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Chapter One
A MATTER
OF TIME
The Value Of Outsourcing

There are only 24 hours in a day.

Let’s  say  that  on the average,  a  person will  spend 6 hours  sleeping and 
recharging his mental and physical faculties for the rigors of the coming day. 
This would leave him with 18 more hours by which he could do what he has 
to do, right?

But things aren’t that simple.  Say, 3 out of those remaining 18 hours are 
spent with the necessary stuff, like taking a bath and other grooming rituals, 
eating breakfast, lunch, dinner and other incidental snacks, and intermittent 
rests throughout the day.  This would leave us with 15 more hours to spare.

But  to  allot  those  15  hours  to  work  exclusively  would  be  inhumane. 
Certainly, some time must be spent on our social needs, like talking to or 
visiting  a  loved  one,  spending  quality  time  with  friends  and  family,  or 
merely taking some time off to keep in touch with ourselves, something we 
all need from time to time.  Say, we spend 5 hours doing these things.  This 
would leave us with 10 more hours.

Now 10 hours is enough for a common employee, or even a businessman for 
that matter.

But not for a successful Internet marketer!
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This is  a fact  that  you have probably realized during your experience in 
Internet marketing: time is gold in this industry.  Time means money in this 
field.  The difference between dozens of sales and a poor conversion rate, or 
the  fabulous  execution  of  a  business  idea  and  the  fatal  omission  of  an 
integral detail, can all boil down to a matter of seconds that were deprived 
from you.

Imagine what more you could do with those few seconds.  A more mature 
deliberation of the choices that were presented perhaps, which might have 
led to a better decision?  Or maybe more time to review a product before it 
was delivered, hence a better crack at customer satisfaction?  

Imagine further if you had a few more hours to spare.  You could have spent 
them on conceptualizing more moneymaking products.  Or you could have 
developed  more  effective  strategies  that  would  have  catapulted  your 
business to the next level.  Or you could have researched some new markets 
which you could have exploited for more profit.

Imagine  even  further  if  you  had  actual  days  saved.   You  could  have 
branched out to other lucrative fields, created more products that could have 
raked in more income, devised new and amazing systems that could have 
built good relationships with your clients.  

Or you could have spent that time with your family, playing with your kids, 
enjoying a vacation at a cozy lakeside cabin where your only worries would 
have been the efficiency of the lures you had bought from the local angling 
store.

You could have done a load of things with the time you spent dealing with 
the intricacies of your business all by yourself!

With each second lost, an opportunity goes down the drain.  This is how 
valuable time is in Internet marketing.  Let’s face it, as much as other sectors 
envy this field because we have the luxury of working out of the comforts of 
our own homes, they know little about the many sacrifices we have to make 
just to be successful at what we do.  We are beholden to no fixed schedule, 
and with our drive to see our enterprise flourish, we, more often than not, 
end  up  spending  most  of  the  day  cracking  our  noggins  in  front  of  the 
monitor, processing orders, writing eBooks, special reports and articles for 
our viral marketing campaigns, inventing new products to offer, processing 
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orders,  researching  the  newest  trends,  preparing  content  for  our  pages, 
writing  entries  for  our  blogs,  contacting  business  partners,  studying  our 
website  statistics,  promoting  what  we  have  to  offer,  and  a  whole  lot  of 
countless other things.  

All  of  these  can be so  overwhelming that  we are  not  even left  with the 
opportunity  to  reassess  where  we are.   Hence,  we sometimes  forget  that 
we’re but one man (or woman,) and we can only do so much.

You’re  Actually  Losing  Money  In  Doing  Things  By 
Yourself

The thought of hiring some help may have crossed your mind at some point. 
However, some consideration stopped you from pursuing such a thought. 
You may have considered the idea a little expensive.  Or perhaps you want a 
more  hands-on  approach  to  things  that  pertain  to  your  business,  a  self-
imposed quality control so to speak, that you can’t easily trust others to do 
the job that has served you well.

Or maybe you just wanted things to be in their correct order.  You wanted 
things to be done your way.  After all, only we can pave our own way to 
success, and this road is so intimately crafted that you don’t want anyone 
else traversing it.

