
 
 
I finally reached my breaking point. 
 
I wanted so badly to go full-time with my freelance business this time 2 years ago, so I was 
thrilled to have a handful of people booking my services.  
 
I walked through all of the steps I shared with you in Module 3 for building and pricing my 
service packages, but I got in a bad habit of taking on clients right away. I didn’t have a system 
for booking clients and I didn’t set any limits on the number of clients I was willing to take on at 
one time. 
 
It wasn’t long before projects started to pile up. Timelines were getting pushed back, my clients 
were getting frustrated, and I was working around the clock. Nights and weekends were spent 
trying to keep my head above water, my to-do list was completely overwhelming, and I couldn’t 
rest without feeling guilty because of all the client work that constantly loomed over my head. 
 
It was miserable.  
 
Maybe you can relate.  
 
One night the stress of it all finally reached a head, and I broke down. I couldn’t keep this up; 
there had to be a better way. So I resolved to regain control of my client schedule. 
 
I sat down and created a game plan for streamlining my process. I thought through every task 
that could be done ahead of time, I accounted for every task in my client process by blocking 
out time for it in my schedule, and I determined how many projects I was going to take on the 
following year. 
 
That was in late October of 2014. 



 
By January - less than 3 months later - I started booking clients in advance. And by early 
March, I had booked out my client calendar for the remainder of 2015. 
 
This new project management system helped me create a better rhythm for client work, it 
streamlined my process and helped me stick to project timelines, and it ultimately helped me 
regain control over my freelance business. 
 
I didn’t do anything crazy; the steps were actually super simple. But my new project 
management strategy was a game-changer for me. And it will be for you, too. 

 
Module Overview 

 
In this module, I’m going to share and walk you through my process for scheduling and 
managing clients. 
 
You created a Trello board to outline your service packages and estimate timeframes in 
Module 3. In Module 4, we’re going to build upon that board and create a project calendar to 
help you book clients in advance. (This will be especially helpful for those of you who are trying 
to make the transition to full-time business.) 
 
Then I’ll help you stick to that calendar and work more efficiently by teaching you how to 
streamline your client workflow . 
 
I’ll also introduce you to some helpful project management tools and show you exactly how 
they can be used to keep up with client projects.  
 
Then we’ll round out the module by taking a look at some practical methods for scheduling 
your workday, staying on top of tasks, and maintaining a realistic work/life balance . 
 
By the end of this lesson, you’ll no longer be overwhelmed by client work. Instead, you’ll know 
exactly how many clients you can take on at once, how long each project will take you, and 
how to schedule your workday so everything gets done on time.  
 
Are you ready? Let’s dive in. 
 
 

Creating a project calendar 
 
How often do you agree to take on a project without planning for it in your schedule? 
 



It’s an easy habit to make.  
 
A potential client contacts you. They love your work, they’re okay with your prices, and they’re 
ready to sign your contract.  
 
You take them on, thinking that you have plenty of time to tackle their project, but you quickly 
realize that the project is taking a lot longer than you anticipated. 
 
You didn’t account for all the time each task in your process would take you, so you end up 
working late nights and weekends. You’re down to the wire. You’re stressed. And you’re 
kicking yourself for not planning better. 
 
I’ve been there many times.  
 
It’s time to break this cycle. Instead of guessing how much time each project will take you and 
haphazardly taking on clients whenever they inquire, you have to do some planning.  
 
A much easier route would be to set aside time in your schedule for each step involved in 
the client process. 
 
And that’s what you’re going to do right now. We’re going to take the guessing game out of 
your project timelines by accounting for every task and scheduling them into your project 
calendar. 
 
You’ve already outlined every step of your client packages in Module 3, along with a time 
estimate for how long each step will take.  
 
Now that you have those time estimates, I want you to determine how many 
days/weeks/months each service package will take you to complete. 
 
For example, my design service package takes me an estimated 50 hours and 20 minutes to 
complete. But I’m not going to sit down and crank out a project over the course of 3 days. So I 
need to figure out how many days/weeks/months this package is realistically going to take me. 
 
On the blank calendar I included on pages 1-3 of the Module 4 workbook, I’m going to set 
aside time for each step of my design process. 
 
The preliminary tasks like the inquiry response, meeting, contract, invoice, homework, etc. will 
take place before the project begins, so I’ll need to account for those ahead of time. So I’m 
going to start with the first task I need to complete during the main project timeline. 
 
I’ll map out 3 hours and 15 minutes on Monday for the inspiration board draft and email. 
 



