Y% GhostBill Pro

A PRACTICAL GUIDE FOR FREELANCERS & SMALL TEAMS

The Freelancer's
Playbook.

Six chapters on tightening your billing cycle — how to
capture the work, get client sign-off, send invoices, and
actually collect on time. No fluff. Read it in 15 minutes.

Capture the work the moment it happens

Get the sign-off before you start

Send the invoice the same day

A follow-up cadence that doesn't depend on memory
Make it stupid easy to pay

The 30-day audit

ghostbillpro.com - Invoicing & client approvals that get you paid faster



01 — CAPTURE

Capture the work the moment it
happens.

The most expensive admin mistake in freelancing isn't a math error. It's a memory error. You finish a project,
move on to the next client, and by Friday you can't remember whether they approved that extra revision, the
rush turnaround, or the third look you added on the day.

Every billable extra that doesn't get captured in the moment is money walking out the door. Fixing this isn't
about software — it's about the 30-second habit that happens before you move on to the next thing.

Three rules for capture

1. If it took 15 minutes or more, write it down. Don't try to remember at end-of-day. Memory is a known-bad
system. A phone note, a photo, anything dated and time-stamped beats nothing.

2. Capture cost the same way you capture work. Time, add-ons, files, and the client's sign-off live together
as one record — not scattered across DMs, email, and three different apps.

3. The capture has to happen before you move on. Once you start the next job, the chance of a complete
record drops by half within a week.

What "good capture” looks like

The minimum useful record on a change or add-on:

¢ One-sentence description of the work — specific, not "extras"
¢ Time spent, or the agreed flat amount

¢ Any pass-through costs (materials, travel, licenses, stock)

¢ A file or photo of the deliverable, where it applies

* Client sign-off, ideally on-device or by link, not a verbal "yes"

¢ Date and approximate time

That's the floor. Anything less and you'll struggle in a dispute three months later.

THIS-WEEK MOVE

Think back over your last three projects. List every extra you did that wasn't in the original quote — the rush,
the extra revision, the add-on. How many made it onto an invoice? That gap, repeated across a year, is your
capture problem in dollars.
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02 — SIGNATURES

Get the sign-off before you start, every
time.

A verbal "yeah, go ahead" is not approval. A DM saying "sounds good" is not approval. An email saying "let's
discuss next week" is definitely not approval.

The single highest-leverage habit you can build is this: no extra work starts until the client has actually
signed off on it. Not nodded on a call. Not thumbed-up in a chat. Signed.

Why up-front beats after-the-fact

Sign-off before the work clears the invoice in seconds. Sign-off you chase afterward clears in days, sometimes
weeks — if at all. A client approving a clear scope up front knows exactly what they're agreeing to. The same
client two weeks later, looking at a surprise line on an invoice, has to remember, translate, and second-guess.

If you've ever sent a "just confirming the extra revisions" email and waited a week for a reply, you've seen the
cost of after-the-fact approval.

What counts legally

In all 50 U.S. states, an electronic signature is legally equivalent to a wet-ink signature for most business
contracts (under the federal ESIGN Act and state UETA laws). That means a finger-drawn signature on a phone
— or aclick on an approval link — captured with a timestamp and IP address, is enforceable in court.

What makes it defensible:

¢ The signer's name, displayed before signing

o A clear statement of what's being agreed to ("l authorize the work described above for $X")
¢ Timestamp of when it was signed

e Some form of identity link — at minimum the device, ideally the email of the person signing

e An audit trail you can't edit after the fact

The 3-line approval script

Say this to the client before any extra work — in person, on a call, or in the message with the approval link:

"This is for the [work description], for $[amount]. Once you approve, I'll get
started. If you'd rather wait or discuss anything first, that's totally fine — just let
me know."

That's it. Three sentences. Used every time. Eliminates the "I thought we were just talking about it" dispute.

THIS-WEEK MOVE

Find every unapproved extra from the last 60 days. Send the client a quick "Hey, can you confirm you
approved this work? Reply YES and I'll have a record." Most will. The ones who won't, you've now learned
about while the work is still recent enough to discuss.
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03 — INVOICE

Send the invoice the same day.

The single biggest predictor of how fast you'll get paid is how fast you sent the invoice.

Same-day invoices clear faster than next-day invoices. Next-day clears faster than end-of-week. End-of-week
clears faster than end-of-month. By the time you're invoicing on the 1st of the following month, you've added 30
days to your billing cycle for no reason.

Why the delay happens

Most freelancers don't delay invoicing on purpose. They delay because the data isn't ready: the hours aren't
logged yet, the receipts are buried in email, the final files are on the wrong drive. The invoice is downstream of
all that, so it waits.

Fix the inputs and the invoice fixes itself. If your time and costs are captured as you go (Chapter 1), the invoice is
one click away the moment the work is approved.

A good invoice has six things

1. Your business name and contact info — clean header, no clutter.

2. Client name and the specific project. Not just "Acme" if you run two Acme projects — name the
deliverable or month.

3. ltemized breakdown. Time x rate, or flat fees per deliverable. Pass-through costs as their own lines for
anything over $100.

4. Reference to the signed approval. "Per approved change order dated April 14" makes the conversation a
non-conversation.