These  are  all  perfectly  valid  reasons,  of  course,  but  here’s  a  food  for 
thought…

Do you know that  you’re actually  losing some earnings because of  your 
insistence on doing things yourself?

As we’ve discussed earlier, opportunities are lost every second that you are 
forced  to  stay  away  from  other  necessities  of  your  business.   These 
opportunities could translate to more earnings for you, if only you had the 
chance to pursue them.  Sadly, with all the demands of having your own 
business,  more  so  your  own  online  business,  these  opportunities  have 
become necessary sacrifices for the sustenance of your venture.
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But what if  there’s  a  way to make things work?  What  if  there  exists  a 
method that would allow you to take care of the things you have to do, and 
to explore the things you want to do?

Well, dear friend, there is a way, and it’s called outsourcing.

What Is Outsourcing?

Outsourcing is defined as a method of hiring an outside service provider to 
perform specific tasks for you.

Yes, it’s like hiring an employee.  The difference is, in outsourcing, you will 
only have to engage the worker’s services for the duration of the project 
instead of having to employ him for a certain amount of time.  Additionally, 
the pay is usually pegged per project instead of the number of hours the 
worker actually suffers work.

Companies have been outsourcing work for decades.  As early as the 1950’s, 
when  telephones  became  an  item  that  was  present  in  most  households, 
established enterprises have been contracting housewives who were looking 
for some additional income for their families to do particular work that they 
could carry out from the comfort of their own homes.  All they needed were 
some documents that they’d receive from a package sent by the employer, a 
telephone line to facilitate communication, and a semblance of supervision. 
This began what we now call telecommuting.

With  the  advent  of  the  Internet,  telecommuting  evolved  into  a  lucrative 
industry of its own.  Today, about 20 million people work from home for an 
outside employer, and this statistic is for the United States alone.  Though 
there  is  no concrete  study  on the  matter,  it  is  surmised  that  around 200 
million people worldwide are telecommuting.  This can be attributed to the 
convenience that the World Wide Web has brought to the plate.  With the 
Internet, telecommuters and employers have greater connectivity.  Messages 
can be delivered faster,  instructions conveyed on the fly,  deliveries  done 
within seconds without the need for physical travel, and payments facilitated 
with the clicks of a few buttons.
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Now, what if I told you that you could harness these people for the greater 
benefit of your business?  Would you believe me?

I  understand  your  concerns  at  this  point.   I  know  the  reasons  for  your 
hesitancy.  You’re thinking of either or all of the following things:

• My business isn’t big enough to warrant outsourcing.

• I still don’t know how outsourcing can help me.

• I don’t know where to start.

• I don’t know where to look for freelancers and telecommuters, more 
so, competent ones who would perform according to my expectations.

• I don’t know how to deal with these freelancers and telecommuters if 
ever I find them.

• I don’t know how much I should spend and I’m afraid that I might 
offer an amount that would leave me feeling ripped off.

We will tackle these things as we go along, and I assure you this, no matter 
how big or how small your business is, outsourcing will do wonders for your 
online venture.  It all boils down to the matter of time.  

Remember this: if you have the time, there is no reason why you would fail.

More than the convenience, more than the ability to increase the bulk of 
your work, outsourcing will buy you that time, and so much more!

The Benefits Of Outsourcing

There are so many benefits to outsourcing.  Here are some of them:

• Outsourcing will save you more time that you can spend focusing on 
other matters of your business.  Often, the operational demands just to 
sustain our enterprise would consume most of our time.  By hiring 
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someone to do the dirty work for us, in a manner of speaking, we will 
be able to free some time for ourselves to pursue other ideas.

• Outsourcing will allow you to expand your business.  If you are afraid 
of extending the reaches of your enterprise because you might not be 
able to keep up with the workload, then contracting some of the tasks 
of your current and future businesses would most certainly make the 
expected demands more bearable.  If two heads are better than one, 
four hands are most definitely better than a pair.

• Outsourcing will allow you to be more competitive.  You’ll be able to 
produce  more  at  a  faster  rate,  and  you’ll  be  able  to  drown  your 
competition with the sheer number of quality goods that you’re going 
to churn out.