I’ll set aside 1 hour and 15 minutes on Tuesday for the inspiration board revision and email. 
 
3 hours on Wednesday for logo concept sketches. 3 hours and 15 minutes for logo concept 
vectors and an email.  
 
2 hours and 15 minutes on Friday for concept revisions. And so on. I’ll continue this process 
until I’ve included every step of the process in my schedule to have a realistic idea of how long 
the project will take me (which ends up being 3 weeks). 
 
Now, I take on 1 client at a time, which makes my project timeline fairly easy to map out.  
 
You’ll need to consider whether you want to take on one client at a time or whether you want 
to take on multiple clients at once. 
 
If you take on multiple clients at once, you might include more buffer days in between tasks to 
allow for client feedback. You might even choose to take on 2 clients at the same start date to 
keep like-tasks together and cut back on the confusion and stress that comes with keeping 
track of multiple timelines.  
 
This exercise might take a little time to complete, but it will take the guesswork out of booking 
clients and setting timelines and give you so much peace of mind in the long run.  
 
So put me on pause, map out those tasks, and create a timeline for each service package in 
your workbook. I’ll wait here. 
 
--- 
 
I always envied wedding photographers. Booking clients seemed so easy for them; they simply 
blocked out time on the weekends for each client wedding. They couldn’t be in two places at 
the same time; if they already had a wedding booked for Saturday, June 10th, they couldn’t 
book another wedding for the same day. Their calendar set limitations on how many clients 
booked them and when. 
 
It isn’t that straightforward with design projects or other freelance projects, is it? When you 
offer services that aren’t carried out in-person, you usually have a little more leeway. 
 
But who says it has to be that way? Why can’t every service-based business create a project 
calendar and follow that same simple booking strategy? 
 
That’s exactly what you’re going to do. 
 



Now that you have an idea of how long each service package will take you to complete, it’s 
time to block off time for each one in your calendar to determine how many projects you can 
take on within the next year. 
 
There are several benefits to doing this. 
 
First, creating a project calendar prevents you from taking on too many clients at once. 
Blocking out time in your schedule for each project helps set parameters. If a client has already 
booked you for the 3 weeks between October 31st and November 18th, you know that you 
can’t take on another client until the next available time slot.  
 
Second, creating a project calendar allows you to know how many clients you can take on 
between now and the end of the year. If you’re only able to fit 10 projects into your calendar 
for the next year, you know that you can only take on 10 clients for the next year. This helps 
you set a goal when you’re marketing your services. No more open-ended guesses; you’ll have 
an exact number of clients to work toward. 
 
Third, creating a project calendar takes the guesswork out of how much money you’ll bring 
in next year.  If you know how many clients you’re able to take on and you’ve determined your 
package prices, you’ll know exactly how much money you’re bringing in through your freelance 
work for the upcoming year. This is especially helpful for those of you who are trying to take 
your business full-time. 
 
And fourth, creating a project calendar helps you start booking clients in advance. As you 
begin to book clients, you’ll start to fill up those time blocks in your project calendar. The more 
clients you book, the further in advance you’ll book and the more stability you’ll have. Long 
gone will be the days of scrambling to find clients. Instead, you’ll have a calendar full of clients 
who are willing to wait to work with you. This stability will allow many of you to go full-time with 
your business.  
 
I’ve added blank calendar pages to your workbook on pages 5 through 10. You can use these 
to map out your client calendar or feel free to use an online app like iCal or Google Calendar.  
 
For example, here’s a look at my client calendar for 2015. You can see each time block for my 
design package (which at the time was 2 weeks).  
 
For those of you who are working toward a goal of taking your business full-time, I would 
encourage you to set a date in your calendar that you want to go full-time by.  
 
For example, your client process might take you 8 weeks to complete right now while you’re 
running your freelance business on the side, but it will only take 3 weeks if you’re able to 
freelance full-time. You hope to go full-time in June 2017. 
 



So you’ll map out those 8-week time blocks in your schedule up until June 2017. Then, you’ll 
start to map out 3-week time blocks. If you’re able to book out in advance, you’ll have more 
security when you make the leap in June because you’ll already have clients booked and 
ready to go. 
 
Again, no more guesswork. Take the time to map out your project calendar right now. When 
you’re done, share it with me and the other attendees in the course by posting it to our 
Facebook group. 
 
--- 
 
Now you can begin booking clients for the time slots you’ve blocked off in your project 
calendar.  
 
When you meet your client goal and fill up your project calendar, you can either begin booking 
for the next year or start a waiting list. 
 
