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I N T R O D U C T I O N



So you ’ re  se l f  employed.  You ’ve  reg is tered as  a  so le  t rader  or  as

d i rector  o f  your  l imi ted  company .  So  now what?  Wel l ,  the  good

news i s  that  you can s tar t  t rad ing  immediate ly ,  however ,  i t ’ s  not

a lways  easy  to  know how to  va lue  your  work .  

 

You may  a l ready  know that ,  as  a  f ree lancer ,  c l ient  negot ia t ion

sk i l l s  are  essent ia l  and that  somet imes ,  set t ing  your  rates  too

low can resu l t  in  you work ing  unpa id  over t ime.  In  th is  gu ide ,

you ’ l l  f ind  adv ice  on how to  set  your  rates ,  negot ia te  e f fect i ve ly

and understand the  va lue  o f  your  exper ience  and serv ices  in  a

compet i t i ve  market .  Let ’ s  get  s tar ted .

Becki

Introduction
T O  S E T T I N G  Y O U R  R A T E S

F O U N D E R  A N D  D I R E C T O R ,  L A G O M  F I N A N C E
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Being  fu l l y  in formed about  what  to  charge  i s  the  cu lminat ion  of  four  learn ings  –

the  f i rs t  i s  understanding  what  your  serv ices  and labour  are  worth  w i th in  the

market  you in tend to  t rade in .  

A lways  s tar t  by  research ing  and s tudy ing  the  market  ra te  for  your  serv ices  and

your  industry .  Use  what  compet i tors  are  charg ing  by  the  hour ,  day  and for

pro jects  and f ixed reta iners  as  a  gu ide l ine .  Your  s tar t ing  po int  for  your  hour ly ,

da i l y ,  week ly ,  month ly ,  quarter ly  and annua l  sa lary  should  be  c lose  to  what  other

bus inesses  are  charg ing  for  s imi lar  serv ices .

The second learn ing  i s  charg ing  the  r ight

amount .  You ’ l l  have  a  target  net  and gross  sa lary

in  your  mind but  th is  should  take  your  bus iness

outgo ings  and other  expenses ,  l i ke  t rave l ,  in to

account .  I t  should  a lso  factor  in  how many hours

you spend work ing  each day .

You ’ l l  need to  cross  re ference what  you ’ve  learnt

about  your  compet i tor ’ s  rates  w i th  your  target

sa lary  and your  outgo ings .  The tota l  you reach

should  be mak ing  you a  prof i t ,  not  a  loss .  Be ing

new to  th is  scene should  never  mean you ’ re

work ing  for  f ree  or  los ing  money .

I f  you can of fer  a  serv ice  and do a  job wel l ,  fu l f i l

your  c l ient ’ s  br ie f  and reta in  your  c l ient ’ s

conf idence ,  that ’ s  a  b i l lab le  serv ice  and you

should  be charg ing  industry  s tandard rates  and

making  a  prof i t .

U N D E R S T A N D  Y O U R  W O R T H

C H A R G E  W H A T  Y O U ' R E  W O R T H



Dip lomacy  i s  your  th i rd  important  learn ing .  We ’ l l  d iscuss  th is  more  la ter  but

more genera l l y ,  learn ing  the  ar t  o f  negot ia t ion  i s  essent ia l  to  ensur ing  you ’ re

set t ing  the  correct  ra tes .  

D ip lomacy  he lps  when hav ing  d i f f i cu l ty  conversat ions  w i th  c l ients ,  for  example ,

knowing  how to  p i tch  h igh  or  low when i t  benef i ts  you ,  how to  argue your  worth

and make your  case  l i ke  a  profess iona l  and how to  reach a  mutua l l y  benef ic ia l

agreement  w i th  your  c l ients .

The f ina l  tenet  o f  learn ing  how to  set  your  rates

ef fect i ve ly  i s  conf idence .  Be l iev ing  in  your  own worth

and p i tch ing  your  fees  w i th  conf idence i s  essent ia l .

D ip lomacy  w i l l  come in  handy  but  i f  a  potent ia l  c l ient  i s

t ry ing  to  dr ive  your  costs  down to  the  po int  where  you

won ’ t  be  mak ing  a  prof i t ,  be  conf ident  when exp la in ing

th is .  You are  running  a  bus iness ,  be  conf ident  in  your

ent i t lement  to  earn  and to  deve lop your  company  to  the

best  o f  your  ab i l i t y .