• Outsourcing, if utilized properly, can boost your income.  You won’t 
have  to  turn  down some  customers  because  your  workload cannot 
accommodate  them.   By contracting out  specific  jobs pertaining to 
your business, you’ll be able to free up enough time and resources to 
continue accepting interested parties.

• Outsourcing will help you streamline your business activities.  You 
would be able to meet multiple deadlines.  You won’t have to worry 
about the amount of orders coming in.  By delegating the work to 
outside service providers, you will be assured that work will continue 
even when you’re not in front of your PC terminal.

• Outsourcing can help increase the quality  of  the goods or  services 
you’re offering.  One party who is forced to suffer so much work will 
not be able to produce consistent high quality results.  By spreading 
the work, your business will be able to guarantee that the same level 
of quality can be offered.

• Outsourcing will boost the flexibility of your commercial enterprise. 
You will  not  be confined to the common limitations prescribed by 
existing resources.  Outsourcing will supply you with the manpower 
as well as the time that is needed to adjust your business to changing 
demands.
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• Outsourcing is cheaper than hiring an actual, regular employee.  The 
law mandates that the latter be paid a statutory minimum wage.  With 
outsourcing, however, you’ll be able to choose the right person for the 
job  from a  global  market  of  freelancers  and you can  engage  their 
services  at  lower  rates,  considering  the  substantially  lower  cost  of 
living in other countries.

• Outsourcing will give you access to professional capabilities.  There 
are some areas of your business where you may not necessarily be the 
best person for those tasks.  Outsourcing will allow you to choose a 
freelancer whose field of expertise deals with a specific task, and this 
will result in the improvement of your business.

There are, of course, more benefits that outsourcing can provide.  These are 
just the more popular ones.  Outsourcing is a constantly evolving avenue, 
and the way things have shaped up in recent years, it  has become a very 
viable option for businesses worldwide, whether they are small-scale or well 
established in their respective markets.

Outsourcing In Today’s World

The introduction of high technology that has increased connectivity has not 
only made a global market of potential clients an actuality, it has also made 
a global market of potential workforce possible as well.  A quick look at the 
economic  landscape  today will  reveal  how much  impact  outsourcing has 
brought to the business world.

All the major players in almost every industry have contracted some of their 
internal  services  to  outside  providers  worldwide.   Companies  like  IBM, 
Yahoo, Microsoft, FedEx, among others, have established branches in far-
flung countries just to save on labor costs and ease up on their workload. 
Areas of business that are popularly outsourced include:

• consultancy
• customer care
• payment collection
• technical support
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• product support
• accounting
• data entry/encoding
• software development
• writing and translation

This doesn’t mean,  however, that small-scale businesses have no tasks to 
outsource.   The truth of the matter  is that small-scale industries carry an 
equal  necessity  to delegate  some chores of  their  trade.   Web design and 
development, for example, is a popular area that is often contracted out to an 
outside provider.  Copywriting, content writing, press release preparation, 
and ghostwriting are also popular tasks that are conferred to freelancers and 
telecommuters.

Other  ventures  even  go as  far  as  hiring  online  secretaries.   The  ease  of 
communication these days has made distances quite negligible.  Even if your 
own digital  secretary lives a continent away, instructions and supervision 
can still be facilitated through some modern tools.  All that is needed from 
the online assistant, really, are a PC terminal, a stable internet connection, a 
phone line, competence in the field, and a commitment to the success of 
your business.

It all starts with a concept.  The execution of the concept, on the other hand, 
can be delegated to someone else.

In the succeeding chapter, we will try to learn if outsourcing is indeed the 
right  choice  for  your  business.   Immediately  afterwards,  we’re  going  to 
discuss how to actually start in outsourcing certain tasks.
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Chapter Two

DELEGATING
DELEGATIONS
Outsourcing Outlined And 
Some Preliminary Strategies

The first step in outsourcing certain areas of your business, of course, is this:

Determine if outsourcing is right for your needs.

You have to know beforehand that outsourcing is not for everyone.  For 
starters, you will need some form of financial investment to be able to hire 
the right people for the job.  No one will work for free, after all, and there 
will  be  times  when  the  people  you  are  eyeing  for  the  job  will  demand 
preliminary payment before starting on the project you wish to delegate.