Before we move on, I want to touch on something I mentioned in Module 3.  
 
Do you remember that goal you set for increasing your prices? You may have chosen to raise 
your prices every 2 clients, 5 clients, or 10 clients based on your packages.  
 
Now that you’ve created your project calendar, go through and mark down when you’re going 
to raise your prices. If it’s every 5 clients, make a note in your client calendar to increase your 
prices 5 clients from now. 
 
You don’t want to book out your calendar for the year at the same price; as your demand 
increases, your package prices need to increase, too.  
 
So go ahead and make note of your price increase goals in your project calendar now.  
 
--- 

 
Streamlining workflows 
 
You know how long each service package is going to take you. You know how many clients 
you can take on between now and this time next year.  
 
Now it’s time to streamline your workflows to help you work more efficiently and stick to those 
estimated timelines you outlined in your Trello board.  
 



I don’t know about you, but administrative tasks always take more time than I anticipate. Emails, 
contracts, invoices, mock-ups, client homework setup. The tasks themselves don’t seem like 
they’ll take long, but they add up over time.  
 
Often times it’s easier to get those tasks out of the way ahead of time to make the client 
process run smoothly. 
 
Look at your Trello board with all your service package workflows. 
 
Which tasks can you go ahead and take care of ahead of time to make your client process 
run smoothly? 
 
For example, emails always take me a long time to write and I end up writing similar emails to 
each client throughout my design process.  
 
Instead of writing new emails for each client, I write out some general email scripts ahead of 
time, add them in the comments section of my Trello cards, and I refer back to them throughout 
my client process to make that step of the process less time-consuming. 
 
I do the same with links, files, and templates - anything that I can take care of ahead of time to 
make the client process quicker and easier. 
 
I’ve added a link to my Trello workflow boards in the resource section of this module so you 
can see examples of how to knock out tasks ahead of time. 
 
I’ve also added a link to a post I recently shared on the Elle & Company blog that includes over 
20 email scripts for client inquiries, invoices, contracts, meetings, and more. 
 
A few other ideas for tasks that you can complete ahead of time include:  
 
1  |  Calendly links 
 
Calendly is a handy tool for scheduling meetings.  
 
Instead of going back and forth with a client to find a meeting time that suits both of your 
schedules, Calendly lets you map out your availability and share a link to your schedule so your 
client can choose an available time that works for them. Then Calendly automatically adds the 
meeting to your calendar. 
 
No more email tag. It’s easier on both you and your client. 
 



Calendly is free if you only use it for 1 event type and less than $10/month if you want to set up 
multiple event types. I’ve included a link to it in the Module 4 resource section for those of you 
who are interested in giving it a try.  
 
To streamline my process and work more efficiently, I add my Calendly link to my client 
meeting email scripts to cut back on time and make that task easier. 
 
2  |  Master copies for client homework 
 
After each new design client signs my contract and pays the invoice for their deposit, I send 
them a series of questionnaires for their client homework using Google Docs.  
 
Instead of creating a new Google Doc from scratch for each client, I set up a master copy for 
the questionnaires and add a link to the master copy to the back of the Trello card. 
 
Each time I’m onboarding a new client, I visit Trello, click the master copy link, create a copy of 
the Google Doc, and add it to my client’s shared Google Folder so both of us have access to it.  
 
This way the master copy isn’t changed.  
 
And because I have access to the Google Docs, I can check in and see if my clients have made 
progress on the questionnaires before the project begins. If not, I know to check in with them 
and send them a reminder so we can stick to the project timeline. (I’ll discuss this more in 
Module 5 when we cover setting client expectations and boundaries, so stay tuned.) 
 
3  |  Giftcard links 
 
I like surprising my clients with small, thoughtful gifts throughout the client process.  
 
One of them is a Starbucks giftcard. Sometimes my clients like to procrastinate on their client 
homework (I know because I can check in through those shared Google Docs). So to surprise 
them and send them a little encouragement, I send them a digital Starbucks gift card with a 
note that says: 
 
"Homework questionnaires" can sound a little daunting. Here's something to make answering 
them more enjoyable :) I’m excited to work with you in 2 weeks! 
 
To streamline this task, I add the Starbucks giftcard link to the back of the Trello card and drop 
the message in the comments so I can copy and paste it later. 
 
4  |  PDFs 
 



Pricing guides, welcome guides, and other PDFs involved in your client process can also be 
added to your Trello cards. Instead of hunting down the files on your computer, you can simply 
refer back to your workflow board on Trello and keep everything in one place. 
 