B E  D I P L O M A T I C

B E  C O N F I D E N T



E X P E N S E S

Web host ing  and maintenance

Account ing  fees  and sof tware

Market ing  budget  and sof tware  

Equ ipment  such as  tech ,  o f f i ce  suppl ies  and

approved work  sa fety  too ls  such as  aprons ,  masks

and g loves  

Educat iona l  resources  such as  workshops

Rent  and mortgage payments

Car  payments  and t rave l  cards

Home and car  insurance

Bi l l s  for  grocer ies ,  gas  and e lectr i c

Ch i ld  care  and pet  care  

Pens ion and ret i rement  sav ings

Tax  and persona l  sav ings  

Subscr ipt ion  serv ices  

D isposab le  income for  enter ta inment

I f  you ’ve  researched average market  ra tes  and cons idered how much you ’d  l i ke  to

be earn ing  to  surv ive  and prof i t ,  you ’ l l  need to  a lso  take  your  expenses  in to

account .  Costs  you might  need to  cons ider  are  as  fo l lows . . .

Then cons ider  your  bus iness  costs . . .

H O W  T O  S E T  Y O U R  R A T E S



There  are  2 ,080 work ing  hours  in  a  ca lendar  year .  So ,  to  ca lcu la te  your

hour ly  ra te ,  you need to  f igure  out  how many  of  those  hours  you ' l l  ac tua l l y

be  work ing  for  throughout  the  year .  Th is  w i l l  be  an  est imate  and i f  you

work  exc lus ive ly  on  a  pro ject  bas is  th is  might  be  more  of  a  cha l lenge but

t ry  to  cons ider  your  year  and how much you hope and expect  to  be

work ing .

Once you have  your  est imated number  o f  days ,  mul t ip ly

that  number  by  8  –  assuming  you p lan  to  work  8  hour

days .  Mul t ip ly  by  4  i f  you p lan  to  work  ha l f  days  etc .  –

to  get  the  tota l  number  o f  work ing  hours  per  day .  Then

subtract  that  number  f rom 2 ,080 .

So you have  your  target  sa lary  and i t  takes  a l l  your  persona l  and bus iness

expenses  in to  account .  Next  you ’ l l  need to  ca lcu la te  how much t ime you

actua l l y  spend work ing  and what  your  b i l lab le  hours  w i l l  be .  Th is  w i l l  he lp

when estab l i sh ing  the  idea l  hour ly ,  da i l y  and week ly  ra te  and wi l l  a l so  he lp

when set t ing  f i xed pro ject  ra tes  and reta iners .

Ensure  that  you a lso  factor  in  your  ho l idays ,

Nat iona l  ho l idays  and a l low for  some s ick

days  and menta l  hea l th  days  –  when you

work  for  yourse l f  you are  so le ly  respons ib le

for  mak ing  sure  you take  th is  essent ia l  t ime

for  your  hea l th  and budget  for  i t  too .

The next  s tep i s  to  subtract  the  amount  o f  t ime you ' l l  spend work ing  on

non-b i l lab le  pro jects ,  l i ke  admin work .  I t ' s  es t imated that  25% of  your  t ime

wi l l  be  spent  on these  pro jects ,  so  you need to  mul t ip ly  your  tota l  b i l l ab le

hours  by  .75%.

B I L L A B L E  H O U R S



To ca lcu la te  your  hour ly  ra te  you ’ l l  need to  d iv ide  your  target  annua l  sa lary

(a f ter  tak ing  expenses  in to  account )  by  your  approx imate  tota l  o f  b i l l ab le

hours .  Then you ’ l l  be  ab le  to  ca lcu la te  the  cost  o f  pro ject  work  more  e f f i c ient l y .

Cons ider  how many  hours ,  days  and weeks  i t  w i l l  take  you to  complete  your

pro ject ,  costs  for  resources  and anyth ing  e lse  you may  need ,  and quote  a  f i xed

pr ice .

C l ients  o f ten  don ’ t  rea l i se  they ’ re  pay ing  you for  your

process  and profess iona l  expert i se  as  we l l  as  the

t ime spent  on the  f ina l  product  that  w i l l  be  de l i vered

to  them,  a  f i xed rate  w i l l  cover  th is  t ime and energy

and i f  needed,  you can break  th is  down for  your  c l ient

to  exp la in  the  tota l  investment .

CHARGE

YOUR 

WORTH

I f  you wr i te  for  a  l i v ing  i t ’ s  l i ke ly  that  c l ients  w i l l  ask  you for  a  ‘per  word ’  ra te .