Another is the matter of trust.  Delegating a part of your business to relative 
strangers might cause you some sleepless nights if you are the type who is 
meticulous  about  every  detail  of  your  business.   Freelancers  sometimes 
deliver, and a lot of them even over-deliver.  But admittedly, some of them 
can turn in  inferior  work.   This  eBook will  teach you how to avoid the 
lemons in a basket of apples and how to protect yourself from low-quality 
results,  but if the worst-case scenario does happen, you will  have wasted 
time instead of saving some hours, and this wouldn’t be good.  

Then there is the matter of standards.  Some business owners do have an 
obsessive  compulsion  to  watch  over  every  particular  detail  of  their 
enterprise.   They  want  things  perfect  and  clean,  with  nary  a  trace  of  a 
possible  flaw.   As  a  result,  they  end  up  heavily  editing,  rewriting, 
reprogramming, or even remaking the work they have contracted out.  The 
time they would spend for this is equal to, if not greater than, the time they 
should have saved.

Page 10 of 52



Outsourcing Survival Kit
How To Do More In Less Time

These concerns can be taken care of by choosing the right provider who is 
worthy  of  your  trust,  of  course,  a  matter  that  we  will  discuss  in  later 
chapters.

But the most important considerations in deciding if outsourcing is right for 
your needs are the goals of your business.  Would outsourcing help you meet 
these goals?   Some online enterprises are perfectly  content with the way 
things are running and they do not desire any changes to the affairs of their 
businesses.   If  you  are  one  of  these  people,  then  clearly,  dear  friend, 
outsourcing is not for you.

But if you’re planning an eventual expansion of your commercial venture, or 
if you want to accept more orders than what your current limitations permit, 
or if you want to branch out to other areas or even other industries, then it is 
recommended that you highly consider outsourcing.  Outsourcing can be the 
key  that  will  unlock all  the  ideas  that  you’re  entertaining  in  your  head. 
Opportunities, after all, are born in the mind as concepts, and only through 
action  can  we  transform them into  actualities.   Outsourcing  would  most 
definitely help you when it comes to this.

The Working Outline

If we are to outline the stages of outsourcing, it would look like this:

I. Determine the goals of your business.
II. Determine if outsourcing will help you meet those goals.
III. Know which areas of your business you can outsource.
IV. Prepare the specifics of the project.
V. Find a competent freelancer.
VI. Strike a beneficial deal with the said freelancer.
VII. Delegate the project.
VIII. Check up on the status of the project from time to time.
IX. Delivery of the project.
X. Check if deliverables meet your expectations.
XI. Corrections and/or revisions, if applicable.
XII. Payment and closure of the deal.
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Outsourcing  should  be  consistent  with  the  goals  of  our  business. 
Outsourcing isn’t meant to make us lazy.  On the contrary, it is meant to 
make us more productive by freeing up enough of our time to focus on other 
matters of our business.  

Do not outsource a job simply because you’re too tired to do it yourself. 
The rule is that you should take care of every aspect of your business as 
much as you can.  Only when such tasks are detrimental to the growth and 
progress of your business should you consider outsourcing.

Once you have decided that outsourcing is perfect  for your business,  it’s 
time  to  segregate  the  particular  area of  your  enterprise  that  you wish  to 
delegate.  Write down what you wish to have done.  These will serve as the 
specifics of the project.  Here is a guideline that will help you come up with 
a comprehensive blueprint:

• What is the purpose of the project?
• How is the project supposed to achieve such a purpose?
• Who is the target audience for the project?
• How is the project supposed to benefit the said audience?
• How should the freelancer approach the project?
• How should the project be marketed?

Having  these  specifications  will  help  you  come  up  with  a  project 
description.  The project description embodies everything that you expect of 
the  project  once  it  is  delivered.   Consider  the  project  description  as  the 
blueprint that sets the parameters of the project that the freelancer should 
strictly follow.

There will be projects for which you only have a concept, but you don’t have 
an idea on how to implement it.  In which case, you can always discuss the 
matter with the freelancer.  After all, he is being hired for his expertise, and 
he must have more to say about the matter.