5  |  Templates and Adobe Illustrator files 
 
I’m constantly creating new Adobe Illustrator templates for inspiration boards, logo concepts, 
and collateral item mockups.  
 
So to make things easier on myself and save time, I created master copies for every template 
and mockup in my process and uploaded them to the back of my Trello cards. Each time I’m 
working through my client process I can simply open the file, create a copy, and get to work. 
 
6  |  Video tutorials 
 
This is a task that I’m hoping to add to my client process for 2017 because it will save me a ton 
of time.  
 
There are several steps in my client process that I explain to my clients over and over again, 
from organizing the content on their website in Google Drive to making edits to their 
Squarespace site. Instead of taking the time to walk them through a live tutorial or explanation, 
it would be much easier and more efficient to record it once and send the video to them.  
 
--- 
 
So again, which tasks can you go ahead and take care of ahead of time to make your client 
process run smoothly? 
 
Put me on pause and work through them right now. Not only will it help save you time in the 
long run and help your process run more efficiently, but it will help you think through how you 
can work smarter and find workarounds for some of your tasks. 
 
--- 

 
Project management 
 
Now that you have all of your tasks outlined and streamlined to the best of your ability, it’s time 
to come up with a system for keeping up with them all.  
 



I’m all about using project management apps that are well-designed, intuitive, and free. Trello 
and Asana are my go-to’s for keeping up with tasks and timelines, and I’m going to walk you 
through exactly how I use them for Elle & Company.  
 
My system may not work for you to a T, but my hope is that you’ll be able to take away some 
helpful organization methods that work for you and help you manage your tasks.  
 
Using Trello 
 
Trello is great for making lists and outlining workflows, and it can easily be used as a project 
management tool. 
 
Now that you have your workflows listed out and you’ve set timeframes for each task, you can 
easily use these outlines as a “master copy” of sorts for your individual client projects. 
 
For example, you can set up a new Trello board called Client Projects.  
 
When you book a new client, simply go to your Workflow board, copy the workflow list for the 
service package that was booked and name it, and move it to your Client Projects board. Then 
you can go through and assign dates for each of the tasks. 
 
If you enable the Calendar Power-up option by clicking the link in the due date window, you 
can see the due dates for your board in a calendar view and even sync them with iCal. 
 
Because you’ve already done the work of setting up your workflows in Trello, this project 
management system can be a really easy option for keeping up with all the tasks in your client 
process. 
 
If you have assistants or employees or ever bring them on in the future, you can add them to 
your Trello boards and assign them to tasks by clicking on the Members button on the back of 
your Trello cards. 
 
I’ve added an example of the Client Projects board to the resources section of this module. 
Feel free to reference it as you develop your own board if you choose to use Trello for project 
management. 
 
Using Asana 
 
Asana is another great project management tool (and like Trello, it’s also free!).  
 
I prefer to use Asana to keep up with tasks and timelines because I find it easier to use for 
every arm of my business, including blog posts, newsletters, Ellechats, Llibrary additions, 
coaching clients, design clients, and courses. 



 
Asana is organized by projects, so I set up a project for each arm of my business: 

- Freelance Academy 
- Blog 
- Design 
- Coaching 
- Ellechat 
- Newsletter 
- Library 
- Other 

 
I assign each one a color to visually organize them in calendar view. 
 
Then, under each project, I add tasks. I set up each client as a task for both Design and 
Coaching.  
 
If I click on the task, I can add subtasks. This is where I add each item of my workflow from start 
to finish and assign due dates to each one. I can also add files to the task (like client homework 
questionnaires and drafts) and I can assign tasks to different people on my team.  
 
It’s very similar to Trello, but I find it easier to keep up with all of my business tasks in Asana.  
 
Under the blog section, I create a task for each for each new post and assign a due date.  
 
Under each blog post task, I create subtasks for outlining, writing, and editing the post, along 
with setting it up in Squarespace and promoting it.  
 
I assign some of the tasks to my assistant, attach the Google Doc where I wrote the draft, and 
communicate with my assistant in the comments section. 
 
I do the same for my newsletters, Ellechat webinars, and Library additions. 
 
I can keep up with all my business tasks by clicking My Tasks at the top of the window and 
check them off one by one as I complete them, and I can see all of the tasks for everyone on 
my team by clicking on the Calendar.  
 
If you have a bunch of business tasks outside of your client work, you might find Asana helpful, 
too.  
 
