Unconventional Working Made Workable

2022 Uncompany
Freelancer Handbook

“THE MOST DAMAGING PHRASE
IN LANGUAGE IS “IT’S ALWAYS BEEN
DONE THAT WAY.”
Grace Hopper - Pioneer in Computer Science , Navy Commodore, Independent Thinker.

Welcome to Uncompany
Uncompany was founded with a lofty goal of making unconventional working as accessible and
acceptable as full-time employment. We believe that by developing a system, we can reduce
friction and make unconventional working more workable for both clients and freelancers.
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Core Values

Core Values
1. do>try

2. relationships first
3. make it simpler
4. pay attention

5. take ownership

6. build with margin
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WE TAKE THE BEST
PIECES OF WELL-KNOWN
BUSINESSES AND MIX
THEM GENTLY AT A LOW
SIMMER.
We are not just another staffing agency, freelance platform,
community, consultancy. We are building a “soft place to
land” for independent workers, one where you can connect
for work, connect for support, and connect for career
development and growth.
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Our Pillars
Community
Both virtual and in-person opportunities to
connect with like-minded independents.

Opportunities
Connections to jobs with Uncompany clients.

Education
Training and tools that help you start, build, and
grow your business to whatever size and goal
you wish it to be.

Getting started

Getting Started
Congrats on taking the first step towards building your own empire. In order to get off on the right
foot, we ask all of our new sign-ups to attend a webinar where we will review the basics of Unco.

WHO WE ARE

Uncompany is a hybrid between a creative staffing company and a freelance
collective. We work with large brands and are always looking for stellar talent to
place in full-time, freelance, and contract positions.

WHAT WE DO

We are building a way to make unconventional working more workable.

HOW DO WE DO THIS

We create and provide systems and services that get at the friction points
we’ve experienced in building our own independent businesses and working
with other freelancers.

WHAT WILL I GET

We hope to connect you to other freelancers and independents. We hope to connect
you to jobs with trusted clients. And we hope to provide you with resources that will
help you as you build your business.

WHAT’S NEXT

Remember to connect to the network. Get involved by attending events and webinars.
Use the resources provided. Be responsive and engaged when we send you emails
and notifications about new opportunities. Reach out to your Client Relationship
Manager so we will also know who you are and what you want to do.
Remember, squeaky wheel... squeak, squeak!
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Getting Started

Next Steps
First things, first
Once you’ve signed up on our site,
you’ve become part of the Uncompany
community. But that does not mean you
can just sit back and wait for jobs to
come to you. You’ve heard it a million
times... network, network, network. It’s
the name of the game, especially when
you are starting up or running your own
independent business.
.

Kate Connors - Uncompany Talent
Relationship Manager and your point
of contact (POC)

Connect

Get Involved

Be Responsive

With me, Kate, your Uncompany
POC. Sign up for webinars and any
online/local events we are hosting.

Join the Discord platform where
you can chat and swap stories with
fellow Freelancers.

Whether it’s to your Uncompany
contacts or Clients, it is always
good practice to respond within a
reasonable timeframe (within the first
24 hours of an update or request).

Email me to provide updates on
your availability or find time on
my Calendly to chat through any
questions
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As we work through placements
for Client requests, it’s important to
remember that how you respond to
us is an indicator of how we assume
you will respond to Clients. Be prompt!

Getting started

Final Checklist
Dot the “i’s”
Before you’re working your first project with Uncompany, we need to make sure we’ve crossed all
the “t’s” and dotted all the “i’s”. Follow these steps to ensure you are set-up properly:

P
P
P
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Complete your profile. This includes writing your bio, uploading a headshot,
and noting your availability.
Fill out your paperwork. This includes several documents. Note that you
are not able to be placed in jobs until we get all of those documents filled out
and finalized.
Understand the services: OnDeck. Projects. Contracts. Understand what they
are and which one or ones you’d be most interested in.

P

Respond to new job openings and requests. You’ll do this by submitting
a proposal through our system and awaiting further instruction from your
Relationship Manager.

