
If you can’t clearly articulate what 
you do and why someone should hire 
you, then new business is tough. The 
good news is that the first step is by 
writing a two sentence statement or 
pitch that you will repeat again and 
again.

WHO ARE YOU AND WHAT DO YOU DO?

GOAL OF THIS WORKSHEET

POSITIONING IS IMPORTANT

POSITIONING WORKSHEET

Who are you? Description of who you are

(Example: I am a motion designer)

What do you do? What is your service?

(Example: I deliver custom animations (2D and 3D))

Who do you do it for? What is your target market?

(Example: For brands and agencies)

Why do they care? Why will they buy from you?

(Example: They need me because I have over 15 years of experience delivering high-quality work.)

Now write out the full statement -
(Example: “Hello, I am a motion designer with over 15 years of experience. I deliver high-quality custom animations in 
2D and 3D for brands and agencies.”)

This simple worksheet will help 
you build your two sentence 
position statement from where 
all your business dreams will 
begin to flow. Think of it as your 
flag being planted.



Making money is important. If we 
don’t make money we don’t have a 
business. So how much do you need 
and want to make? This sounds 
simple but a lot of folks skip this 
step. When starting out it’s super 
important to have a clear grasp of 
your budget; what you spend and 
what you need to make. From 
understanding what you need to 
make you will understand what you 
need to charge. 

SHOW ME THE MONEY. WHERE IS THE MONEY?

GOAL OF THIS WORKSHEET

MONEY IS YOUR FRIEND

BUDGETING WORKSHEET

Set-up an operating budget. 
Gain confidence knowing that it 
is possible to get paid for what 
you do. 

TRY THE ONLINE CALCULATOR HERE »

Uncompany IS NOT A CPA or really all that 
good with math. Please see a for real 
professional number cruncher.

THE DISCLAIMER

BUSINESS BUDGET
Freelancer (YOU) cost

EXPENSES
Office space

Tech costs
(website hosting, software)

Utilities
(Internet, phone, water, electric)

Services
(CPA, lawyer, cleaning)

Tools
(Computer, phone, tablet)

Marketing costs
(business cards, promo stuff)

Travel
Food + Bev

(client coffees and lunches)
TOTAL EXPENSES
EXTRA COST

Income smoothing (15%)
TOTAL MONTHLY EXPENSES

GOAL PROFIT 
( TOTAL EXPENSES X 12 MONTHS)

HOURLY RATE 
 (TOTAL EXPENSES/ BILLABLE HOURS PER WEEK)

PERSONAL BUDGET

Income (what you want to make before taxes)

Total Income

Personal Expenses

Groceries

Mortgage/Rent

Car payment

Utilities - water

Utilities - gas

Utilities - electric

Loan - School

Car Insurance

Life Insurance

Health Insurance

Disability Insurance

Entertainment (Netflix, Hulu)

Travel

Childcare

Savings

TOTAL 

TAXES + RETIREMENT (+ 35%)

WHAT YOU NEED TO MAKE BECOMES YOUR FIRST 
BUSINESS EXPENSE (FREELANCER COST)

ADD ALL THESE UP TO GET YOUR 
TOTAL MONTHLY EXPENSES

X 12 MONTHS

TOTAL EXPENSES (AKA WHAT 
YOU NEED TO COVER AKA YOUR) 
REVENUE GOAL

NOW TAKE YOUR 
REVENUE GOAL
BILLABLE HOURS / WEEK

HOURLY RATE

AIM FOR THIS 

https://docs.google.com/spreadsheets/d/14ByotYEsyhg-xSiYBX7EphdLhOb51aZL85Km1Ohov_A/edit#gid=305902499


IDENTIFY YOUR TRIBE MEMBERS 

GOAL OF THIS WORKSHEET

COMMUNITY IS IMPORTANT

BUILD YOUR TEAM WORKSHEET

CHEERLEADER: This is the person(s) who knows what you do and tells you to keep going. 

DEVIL’S ADVOCATE:This is the person who always helps you see things from another side.

YODA: An experienced freelancer/mentor who can help with the ups+downs of running your business. 

CPA: Just get one. Even if it’s just to use a couple of times a year. Things are always changing.

LEGAL: Someone to help set up contracts, NDAS, and your business upfront. 

CONNECTOR: Somewhere who knows everyone.

CRUSH: Find a few folks whose work/style you admire. It doesn’t hurt to have a crush. 

