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Essentials Set-Up

Legal entity
Enables you to keep your personal and 
business assets separate for legal 
protection and bookkeeping purposes, 
primarily, but there are many other 
benefits. I personally set up an LLC.

Banking
No comingling of personal and 
business funds. Helpful for tracking 
income and expense. Build business 
credit in case a loan is necessary.
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Essentials 
Set-Up

Bookkeeping
Ideally, you would want to have a system that allows 
you to track your finances, plan for tax payments, 
and prepare for audits. Bonus points if you can also 
invoice and get paid directly through said system. I 
personally use Quickbooks.

Professional Liability Insurance
Have peace mind knowing you can 
protect yourself or at least mitigate 
negative outcomes of potential 
situations that may arise during the 
course of you running your business.
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Assignment/Time 
Tracking

New Relationship 
Documents

Templates for 
Professionalism and 
Efficiency

Get Organized
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Assignment/Time Tracking

Time is money. Track your time and your money to see trends and adjust as needed.
Track mileage (if you’re so inclined).

Track state and federal taxes owed and payment.

©
 2

02
6 

Va
le

ria
 B

. D
el

m
ar



Assignment/Time Tracking
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New Relationship Documents - AGENCIES

CONTRACT: ICA, Confidentiality and/or 
Non-Disclosure Agreements

W-9 Tax Form for U.S.-Based Freelancer

Payment Method - Direct Deposit - ACH ©
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CONTRACT: Letter of Engagement w/Pricing & Standard Terms

New Relationship Documents 
DIRECT CLIENTS Contracting Codes
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New Relationship Documents – YOU/THEM

PROFILE: Resume/Business Profile
PRICE LISTS: Update annually ©
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Email Responses/Letters
Prospecting, Confirming Receipt, Delivery

Templates for Professionalism & Efficiency
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Certification of 
Accuracy &

Initial Project 
Questionnaires
Positions you as expert.

Templates for Professionalism & Efficiency

Collection Letter
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Branding
Website, letterhead, social media spaces, holiday cards, 

Zoom backgrounds, business cards all need to be cohesive.

Templates for Professionalism & Efficiency
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People do business with 
people they know, like, 

and trust.

Working Relationships

©
 2

02
6 

Va
le

ria
 B

. D
el

m
ar



Questions? I invite you to connect.
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