Whichever project management app you choose to use, stay consistent and commit to using it. 
Organization is key to keeping up with tasks and meeting deadlines, and although it may take 
some time to learn it and get in the habit of using it, it will be extremely beneficial for you in the 
long run.  



 
Productivity tips 
 
Even with all of your tasks and deadlines laid out in a project management app, productivity 
can be a challenge.  
 
Not only is it difficult to focus and crank out work (especially on those days where motivation 
and creativity are lacking), but many of you taking this course don’t have much time to pour 
into your business, as it is.  
 
I’m a sucker for productivity tips and I’ve found several that have been incredibly helpful for me 
over the past few years since starting Elle & Company. These are the tips I’ve found the most 
beneficial. 
 
1  |  Batch tasks 
 
Are there any tasks that you find yourself doing multiple times a week? Consider batching them 
to knock them out in one fell swoop. 
 
If you find yourself checking email several times a day, batch the task and tackle it once or 
twice a day instead. 
 
If you write multiple blog posts a week, batch the task by outlining all of your posts in one 
sitting, writing all your posts in one sitting, editing all your posts in one sitting, and setting them 
all up in one sitting. You can do the same thing with blog post graphics, too. 
 
I mentioned this briefly earlier in the module, but for those of you who take on multiple clients 
at one time, you might consider batching projects. Instead of staggering projects, start them at 
the same time and batch all of the tasks for the same days.  
 
Instead of spreading your time among a bunch of different areas, batching focuses your 
attention on similar tasks and helps you crank them out quicker. 
 
2  |  Time block 
 
You’ve been working on time blocking throughout this module, but setting aside time to 
accomplish tasks is helpful for all business tasks, not just client work. 
 
While it’s a blessing to be able to dictate your own schedule when you’re working for yourself, 
it’s also difficult to set boundaries on your time and maintain a consistent schedule. Time 



blocking can help you get into a routine and allot space in your schedule to accomplish all the 
things on your plate. 
 
At the outset of each week, I like to create a plan in my schedule by blocking out time for my 
tasks.  
 
I look at all the things that need to get done and prioritize them in order of importance. I make 
time for the big rocks first by blocking out timeframes for accomplishing them. These tasks 
usually include client projects, blog posts, newsletters, course prep, and webinars.  
 
Then, as I’m able, I block out time for the smaller tasks like emails and administrative work. 
 
By setting aside blocks of time for these items, I’m also challenged to play a little game that I 
like to call, “Beat the Clock.” Because I’ve allotted a certain amount of time to complete the 
task, my competitive nature likes the challenge of getting it done before my time is up. It’s a 
little extra accountability and motivation, and it’s especially helpful on those days when 
creativity is lacking and I’m tempted to put tasks off until later. 
 
So consider time blocking. Map out timeframes in your daily/weekly/monthly schedule and 
view them as hard dates that can’t be scheduled over. It’s going to require you to use self 
control in order to stick to those time blocks, but the increased productivity will be worth it. 
 
3  |  Time track 
 
You may think you know how much time tasks are taking you, but you might be surprised. 
 
I started using a free time tracking tool called Toggl recently, and it’s been eye-opening to see 
how much time I actually spend on emails and other seemingly small tasks.  
 
Toggl is simply a timer. It allows you to set up different categories and name your task, and 
then it acts as a stopwatch. At the end of each day and at the end of each week, I can see how 
much time I spent on each task and each category through the awesome graphs and charts 
that Toggl provides. It’s awesome.  
 
I use time tracking along with time blocking to keep up with my work hours and see where I 
could be working more efficiently, and my assistants use Toggl to keep up with their hours, too.  
 
I’ve included a link to Toggl in the Module 4 resources section for those of you who are 
interested in giving it a try. 
 
4  |  Remove distractions 
 



We live in an increasingly digital age, where everything is constantly at our fingertips. And 
while this is helpful in many ways, it also means that there are a ton of added distractions. We 
multitask all the time without even realizing it, which kills productivity. 
 
So consider all the things that distract you from your work and remove them. 
 
Turn off phone and laptop notifications. Unless there’s some sort of emergency, that text or 
Instagram comment can wait until later for a reply. 
 
X-out of unused windows in your browser. I’m famous for having a million windows up at one 
time, and my inbox is always among them. Every time I receive a new email, a number appears 
in the browser tab and I can’t help myself - I have to check it. Which means that every 5 
minutes I’m taking a break from a task to check my email. Totally unnecessary. The same is 
true for social media. So if you’re like me, consider X-ing out of all the unused windows in your 
browser so you can focus on one task at a time. 
 