For  example,  you  have  an  idea  about  automating  a  certain  part  of  your 
business.  However, you don’t know anything about web development.  A 
freelancer  can  suggest  what  should  be  done  through  a  proposal  he  can 
submit for your approval.  A proposal is always non-committal, meaning, it 
does not bind you to a deal with the freelancer.  You would have to study the 
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proposal  first,  and if  it  suits  your  liking,  then and only  then should you 
approve it.

Payment

Payment  is  an  important  consideration  for  both  the  outsourcer  and  the 
freelancer.  A lot of deals break down because of disagreements about the 
rates that will apply to a project.

Here is the rule:

Always haggle for a lower price.

Remember that a freelancer’s rate is not set in stone.  It’s a service and not a 
product.  It doesn’t come with a suggested retail price or SRP.  So always 
negotiate for a lower fee.  Here are some tips that will help you get the best 
price out of any freelancer:

• Always indicate that you’re after a long-term deal.  This will impress 
upon the freelancer  the importance of winning your project  for the 
chance to win more projects from you in the future.  Hence, he will 
give you a lower price.

• State  your  budget  before  anything  else.   This  will  compel  the 
freelancer to work around what you’re capable of paying, instead of 
him pegging his rate to what he thinks is the maximum amount that 
you can afford.

• Give a price and say that it is the going rate that you’re used to.  Also 
state that you’ve had other offers of the same price, if not lower.  Just 
don’t peg a price too low.  Be reasonable and fair as well.  Giving a 
ridiculously  cheap price  will  make  your  claim sound unbelievable, 
and will only insult the freelancer you’re dealing with.

After a price has been determined, it is time to agree on a payment scheme. 
You have the following options to choose from:
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1. Pay the full price upon delivery and when you are fully satisfied with 
the finished product.

2. Pay 50% of the price upon acceptance of the project and the other 
50% upon satisfactory delivery of the final product.  The initial 50% 
will serve as goodwill to assure the freelancer that you intend to keep 
your side of the bargain.

3. Pay  1/3  of  the  price  upon  acceptance  of  the  project,  another  1/3 
midway through the schedule agreed upon or after partial  delivery, 
and the final 1/3 upon satisfactory delivery of the product.

Of  these  three  options,  the  second  one  is  the  most  commonly  observed. 
However, the first one is the most advantageous for you, as it is the safest 
route to take.  Always bat for full payment upon delivery.  Some freelancers 
may not agree to this because of their own fears, which are understandable. 
Only  then  should  you  settle  for  a  50/50  or  a  payment  in  three  parts 
arrangement.

Outsourcing Destinations

The  nationality  of  your  prospective  freelancer  should  also  be  taken  into 
consideration.   Not  only  will  this  ensure  better  communication,  as 
communication is very essential in guaranteeing the integrity of your project, 
but  the  educational  framework  of  some  countries  makes  them preferred 
factors for outsourcing needs.

Outsourcing within the continental  United States  will  save  your  business 
around 8 to 17% of the normal operating costs, on the average.  American 
freelancers are very much preferred by clients all over the world because of 
the  solid  educational  system  in  the  country  as  well  as  its  populace’s 
excellent grasp of the English language.  Americans are perfect prospects for 
programming, consultancy, design, and writing requirements.

The same can be said about freelancers from the United Kingdom, though 
they tend to charge a slightly higher rate, given the higher cost of living in 
the country.  
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Indeed,  a  country’s  cost  of  living  is  very  important  in  determining  the 
freelancer’s  asking  price.   If  a  country  has  a  lower  cost  of  living,  for 
example, the freelancer will demand an amount that will be enough for his 
sustenance.   Freelancers  from  western  countries  might  not  be  able  to 
compete  with  such  an  amount,  since  the  cost  of  living  in  the  western 
hemisphere is significantly higher, and what is a sustainable amount for third 
world countries might just be the rate per hour for western freelancers.

Would you believe that companies,  both big and small,  report savings as 
high as 1,400% by engaging the services of people from countries with a 
lower cost of living?

This  is  the  reason  why  India  and  the  Philippines  have  become  popular 
outsourcing  destinations  for  many  established  and  medium-scaled 
businesses the world over.