ID a good list of your network 
members so that in a pinch you 
know immediately who to reach 
out to from advisement to 
reviewing an NDA. 

Your community is there to both 
cheer you on, kick you in the pants, 
and do your taxes come April. The 
community we build around us 
strengthens us during the ups and 
downs of running a business.

name email phone

name email phone

name email phone

name email phone

name email phone

name email phone

name email phone



FIND YOUR IDEAL CLIENT 

GOAL OF THIS WORKSHEET

GET SPECIFIC - GET CLIENTS 

IDEAL CLIENT WORKSHEET

Complete this worksheet and 
and then compare it with your 
current client list or lack 
thereof. What is similar? What 
is off? Come back to it every 
quarter and make changes. 

Too often we are trying to appeal 
to "everyone" which is too vague. 
Get specific with who your ideal 
client is, what they need, and 
what you can offer to them. 
Naming your ideal client is the 
first step in finding them. 

CLIENT NAME
Make a list of the clients you’d like to work with; 
big and small, go for it!

Y / N - PROJECT - RETAINER - HOURLY

POTENTIAL
Will this client support your revenue goal? What 
type of work? (retainer, project, hourly?)

Y / N - PROJECT - RETAINER - HOURLY
Y / N - PROJECT - RETAINER - HOURLY

Y / N - PROJECT - RETAINER - HOURLY
Y / N - PROJECT - RETAINER - HOURLY
Y / N - PROJECT - RETAINER - HOURLY

OUTREACH
How will you find them or connect with them? 
(networking, email, personal contact)

SUCCESS RATE
Of all of your outreach how many 
converted to a client? 

Who are your ideal clients? (Example: National Geographic)

Describe your ideal situation with this client.  (Example: I will be a freelance photographer for National Geographic making $85k a year)

What clients or situations would be deal-breakers for you? (Example: Tobacco clients, in-office requirements, lower rate than desired, etc)

What services might they be interested in? (Example: hourly work, custom packages, projects or team assignments)

National Geographic Through my contact Pete, who works there
I was able to close a quick assignment 
within 2 months of outreach

BUILD OUT YOUR PLAN

THIS IS A GOOD START. KEEP ADDING 
NEW ROWS AND NEW POTENTIAL 
CLIENTS. COME BACK MONTHLY TO 
REFRESH THIS.



LET’S SET SOME GOALS

GOAL OF THIS WORKSHEET

GOAL SETTING  IS IMPORTANT

GOAL SETTING WORKSHEET

Set some goals and build 
framework and 
accountability to those 
goals. Start crushing it.

“If you aim at nothing you will hit it 
everytime.” Thank you, Zig. Setting 
short terms and long term goals will 
allow you to lay the framework of 
your business. Goal setting gives 
you a plan and a scheduled daily 
goal to work against. Without a solid 
goal you will not know what success 
is and will find yourself with that 
unhappy “working but 
not making progress” feeling.

Business Goal Action Step to get me there What does success look like? Why is this a goal? How long will it take me to get there?
1
2
3

Did I achieve my goal What did I learn? What would I have done differently?

Business Goal Action Step to get me there What does success look like? Why is this a goal? How long will it take me to get there?
1
2
3

Did I achieve my goal What did I learn? What would I have done differently?

Business Goal Action Step to get me there What does success look like? Why is this a goal? How long will it take me to get there?
1
2
3

Did I achieve my goal What did I learn? What would I have done differently?



MAKE YOUR IDEAL DAY HAPPEN 

GOAL OF THIS WORKSHEET

DREAM A LITTLE 

IDEAL DAY WORKSHEET

From morning to night, write 
out your ideal day. Use these 
answers to start designing your 
work and life. 

Stuck in a rut? Can’t seem to get 
where you want to go? Start 
visualizing your ideal day. This 
exercise will get you out of your 
head and see where you can 
make real change. Think less 
about the big picture and more 
about the smaller steps you can 
change now to get you to your 
dream life.  

You wake-up in the morning and look out your window to see
You get dressed in your favorite outfit which is
You enjoy your morning breakfast which is
Before getting started with work you like to
One thing you are glad you don't have to do anymore is
Work starts for you at
You like to do your work
You are starting a new project you're excited about which is
You like to listen to
You enjoy a lunch of
You want to work
After lunch you like
It's important for you to spend time each day doing
I enjoy spending my non work time with my
I look forward to taking trips to
I finish up my work around
In the evenings I enjoy
For dinner I like to have
I end my day by

ANSWERS


