
5 Systems Every Freelancer Needs 
Mariposa Strategies 

Freelancer, independent contractor, 1099 employee: 
An individual compensated by a company for work within a finite timeframe   

and who has autonomy from the company. 

According to the IRS1 an individual is a freelancer when:  

• You have autonomy from the company (make your own schedule, no training, no 
performance reviews, little to no instruction, you have complete control over how you 
deliver your services); 

• Your finances are not controlled by the company (little to no investment in equipment by 
company, expenses are your responsibility, you receive a 1099 not a W2); and 

• Your relationship with the company is through a contract agreement, benefits are not 
provided (insurance, vacation and sick pay), the relationship is impermanent, and work 
provided is directly attached to the project in the contract.  

Included are 5 systems that, through a decade+ of freelance experience, I believe are critical.  

1. Tracking 
2. Invoicing 
3. Financial 
4. Work Flow 
5. Marketing 

This information should not be taken as financial, tax or legal advice. This information is for you 
to consider in your freelancing career. If you have questions about contracts, taxes and other 
financial matters, contact a financial advisor or attorney. Need recommendations? Let me know. 

With that, I hope you find value in this information. Once you have decided which systems and 
tools you are going to put in place, if you feel like you need access to a hotline, please reach 
out. I provide freelancer support services designed for women just like you and me.  

Because I believe in transparency as freelancers, how else will any of us know how to price 
ourselves with confidence, you can expect to pay between $125-$500 for my services. 

Happy freelancing! 

Annie Sánchez  
CEO, Mariposa Strategies 

annie@mariposastrategies.com 
mariposastrategies.com 

1 https://www.irs.gov/newsroom/understanding-employee-vs-contractor-designation 
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Tracking 

How much you get paid and how much you pay in taxes relies entirely on 3 things: 

1. Your hours 
2. Your expenses 
3. Your revenue (aka income) 

Every freelancer needs a system for tracking these variables and a clear understanding of what 
should be tracked.  

What should be tracked 

Hours 
• Meetings  

- Don’t bill for initial meeting to discuss 
project / whether you will take it. 

- Don’t bill for the meeting when you 
discuss and sign the contract. 

- Do bill for every meeting with your 
client after you’ve signed a contract - 
in person, virtual or by phone. 

- Do bill for every meeting about the 
project with collaborative partners.  

• Correspondence  
- Do bill for time spent emailing with 

your client, tos and replies. 

- Do bill for time spent emailing with 
project partners, tos and replies. 

• System-building 
- Do bill for time spent creating project 

systems (Google Drive, shared 
documents, project plan). 

• Research 
- Do bill for time spent on project-

related research. 
• Work 

- Do bill for time spent delivering on 
the project (designing, creating, 
doing “the work”). 

Expenses  
• Reimbursable by client 

- Do bill for incurred expenses that 
your client will reimburse you for. 
- Discuss what they will reimburse 

for in the contract signing meeting. 
E.g., Coffee when you have to 
meet with a project partner? 
Parking fees or lunch while working 
on site? 

• Write offable :) 
- Do track monthly expenses that can 

be written off on your taxes 

- Office supplies (ink, paper, etc.) 
- Home office (the portion of your 

rent that makes up your home 
office + a portion of your utilities to 
operate your home office.) 

- Cell phone (calculate by 
determining how much you use it 
for freelance-related work in a 
month). 

• Mileage (could be under write offable 
but deserves a stand alone mention) 
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- Do track every mile driven to/from 
meetings and to/from project-related 
errands. 

- 2019 IRS standard deduction: 
- .58/mile for business  

- Not just for freelancers, full 
and part-time work too. If your 
company doesn’t reimburse, 
you can write off those miles. 

- .20/mile for medical or moving 
- .14/mile for charity/volunteer 

- The standard mileage deduction is 
the simplest way to get your 
deduction vs. tracking cost of gas, 
maintenance, etc. then figuring out 
the portion related business. 

Revenue 
• Do track all your freelance income 
• Do track all your reimbursements 

- Be you get reimbursed and do not submit a deduction for a reimbursed expense.  