P

Working the project. This will include managing expectations, conflicts,
deliverables, timesheets and completion tasks. Any issues? Alert your
Relationship Manager.

P

Submit your invoices. This is where you get paid. You will be responsible
for reporting time if needed and uploading a corresponding invoice in a
timely manner.

Getting Started

PBio

Let’s make it awesome
A bio does not need to be your life story.
I’m sure it is a beautiful story, but your profile
and/or proposal is not the place for it.

A few tips on writing your bio

(or perhaps, ahem, revising your current bio).
• The most pertinent information should be front and center.
• The first sentence should state your expertise/skill set and how
many years you’ve been practicing your craft.
• Add any accomplishments or degrees you’ve received.
• Include areas of specializations (e.g. if you are a copywriter – you
prefer long form, blogs, social media, 360 ad campaigns, etc.).
• Add a few fun facts about yourself and what you like to do in your
free time. After all, you aren’t a robot.

Bad Bio

Good Bio

Hello, I’m Steve. I’m a designer and I like IPA.

I”m Steve, a senior designer with over 15 years of
experience working with B2B and B2C brands and
agencies. I’ve received Gold Addy’s, and a One
Show Mention for my work with Nike on Title IV. I am
currently seeing opportunities to design for “purposedriven brands and agencies” either on a freelance or
full-time basis. When I am not working, I hike, swim,
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run, explore, and do anything I can to be outside.

Getting Started

PHeadshot

Say “CHEEESE.”
Your headshot, coupled with your bio, is one of the first things that a
potential Client will see and review as they start to learn more about
who you are and what you can deliver. Remember, you only get one
shot at a first impression!

A good rule
of thumb for
your photo is

KISS

(and no, I’m not suggesting making a kissy face).

KISS stands for: Keep It Simple, Stupid.
• Clean up!
• No busy patterns for your clothing choices
• Choose a simple background
• Be relaxed, have fun, and let your personality shine
through!
• Here is a fantastic step-by-step guide to taking your
own headshot.
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Bad Headshot

Good Headshot

- Blurry

- Clean + Clear

- Too personal

- Simple background

- Unprofessional

- Professional

Getting started

PDocuments
As you get started, we will need to collect some information and documentation from you.
Don’t worry, we try to make the legal/tax stuff as easy as possible.

ICA

This is our Independent Contractor Agreement. This includes our legal outline of
working as well as guidelines and expectations. Please review thoroughly and make
sure you understand everything before signing.

GUIDELINES/ CODE OF CONDUCT

This outlines expectations and recommendations for working with Uncompany and our
Clients. This also outlines steps to take if you have a conflict or need to file an incident.

COI (Certificate of Insurance)

Certificate of Insurance. If you have this, please send it our way. Many of you will not
have this type of insurance. Uncompany covers you in some aspects, but you’d like
more information on gaining insurance, which includes liability and workers comp,
please let us know. We can offer referrals.

TAX DOCUMENTS

W-9. This needs to be filled out and submitted with your taxable entity listed. If you are
an international freelancer, we will need a W-8BEN document completed as well. We
cannot process payment until these documents are completed.

PAYMENT DOCUMENTS

This includes your direct deposit information. We will pay all approved invoices
NET 30 to your bank account. In order to be paid, you will need to
provide your bank information for set-up. If you are an international freelancer, we will
need your wire information and SWIFT number for processing.
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Working with Us

PWorking Projects
Our “Projects” service includes work that has a fixed budget and/or a defined set of deliverables.
Many times when you are working on this type of work, you are working with a team of freelancers.
View the video below for further details.

How do I work and propose a project?
Click to view video »

The Process
1. Proposal
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2. Contract

3. Kick-off

4. Process

5. Close

6. Invoice

Working with Us

PWorking-OnDeck
The easiest way to define our “OnDeck” service is as a ‘freelancer bench.’ The Client chooses
this service when they have recurring needs. Uncompany works to set up a bench, or group of
freelancers, based on their request, and the Client will reach out directly to the freelancer when a
project arises. Your rate is locked from the get-go, but don’t worry, you can update it on an annual
basis. Keep in mind, there is no guarantee of work. View the video below for further details.