I’ve even gotten to the point of tricking myself into viewing things like checking my inbox, 
phone, and social media accounts as “rewards” for getting a task done. Sounds silly, but I bet a 
few of you could benefit from that trickery, too. 
 
For those of you who work from home, chores like laundry, cleaning, and cooking can also be 
distractions. It might be helpful to save those tasks for breaks so you aren’t being pulled away 
from your work.  
 
5  |  Schedule breaks 
 
When I first started Elle & Company, I had all kinds of motivation. I was so excited to be doing 
what I loved full-time that I worked straight through the day without thinking twice. I 
underestimated the importance of breaks. 
 
That quickly led to burnout. I’ll admit, I was skeptical, but I can tell you from experience that 
burnout is a real thing.  
 
So now I try to build breaks into my workday (and like I mentioned earlier, I view them as 
rewards for getting work done). I’ll make a Starbucks run, take a walk around the 
neighborhood, watch an episode of a quick show like The Office, or read a chapter of a book. 
 
Not only is it helpful to give my mind a breather from work tasks, but many of these break ideas 
get me out of the house. A win-win.  
 
When you’re time blocking for your day and your week, make sure you block out time for 
breaks. You’re not any less productive for utilizing them; in fact, breaks will help you be more 
productive in the long run (especially if you view them as a reward). 



 
6  |  Treat yourself 
 
Where do you work best? At the coffee shop? At the library? In your home office? Alone? With 
others? With music? Without music? With caffeine? Surely you don’t do your best work without 
caffeine… (kidding).  
 
Consider your motivators and treat yourself. 
 
I get some of my best work done in my studio apartment at my desk with a candle lit, the 
windows open, and John Mayer playing in the background.  
 
I also love spending a rainy day at the coffee shop with a large coffee and my headphones in.  
 
I know the environments that I work best in and I plan for them. Little things like candles and 
the windows open are like workday treats, and they give me a little extra motivation for getting 
things done. 
 
So think about the environments that you work best in and plan for them. Treat yourself. 
 
7  |  Set accountability 
 
Like I said earlier, freelancing requires a lot of self control and self motivation. It’s all-too-easy 
to let things slide and be unproductive when you’re your own boss and no one’s looking over 
your shoulder. 
 
But if there’s one thing I miss most about working a regular 9-5, it’s the community. Having 
other peers working alongside you and around you helps hold you accountable. 
 
So recreate that by finding an accountability partner. Share your goals and your 
daily/weekly/monthly tasks with them, and check in with each other throughout the week.  
 
This could be someone you’ve networked with already or you might even partner up with 
someone in the course by way of the Facebook group! 
 
My friend, Chaitra, and I meet up almost every Friday to check in with each other, hold each 
other accountable, brainstorm ideas, and get feedback on projects. Knowing that she’s going 
to ask me about client work and upcoming launches helps hold me accountable and keeps me 
from procrastinating during those weeks when motivation is lacking. 
 
I also find things like sticky notes really helpful for staying accountable. I write my goals down 
on them and put them in prominent places like my planner and above my desk, and I look at 
them when I’m feeling weary to remember what I’m working toward.  



 
So consider ways that you can set up accountability for your freelance business. It truly can 
make all the difference. 
 
--- 
 
Before we round out this module, I want to let you in on Challenge #2! 
 
The challenge is to complete a detailed Trello board that includes: 

- Every step of your service packages 
- An estimated time assigned to each task 
- Any tasks that can be taken care of ahead of time to streamline your workflow (email 

scripts, files, links, etc.) 
 
You have until Friday, November 4th at 12:00 midnight EST to submit your Trello board to me 
by making it public and emailing me the link. I’ll take a look at all the submissions and 
determine a winner based on the thoroughness of the board.  
 
The winner will receive a free 1-year subscription to the Elle & Company Library along with a 
seat to my upcoming Adobe Illustrator e-course! 
 
I’ll announce the winner in our second Freelance Academy Q+A webinar on Saturday, 
November 5th at 12:00pm EST.  
 
--- 
 
That’s a wrap on Module 4. By the end of this lesson, you should have: 

- Created a project calendar to start booking clients in advance 
- Streamlined your client workflow by taking care of tasks ahead of time 
- Setup tasks and deadlines in a helpful project management tool like Trello or Asana 
- And begun implementing some of helpful productivity tips like time blocking and time 

tracking 
 
Great work, best wishes with the challenge, and I’ll see you in Module 5! 


