop.
But, as shocked as I was, I knew I had to be a professional.
I had a lot of explaining to do. To a lot of people.
And, even though it took me over 21 hours to get everything back under control--to be able
to go on with "business as usual"--do you know what I did? After it was over?
I slept.
That's right: I tucked myself in and got a full 8 hours of sleep.
And I woke up feeling refreshed.
The next day? I was back on schedule.
And better than ever.

Get Some Sleep
According to another Freelance Folder article, "Sleep deprivation has been shown to
severely reduce productivity, dramatically shorten your attention span, contribute to obesity
and other health problems, and even slow your reaction time as much as alcohol."
How much work do you think an unproductive, unattentive, slow-to-react writer gets?
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Not much.
Get some sleep!
I don't always sleep at traditional times, but I try to always get a full 8 hours. It does my body
(and, more importantly, my mind) good.
Sometimes crises will pop up. Things won't always go as planned. You may have to work
longer hours than you'd originally scheduled for yourself.
That's okay.
That's life.
Things happen.
As a freelancer, you'll need to learn how to adapt. How to persevere in the face of adversity.
How to keep going--keep acting professionally--when everything comes crashing down
around you. (And that will happen to you, in one way or another, at some point in your
career).
This is essentially a service business, even if it does allow you to work from the luxury of your
own home. You'll have to deal with people. And you can't control what other people do.
However, you can control what you do.
How you choose to handle yourself--your business--is entirely up to you.
But you'll handle everything better with a decent amount sleep.
You owe it to yourself, and your clients, to show up well-rested.
Now, I just wrote 20, 254 words.
I'm going to bed.
Zzzzzzzz...
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Final Thoughts
You just read 98 pages of invaluable information for
freelance writers! Woo-hoo!
I hope you enjoyed it.
And I hope your freelance writing journey goes well
for you.
One of my favorite things about freelancing is this:
You will never go out of business.
YOU are your business now. The only way you can go out of business is if you
quit.
And why on earth would you want to? This career is awesome!
Which brings me to one of my other favorite things about freelancing: The
community.
The other writers you meet along the way aren’t your “competition.” (There’s
plenty of writing to go around). They’re your colleagues. And you’ll be looking
out for each other.
And, if you ever need a little extra help, you can come to me for one-on-one
mentoring.
I’ll answer your questions.
Because—while reading blogs & books is great—you can’t ask a blog or a
book a question. And sometimes, you really, really need to.
You can also hit me up on Twitter, Facebook, LinkedIn, Google+, Pinterest, or
via e-mail.
What can I say? I like ya!
Thanks for reading.
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