Systems for tracking 

Notebook 
• Keep it with you and write everything 

- Hours 
- Expenses 
- Revenue 

• If you track hours, expenses and revenue 
differently, a notebook is a simple way to 
keep track of mileage. 

Spreadsheet  
• 3 tabs (hours, expenses and revenue)  

- Hours 
- Columns: Date, Client, Hours 
- Rows: input data as you go 

- Expenses 
- Columns: Date, Client, Expense, 

Reimbursement 

- Rows: input data as you go, place 
an X for reimbursements 

- Revenue  
- Columns: Date Invoiced, Client, 

Amount, Payment Received  
- Rows: input data as you go 

Digital Apps 
• Everlance $0 

- Track expenses, mileage and revenue 
• Toggl $0  

- Track hours 
• ANDCO $0 for 1 client/$ for >1 

- Invoicing 
- Time tracker 
- Expense and tracker 

- Proposals and contracts  
• Harvest $0 for 2 clients/$ for >2 

- Invoicing 
- Time tracker 
- Expense and revenue tracker 
- Team scheduling 
- Project budget tracking 

• And so many more 
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- Google ‘freelance time tracking’ - Check out this article 

There is no one right way to track, the only wrong way is not to track at all. At a minimum, track 
your hours, mileage and business-related expenses.  

Invoicing 

A clear and accurate invoice is the quickest way to getting paid for a project.  

It is not unusual for each client to want to see invoices in different ways. The clearer your 
system is, the easier it will be to adjust to give them what they want or need. 

Different systems for invoicing 

Manual 
• Create a spreadsheet with these key 

components: 
- Date 
- Invoice number  

- Decide what your first invoice # will 
be and go from there 

- Client  
- Name and address 

- Project name 
- Due date  

- This may be determined by your 
contract - is it net 30, 60 or 90? Net 
XX means payment due by. 

- If no net terms, consider when you 
want the payment by (e.g., upon 
receipt, 10 days, 2 weeks, etc.) 

- Create 4 columns 
- Description 

- Work done, meeting, etc. 
- Reimbursement 

- Hours 
- # of hours on described work 

- Rate 

- $ for described work (per hour, 
word, deliverable, milestone) 

- $ for reimbursement  
- Sales tax optional 

- Not all contract agreements 
include the contractor charging 
the client sales tax. Discuss this 
with your client.  

- Note: If you do not charge your client 
sales tax, you will pay it out of your 
net invoice total when filing end of 
year taxes.  

- Note: If your client is paying the sales 
tax because you are subcontracting, 
you may need a Non Taxable 
Transaction Certificate (NTTC) or 
equivalent from your state, this 
ensures sales tax is not paid twice for 
the same work (by you and client). 

- Total 
- Individual services by rate 
- Grand Total (w/sales tax if included) 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Digital 
• There are free digital invoicing services, all with a limitation on features or number of active 

clients before you need to pay. They all provide streamlined solutions, including features 
like notifying you when your client has viewed your invoice or not (helpful because you can 
then send a reminder email).  
- ANDCO 
- Harvest 
- Freshbooks 
- Hello Bonsai 

- And so many more 
- Google ‘freelance invoice systems’ 
- Check out this article 

Tracking payments 

Late payments 
• Charging late payments 

- It is optional to institute terms around 
late payments. 

- Do consider doing so as a safeguard 
to obtaining payment on time. 

- If you decide to include late payment 
terms and a client misses the 

Invoice Example

Annie Sanchez

PO Box 1234


Albuquerque, NM 87102

Date	 2/2/19

Invoice	     101

Due	 3/1/19

Soulful Services, LLC

424 Cromwell Ave. SW

Albuquerque, NM 87102

Project: Logo design

Description Hours Rate Total

Create project outline 2 $40 $80

Create mock up 5 $40 $200

Subtotal $280

Tax 7.875% $22.05

Total $302.05

Note: Late payments are subject to a 10% fee.
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payment due date, as well as your 
reminders as it approached, simply 
add the fee as an expense below the 
subtotal and before sales tax.  
- The late payment invoice grand 

total should be inclusive of the late 
fee and higher sales tax as a result. 
You will have to pay taxes on the 
late fee, so pass that on to the 

client if sales tax is something you 
charge for.  