Here’s  a  good  example.   A  collection  agency  pays  an  American 
telecommuter $15 per hour, which is a good enough savings compared to the 
usual $24 to $35 wage for onsite employees.  But if the collection agency 
establishes  a  branch  in  either  India  or  the  Philippines,  it  would  only  be 
required to pay an employee around $14 per day.

You might  start  to  think that  this  is  slave labor,  but  it’s  not.   It  just  so 
happens that the cost of living in those countries is very low, and $14 per 
day is actually considered as an above-average salary grade.

Now, why am I mentioning India and the Philippines specifically?

It’s because you will encounter people from these countries, as well as other 
nations, in the course of looking for a freelancer.  

India  is  a  former  British  colony.   It  has  preserved  a  British  educational 
system,  and  the  country  boasts  of  world-class  experts  in  information 
technology and software development.  Also, the general population’s grasp 
of the English language is superb, considering that English is not their native 
language.

The Philippines, on the other hand, is a former American colony.  It has a 
literacy rate of 90%, the highest in Asia.   Around 70% of its population 
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finish  college  and  a  growing  number  of  this  percentage  are  devoted  to 
software design, programming, and information technology.

People who deal with these countries have high praise for the work they 
deliver.

In  the  next  chapter,  we’re  going  to  discuss  the  rest  of  the  outline  for 
outsourcing some areas of your business.  
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Chapter Three

FINDING A
FREELANCER
Factors To Consider In Choosing
An Outside Service Provider

So you have decided on outsourcing as a viable option for your business. 
You now know what to expect, as well as the preliminary considerations you 
have  to  undertake  before  delegating  a  project.  Your  heart  is  all  set  for 
outsourcing and you already have the project in mind.  

It’s time to look for the right person for the job.

Essential in outsourcing is the element of trust.  This can be quite difficult to 
guarantee, especially during the first few projects you have them work on. 
This will eventually work out in time, however, once you have “tested” them 
for what they are capable of producing.

Choosing the wrong person from the get-go, however, can result in a severe 
loss in time and resources.  Instead of saving some time and effort  for a 
particular work, you might end up doing things yourself,  and at a much- 
delayed schedule at that.  Also, there are instances when you won’t be able 
to recoup what you have already paid, or at the very least, a portion of the 
stated price.  This won’t be good for your business.

Hence there is a real need to find the perfect person that will carry the ball 
and run with it.  This must be then at the very beginning of the process, as it 
will spare you some valuable resources.

In this chapter, we’re going to discuss the proper way of finding an efficient 
and trustworthy freelancer for  the task you want to outsource,  as well  as 
some safety checks you should employ to protect your interests.
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Step One:  Know The Job You Wish To Delegate

Before you can outsource to a freelancer, you must first know what area of 
your business needs such particular attention.  It should be something you 
cannot do for yourself, or, if you are capable of doing the task, it must be 
something that you simply don’t have the time for.

As we’ve mentioned earlier, time is a valuable commodity in business and 
you should always try your best to maximize the hours you have at hand. 
These could better be spent on other concerns of your enterprise that could 
lead to better profitability and an improvement in how your business plays 
out.

Here are the types of jobs that are commonly contracted out to independent 
service providers:

• PROGRAMMING.  Programming involves skills, proper training, and 
often, years of experience.  Additionally, it often takes time to come 
up with a script or software.  If you want a product that you can sell, 
but you only have a general idea regarding what it should be about, 
then  hiring  a  freelance  programmer  is  an  option  that  you  should 
consider.

• WRITING.  If you have tried writing before, you know how difficult 
it  is  to  reduce  into  writing the thoughts  you have  in  mind.   Even 
veteran writers experience this.  Curiously, it is much easier to write 
about  other  people’s  ideas.   This  is  one  of  the  driving  principles 
behind the freelance service called ghostwriting.  If you want to create 
eBooks, special reports, product reviews, product descriptions, press 
releases, and other written products, and if you don’t have the writing 
prowess or the time to prepare them yourself, then it would be best to 
find a capable ghostwriter for the job.