How does OnDeck work?
Click to view video »

The Process
1. Proposal
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2. Contract

3. Kick-off

4. Process

5. Close

6. Invoice

Working with Us

PWorking-Contracts
“Contracts” are longer-term commitments and typically have a set time frame and budget or
hourly rate attached. In our experience, Clients choose this option for either short-team needs
(e.g. maternity/paternity leave) or as a segway to a full-time position. View the video below for
further details.

How do contracts work?
Click to view video »

The Process
1.Proposal
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2.Contract

3.Kick-off

4.Process

5.Timesheet

6.Invoice

7.Close

Expectations

PManaging Expectations
Good Fences Make Good Neighbors

Our buddy Robert Frost said that, and we agree. We have some recommendations
on ways you can set your boundaries and expectations with your Uncompany Clients.
From our experience, this will make the project run smoother and also save your sanity.

Responsiveness Policy

• Set the expectation for response time. We suggest replying to email within 24
business hours.
• If communication via phone is expected, set call windows and make yourself
available during those times only.

Phone/Personal Space

• No texting after business hours from your personal phone.
• Refrain from commenting on personal social media accounts.
• Refrain from meetings outside of business hours.

Private Information

• Refrain from sharing personal or private information.

Professionalism

• Dress and speak in a manner appropriate for a seasoned professional who cares
about both the work they are doing and the business they are building.
• Show up to meetings on time and ready to work. Respect both your time and the
time of the client in all that you do.
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Please review our current Uncompany Freelancer Code of Conduct»

Expectations

PManaging Conflict
Failing to plan is planning to fail

So, let’s have a plan in case something goes awry. Sometimes things happen or don’t go the
way we want them to go. If a conflict arises or you have an incident that you’d like to report,
follow the guidelines below.

Incident Reporting

• Report - When something has happened, you
should report the incident using the incident
document within 72 hours of the incident.
• Document - Once you complete the Incident Form
please email a copy of the form to your Relationship
Manager who will keep this on file and follow-up
with suggested next steps. This could be a meeting
with the client or manager.
• Resolve - If the incident cannot be resolved
amicably Uncompany can make recommendations
to an outside arbitrator.

Client-loaned materials
• Must be returned in good condition

• If damaged or unreturned, replacement cost will be
deducted from payment and/or payment may be
withheld until material is returned.

Expenses

• Any expenses (stock, travel, food, etc.) incurred
during work must be approved by the client in writing.
• Freelancer must invoice expenses separately from
project invoice and include needed receipts.

Red Flags

• Red flags can be defined as any instinct that
something may cause an issue with a project
or client relationship. This can be an illness,
adjusted expectations outside of scope, change
in management, overstepping boundaries, etc.
If you sense a red flag, bring it up with your
Relationship Manager.
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Scope Changes

• A scope change includes, but is not limited to,
adjustments to the timeline, deliverables, or budget;
additional rounds of revisions; and new creative
direction that creates more work. When you sense
a scope change, bring it up quickly with your
Relationship Manager.

Talking Money

• Uncompany is set up to manage budgets,
payments, and taxes. Clients know that they
should discuss budgets and estimates directly
with Unco. If they try to discuss any money matters
directly with you, let them know that you will loop in
Uncompany on the request and they will work on
getting an estimate and SOW together for the need.

The “No-No’s”

Things to Remember
AKA The “No-No’s”

We are all super busy running our independent empires, so sometimes we forget some things.
Here is a quick list of some of the things we want you to keep top of mind to avoid some
potentially tricky situations.

Do not discuss your rate with the Client

• Uncompany handles all budgetary discussions between freelancers and Clients. In the simplest terms,
discussing your rate directly with any Client is considered a breach of contract. While Uncompany
does not take a portion of your rate, we do add a ‘mark up’ fee as a cost of doing business. .