• Notifying clients about late payments 
- Manual invoices 

- Set a reminder on your calendar to 
resend invoice if not rec’d by ____.  

- Digital invoices 
- Most, if not all digital invoicing 

solutions have reminder 
functionality. Do use it. 

Recording payments 
- When payment has been received, record it as revenue on your tracking spreadsheet, 

Everlance, or invoicing app. It is helpful to know at a single glance what has been paid 
and what is still pending. 

Financial 

If you are going to conduct your freelance work out of your personal bank account, it is 
important that you are tracking things diligently (you would do this with a business bank 
account as well, but you need to be extra attentive to it when using your personal account). 
  
Understanding what is a personal expense vs. a business expense is necessary for tax 
purposes. As a freelancer, your business expenses or portions thereof can be deducted from 
your gross income resulting in you paying less federal and state taxes at the end of the year.  

With that said, you need to understand how you will be taxed as a freelancer. Know that you 
can file taxes as an individual, you do not have to create a sole proprietorship or LLC. 

You can expect to pay about 30% in taxes on your 1099 income between federal and state.  

For example, if you make $1000 on a contract gig, you may pay up to $300 in taxes. After 
calculating your expenses and mileage, your total deductions equals $180 which means you 
will pay taxes on $820 in income instead of $1000 totaling $246 in taxes. 

Bank account 
• Do create a savings account for income taxes. You will thank yourself and me later. 

- As freelance income is received, move 30% into this account. It will serve as a holding 
account for the taxes you will pay at the end of the year. 
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Taxes 
• 30% rule 

- Expect to pay 30% in taxes on your 
gross freelance income 

• IRS Forms 
- W92 

- This is the form you provide to 
your client when starting a new 
gig. It is in lieu of a W4 that you fill 
out when starting new 
employment. 

- 1099-MISC3 
- This is the form you receive from 

your client at the end of the year. It 
will include the compensation you 
received. It is in lieu of a W2 that 
you receive as an employee. 

• Paying taxes 
- When filing end of year taxes, you will 

provide your tax advisor with your all 
1099s and W2s. If you do your own 
taxes, the system you use will prompt 
you to include all forms of income.  

- Because you will have an savings 
account for taxes, you should be able 
to pay right away vs. make payment 
arrangements with the IRS and/or 
your state.  
- Note: Payment agreements are 

available if you are unable to pay in 
full at the end of the year.  

2 https://www.irs.gov/pub/irs-pdf/fw9.pdf 
3 https://www.irs.gov/pub/irs-pdf/f1099msc.pdf 

Work Flow  
Time blocking 

• Do create a calendar system for blocking time for your freelance projects. 
- Consider a color coded system that you can understand at first glance. 

Project management 
• Do create a system for tracking your projects. This could be as simple as a spreadsheet or a 

more complex digital tool. 
- Note: Some of the invoicing and tracking tools have project management or task 

management functionality.  

Getting Clients  

Inner Network 
• Let your professional and personal networks know that you are providing services. This is 

the #1 way to secure new clients.  
- Update your social media bios to reflect what services you provide. 
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- Note: Rather than saying “Freelance Graphic Designer,” consider being more direct. 
Think of it as a title, the clearer you are, the more gigs you will attract: Graphic 
Designer, Copywriter, Project Manager, Editor, Event Coordinator. 

- Post on social media, let your network know you are available and to spread the word. 
- On LinkedIn, update “Reach out to me for” to include “contracting and freelancing.” 

Outer Network 
• You can post your services in online forums to attract people from all over the world. 

- Fiverr4 
- UpWork5 

- Guru6 
- Freelancer7 

Creating System 
• Do consider tracking where clients come from (referral, LinkedIn, Fiverr, etc.). 

- This will help you understand where your outreach efforts produce the best return so 
you can spare yourself from fruitless efforts.  

4 https://www.fiverr.com 

5 https://www.upwork.com 
6 https://www.guru.com/ 

7 https://www.freelancer.com
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