5. Total, due date, and payment methods. Be explicit: "Due May 28, 2026. Pay by ACH or card via the link
below."

6. A "questions?" line. A name and an email. Friction-free, in case anything is off.

The send-it-now habit

¢ The moment a project or milestone is approved — review and send
¢ Batch yesterday's finished work and send before lunch each day

¢ Never invoice on Friday afternoon; clients don't read them and your follow-up cadence gets a confusing start

THIS-WEEK MOVE

Pick one client with chronically slow payment. Send their next invoice within 24 hours of finishing, in plain
language, with a click-to-pay link. Note when they pay. Compare to their average. That's the cost of delay in
dollars, for your business.
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04 — FOLLOW UP

A follow-up cadence that doesn't
depend on memory.

The first invoice email is the easy part. The follow-ups are where most freelancers fall apart, because there's no
system — just whoever happens to remember the unpaid invoice (usually you, at 11pm).

The fix is a consistent, automatic cadence. The same five touches, every time, in the same order. Clients learn
what to expect, the invoices that need attention surface themselves, and you stop being the bottleneck.

The five-touch cadence

Day 0 Invoice sent — with a payment link, due date, and the signed approval referenced.
Day 7 Friendly reminder — "Just making sure this didn't get lost in your inbox." Short, warm.

Day 14 Second reminder — slightly firmer. Add a copy of the original invoice. CC the billing contact if
there is one.

Day 21 A call or voice note from a human — not an email. "Is there anything blocking payment?" 80%
of stalls have a fixable reason.

Day 30+ [Escalate per your contract. Late-fee notice. Pause new work. For large amounts, a formal
demand or collections.

The cadence works because it's predictable. Clients who pay on time stay in your "no-touch" lane. Clients who
don't surface themselves automatically. You spend your time on the 10-20% of invoices that actually need it.

Two words to avoid in reminder emails
1. "Sorry." Don't apologize for sending a reminder for work you completed. "Just following up on this invoice"
beats "Sorry to bother you again."

2. "Hopefully." "Hopefully you can take a look this week" hands the client an out. "Please confirm when this
will be processed" gives them a concrete next step.

THIS-WEEK MOVE

Open the inbox where reminders get sent. Find the last three you sent. Count how many start with "Sorry to
bother you" or "Just hopefully checking." Rewrite them in 3 minutes each and save them as templates.
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05 — EASY TO PAY

Make it stupid easy to pay.

Every step between "I'd like to pay this" and "It's paid" is a chance for the payment to never happen. The client
gets pulled into a meeting, forgets, intends to come back, doesn't. Two weeks later you're sending a Day 14
reminder for a payment they fully meant to make.

You can't fix the client's calendar. You can fix the friction.

Friction adds up fast

A typical "PDF invoice with remit-to address" experience makes the client open the PDF, find their bill-pay, type
your details, set the amount, schedule the send, and hope it arrives — six steps. A click-to-pay link is: click,
choose method, click. Two clicks clear in the same week. Six clicks clear in two-to-four weeks.

What good payment UX looks like
¢ Pay link directly in the email, not buried in the PDF

Multiple payment methods — at minimum ACH and card

Saved payment methods for repeat clients

Auto-pay option for recurring work — retainers and subscriptions

Receipt and "paid" status updated automatically on both sides

A note on payment fees

Most freelancers balk at the 2.9% card fee. Then they spend three hours chasing a $3,000 invoice that's two
weeks late. The math:

e 2.9% of $3,000 = $87 in fees

» 3 hours chasing x your effective hourly rate = often $150-$400

The fee is almost always cheaper than the chase. For larger invoices, route clients to ACH (a flat, low fee instead
of a percentage) and the math gets even better.

THIS-WEEK MOVE

If you're not offering a click-to-pay link, set it up. Most modern invoicing tools include one for free. Test it on
your own phone — if it takes more than two taps to pay, the experience is broken and clients won't push
through it.
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The 30-day audit — one thing, every
month.

Most freelancers who lose money to billing don't have a single big leak. They have ten small ones that
compound over a year. The way to find them: a 30-minute audit on the first of every month.

The 30-minute checklist

O AR Aging. Pull every outstanding invoice. How many are over 30 days late? Over 60?7 Anything over
90 is at real risk.

i Unapproved extras. Find every add-on from the last 30 days without a sign-off. Resolve each
Extras one.

i Unbilled work. Walk through active projects. Any completed work not invoiced yet? Why? Fix
Unbilled the cause.

i Spot-check. Pick three invoices. Compare what you quoted to what it took. Consistently off?
Margin Your scoping has drifted.

o Client health. Top 5 by revenue — is each paying on time? If not, that's concentration risk to
Clients address now.

Thirty minutes. First of the month. Once it's a habit, you'll catch issues while they're still fixable — not at tax
time, when the year is done and the money is gone.

What this guide doesn't cover

This is a billing playbook, not a complete business-operations guide. It doesn't cover pricing strategy, project

management, contracts, insurance, or taxes in depth. Three resources we'd point you to:

¢ A solid client-services agreement template for your field — it defines scope, revisions, and payment terms
before any dispute

¢ The IRS Schedule C (sole prop) or 1120-S (S-corp) instructions for recordkeeping requirements

¢ An accountant who works with freelancers and small businesses specifically

The billing piece is the most-undervalued lever in your business. Get it right and the rest gets easier. Most tools
assume you're already good at this — this playbook starts from "you're not, and that's fine."

PUT IT INTO PRACTICE

GhostBill Pro is invoicing built around every chapter here — capture, client sign-off, same-day invoicing,
automatic follow-up, click-to-pay. Start free at ghostbillpro.com.
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