Do not work on a project without a contract

• Sometimes a client is so comfy with you they just keep wanting to send you work. That’s great! If
you are OnDeck, just make sure there is a job number for you to track against. If it is a new Project
Request, you must let Uncompany know so we can set-up a SOW for the Client and for you to bill
against. Loop us in as soon as the request comes in.

Do not forget about your timesheet

• It is SUPER important that you keep your timesheets up to date as much as possible. We use
these timesheets + your invoice to bill the Clients. These timesheets are also shared directly with
the client, so if they aren’t up to date, then the information isn’t accurate, which could lead to a
delay in payment for you and a frustrated client.

Do not delay submitting invoices - Do this once per month

• We all like to get paid, right?! In order for us to pay you on time and with accuracy, you need
to submit your invoices in a timely manner: once a month for OnDeck and as outlined in your
contract for other services. Make sure your timesheet is up to date and matches your invoice, and
attach a jpg, pdf, or .doc of your invoice. Know that any missteps with submitting your invoice may
delay your payment.

Do not discuss personal issues or concerns with Clients
• This is what your Relationship Manager can help assist and/or mediate with. If there are issues
with the project, we can problem solve.

• Personal issues should be kept...personal. Refrain from discussions on religion, politics, race, etc.
If something ever comes up that you feel uncomfortable about, bring it up at once with your POC.
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Resources

Resources
Over the years of working as independents ourselves, we have collected quite a smattering of
tools and resources - some we’ve created just to help you out. See below!

Worksheets (link to all)
• Positioning Statement Worksheet

• New Business Email

• Budgeting Worksheet

• Checking in Email

• Build your Team Worksheet

• Positioning for another project Email

• Find your Ideal Client Worksheet

• “We’ve noticed scope creep” Email

• Goal Setting Worksheet

• Checking on payment Email

Documents
• ICA (Independent Contractor Agreement)
• Freelancer Code of Conduct
• Tax Documents (W9 or W8 BEN)
• Certificate of Insurance (biBERK)
• Direct Deposit Form

Videos(Q+A)
• What is NET 30?
• What is an invoice?
• Where is my timesheet?
• How much should my rate be?
• What is “scope creep” and what do I do about it?
• How do I bill?

FAQs
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Emails (link to all)

Have more questions?
We might have already answered them here.

• Thank you Email

Videos (Q+A)
• Services Overview

Meet the Team

Meet the Team
We are close to 500 strong, but meet the internal folks who keep the Uncompany wheels turning
and have their tentacles in the day-to-day.

Maari - Founder

Maari started Uncompany in 2015
to give freelancers a single place to
go where they could find resources,
other freelancers, and jobs. She loves
meeting new clients and freelancers
who love the new way of working.

John - Dir. of Operations

John joined Uncompany in
2018 to build systems that
support the mission of making
freelance as frictionless as
possible. Contact John with
questions related to process.

Richelle - Client Manager

Richelle is our Client Relationship
Manager. She is your point of
contact with questions related to
new contracts, scope creep, or
questions about how best to work
with your Unco Client.

maari@weareuncompany.com

john@weareuncompany.com

richelle@weareuncompany.com

Kate - Talent Manager

Christine - Finance

Marcia - Recruiting Manager

Meet Kate, the Talent Relationship
Manager. Kate is your point of
contact for anything related to
signing up with Unco, onboarding,
project proposals, submitting
invoices, or general questions
about how to put your best foot
forward as you navigate through the
independent world.

Christine knows spreadsheets!
She’s here as your contact for
questions related to billing, all
the necessary documents, and
getting paid. Don’t forget NET 30
is 30 days from submitting your
invoices! Let’s get paid, folks.
christine@weareuncompany.com

Marcia helps grow and expand
our network with a focus on our
full-time and longer contract
placements. Reach out to her
if you are interested in full-time
opportunities.
marcia@weareuncompany.com

kate@weareuncompany.com

And of course
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+

You - Independent

Our independent community is as much a part of our business as the internal team.
We are glad to have you, your skills, and your unique independent boss-ness.

Thanks for being awesome!

Uncompany 2022 | weareuncompany.com