Before  you can ca lcu la te  your  per  word rate ,  you need to  know the  average

number  o f  words  you can type  in  an  hour .  The  next  t ime you s i t  down to  wr i te ,

set  a  t imer  for  60  minutes  and ta l l y  up  your  word count .  Then d iv ide  your

ex is t ing  hour ly  ra te  by  the  number  o f  words  you 've  wr i t ten .

However ,  bear  your  processes  and profess iona l  expert i se  in  mind here .  You

may need extra  t ime for  research and you may  work  s lower  on cer ta in  days ,

every  pro ject  i s  d i f ferent ,  so  i t ' s  important  to  take  the  rea l i s t i c  t ime that  you ’ l l

need into  cons iderat ion  when charg ing  per  word .

Not  on ly  does  th is  he lp  you ensure  you don ' t  se l l

yourse l f  short  when quot ing  a  pro ject  but  i t  a l so

he lps  the  pro ject  seem l i ke  a  bet ter  investment  to

your  c l ient .

H O U R L Y  R A T E S

C H A R G I N G  P E R  W O R D
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You might  be  abso lute ly  boss ing  running  your  own bus iness ,  but  set t ing  rates

ef fect i ve ly  fa l l s  down i f  you aren ’ t  invo ic ing  and co l lec t ing  payment  e f f i c ient l y .

Invo ic ing  in  a  t imely  manner  i s  essent ia l ,  as  i s  set t ing  c lear  terms and check ing  in

wi th  your  c l ients  about  the i r  pay  run dates .  Be  sure  to  invo ice  ahead of  t ime to

ensure  t imely  payment  and keep th ings  running  smooth ly .

C O L L E C T I N G  P A Y M E N T

I f  you know you ’ l l  s t rugg le  w i th  t imely  co l lec t ion  or  don ’ t  en joy  the  process  o f

d i rect l y  ask ing  your  c l ients  for  payment  –  a l though th is  i s  someth ing  you should

try  to  become more conf ident  w i th  –  you can automate  your  co l lec t ion  process

and send invo ices  and reminders  to  c l ients .  Get  in  touch i f  you need fur ther

adv ice  on how to  do th is  w i th  account ing  sof tware .

Create  contracts  that  are  co-

s igned by  c l ients  and dated to

ensure  a  c l ient  cannot

negot ia te  your  fee  a f ter  the

agreement  for  payment  in

return  for  serv ices  rendered

has  been set .  I f  you 've  set  a

f ixed pro ject  fee  and the  c l ient

has  s igned a  contract  that

s tates  you ’ l l  be  co l lec t ing  a

percentage  of  the  tota l  fee

month ly ,  you ’ l l  be  ab le  to

co l lec t  th is  and your  c l ient  w i l l

not  be  ab le  to  contest  th is  –

un less  o f  course ,  you ’ re

unable  to  de l i ver  the  work

promised.
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Contending  w i th  estab l i shed companies  for  the  same contracts

and c l ients  can be  daunt ing  but  my adv ice  to  you i s  not  to  le t  th is

a f fect  your  conf idence .  We a l l  s tar t  somewhere  and your

compet i t ion  and those  you admire  had a  s tar t ing  l ine  too .  

A  F I N A L  N O T E  O N  W O R T H

You're worth it

Compar ison can be  the  th ie f  o f

joy  so  when you ’ re  set t ing  your

rates ,  do  look  to  others  in  your

industry  for  a  gu ide  on what  to

charge ,  but  remember  not  to

look  to  them too much for

va l idat ion  of  your  worth  and

abi l i t y  as  a  bus iness  owner .  You

are  not  them and they  are  not

you –  you are  un ique bus inesses

that  sh ine  in  your  own way ,  and

that  i s  one of  the  main  th ings

your  c l ients  w i l l  va lue .
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I t ’ s  a lways  best  to  speak  to  your  c l ient  as  soon as  poss ib le  i f  you fee l  you may

not  be  ab le  to  de l i ver  a  pro ject  to  complet ion  on t ime.  By  g iv ing  your  c l ient  as

much not ice  as  poss ib le ,  and exp la in ing  that  you may  have  misquoted for  your

t ime,  you wi l l  be  far  more  l i ke ly  to  success fu l l y  negot ia te  a  new f ixed fee .

Wai t ing  unt i l  a f ter  the  pro ject  i s  complete  and b i l l ing  for  add i t iona l  hours  i s  not

a lways  the  best  way  to  co l lec t  payment  w i thout  pr ior  communicat ion  w i th  your

c l ient .  

I f  you are  charg ing  by  the  hour  or  by  the  day ,  be  t ransparent  w i th  your  c l ient

about  the  l i ke l ihood of  add i t iona l  hours  or  days  needed as  ear ly  as  poss ib le .

F A Q ' S

I  S E T  A  F I X E D  R A T E  B U T  W O R K E D  M O R E  H O U R S  T H A N  M Y

C O N T R A C T  W I T H  T H E  C L I E N T  S T A T E D .  C A N  I  C L A I M  F O R

T H E S E ?

A  C O M P E T I T O R  H A S  M O R E  E X P E R I E N C E  A N D  A  M O R E

I M P R E S S I V E  P O R T F O L I O  T H A N  I  D O  B U T  I  B E L I E V E  M Y

W O R K  I S  O F  A  H I G H E R  S T A N D A R D .  C A N  I  C H A R G E  T H E

S A M E  R A T E  A S  H E R  D E S P I T E  N O T  H A V I N G  A S  M A N Y

Y E A R S  O F  E X P E R I E N C E ?

However ,  bear  your  processes  and profess iona l  expert i se  in  mind here .  You

may need extra  t ime for  research and you may  work  s lower  on cer ta in  days ,

every  pro ject  i s  d i f ferent ,  so  i t ' s  important  to  take  the  rea l i s t i c  t ime that  you ’ l l

need into  cons iderat ion  when charg ing  per  word .



Be f rank  about  your  worth .  Even i f  you rea l l y  need the  work ,  i t ’ s  important  to  be

c lear  about  what  the  c l ient  i s  pay ing  for  –  i t ’ s  not  jus t  your  t ime ,  i t ’ s  your

exper ience ,  your  knowledge and your  expert i se .  I f  a  c l ient  i s  ab le  to  pay  ha l f  o f

your  rate ,  negot ia te  and of fer  ha l f  the  hours .  Be  for thr ight ,  i t  w i l l  pay  o f f  in  the

long run .

You cou ld  le t  your  work  speak  for  i t se l f  but  you do r i sk  be ing  over looked due

to  years  o f  exper ience  and her  impress ive  port fo l io .  Th is  i s  a  good opportun i ty

to  pr ice  your  serv ices  compet i t i ve ly .  Don ’ t  underse l l  yourse l f ,  but  o f fer  your

potent ia l  c l ient  a  d iscount  that  they  may  f ind  i s  more  in  s tep w i th  the i r  budget

than what  your  compet i tor  i s  o f fer ing .  Rea l l y  push the  qua l i t y  o f  your  work  and

show the  c l ient  what  you can do a longs ide  your  more  a f fordab le  rate .  

You may  f ind  they ’ l l  be  far  more  w i l l ing  to  o f fer  you the  chance to  impress

them than pay  a  h igher  rate  for  a  sa fe  bet .  Bu i ld ing  connect ions  in  the

beg inn ing  i s  important  and i f  you can wow and then reta in  these  c l ients ,

negot ia t ion  i s  a lways  an  opt ion  a f ter  you ’ve  completed your  f i rs t  contract .

A  C L I E N T  R E A L L Y  W A N T S  T O  W O R K  W I T H  M E  B U T  T H E I R

B U D G E T  I S  H A L F  O F  W H A T  I  W O U L D  U S U A L L Y  C H A R G E

A N D  T H E Y  W O N ’ T  N E G O T I A T E .  S H O U L D  I  T A K E  T H E

C O N T R A C T ?

M Y  C O M P E T I T O R  H A S  I N C R E A S E D  H E R  R A T E S ,  S H O U L D  I

A L S O  I N C R E A S E  M I N E ?
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Set t ing  your  rates  appropr ia te ly  has  a

domino e f fect  across  your  ent i re

bus iness ,  your  persona l  l i fe  and your

ab i l i t y  to  lead your  bus iness  to  the  best

of  your  ab i l i t y .  I t ’ s  a  b ig  dea l  but  not

someth ing  that  has  to  be  s t ress fu l  or

cha l leng ing .  I t  may  take  a  whi le  to  f ind

the sweet  spot ,  to  factor  in  every  new

bus iness  expense or  ba lance  your

work ing  hours .  I t  may  a lso  take  a  whi le

to  per fect  the  ar t  o f  d ip lomacy ,

conf idence and f ind  c l ients  w i l l ing  to

part  w i th  the  f i rs t  sum you p i tch .  But  you

know your  worth  and now,  you have

everyth ing  you need to  know.  I f  you have

any  other  quest ions  about  set t ing  your

rates ,  how to  estab l i sh  your  expenses

and needs  or  anyth ing  e lse  about

running  a  bus iness  as  a  se l f -employed

person ,  get  in  touch .

Becki

CONCLUSION
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