• DATA ENCODING.   This  is  perhaps  one  of  the  most  frustrating 
chores that we have to endure.  Imagine volumes upon volumes of 
data  that  you  have  to  transcribe  into  computer-readable  language. 
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Though this is a simple task, the sheer amount of work makes this job 
a popular choice for contracting out.

• TRANSLATION.  Sometimes, branching out entails having to adapt 
to certain cultures, and correspondingly, certain languages.  If you’re 
offering  an  eBook  for  sale,  for  example,  you could  reach a  wider 
audience if you had it translated into a variety of languages.  Surely, 
you  cannot  translate  it  yourself  if  you  don’t  know  the  desired 
language.  For this chore, you would have to find an outside provider 
who is well-versed with the language of the place where you want 
your information product to be marketed.

• CONSULTANCY.  Not all of us, of course, are well-educated with 
every matter.  There is only so much that self-education can teach us. 
Often,  we  must  rely  on  the  advice  of  experts.   Consultants  are 
probably one of the first  groups of outside service providers in the 
history of  the commercial  world.   They sell  their  expertise  for  the 
betterment of our endeavors, and we engage their services on the basis 
of  this.   Popular  areas  where consultancy is  sought  include  search 
engine  optimization,  financial  planning,  legal  applications,  and 
marketing.

• WEB  DEVELOPMENT.   There  is  a  science  behind  web  design. 
Though everyone and his mother can make a website these days, it 
takes  a  certain  eye  for  details  to  create  a  website  that  is  truly 
captivating,  memorable,  and  most  importantly,  effective.   This  is 
where professional web developers enter the fray.  

• GRAPHIC DESIGN.  It is said that artistic skills are a talent that a 
person is born with.  Computer-aided graphics are more demanding, 
as  aside  from talent,  excellent  computer  skills  are  required.   You 
either have them or you don’t.  If you’re not blessed with this skill, or 
if you simply don’t have the time for this rather time-consuming job, 
it would be better to delegate the task to experts.

• HELP DESK.  If you need someone to man your business’ help desk 
or technical support facilities, you can outsource this task to someone 
who has an internet connection and a phone line.  These jobs can be 
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done without a hitch and will  free you up for  other more pressing 
matters of your online venture.

• ALL AROUND ASSISTANCE.  Believe it  or not, you could have 
your own digital secretary who would be willing to do a variety of 
tasks for you.  Work may range from accounting, typing, transcribing, 
data encoding, and other similar labor.  The best part about hiring this 
kind of service is that you can always assign almost any kind of work 
for your digital assistant.  You may not be able to see each other like 
you would a real life secretary.  She may not be able to make coffee 
for you or entertain important guests.  But with the advancements in 
modern  day  communication,  supervision  and  instructions  can  be 
delivered and carried out with efficiency.

These are but some of the areas of your business which you could opt to job 
out to many freelancers plying their trade all over the World Wide Web. 
Once you have chosen which job needs to be delegated, it is time to proceed 
to the next step.

Step Two:  Know Where To Find A Freelancer

The Internet is a pretty big place.  If you don’t know your way around, you 
could easily get lost in this intricate web of networks.  

There are, however, a lot of freelancers ready, able, and willing to take on 
the tasks you wish to assign.  There is always a service provider who is a 
perfect fit for the job you have in mind, and it’s just a matter of picking the 
right one for what you have in mind.

Here are some of the places where you could find excellent people to whom 
you could outsource some of the areas of your business:

• Auction  sites  where  you  can  place  your  project  proposal  and 
freelancers can bid on it.  From the bids, you can choose the lowest 
bidder, or otherwise, the most qualified one whom you think would 
turn in the highest quality of work possible.  There are a lot of sites of 
this nature, but the most popular ones include www.rentacoder.com , 
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www.elance.com , and www.scriptlance.com .  We will tackle each of 
these sites in detail in the next chapter.

• College community sites.  A lot of students are looking for some extra 
cash to spend on the fancies of their youth.  They will be more than 
willing to apply what they have learned for your needs.  As they have 
yet  to  acquire  their  degrees,  hence,  have  yet  to  be  labeled  as 
professionals,  you could acquire their services for reasonable  rates. 
Almost every college or university has community sites of its own, 
and looking for one shouldn’t be a problem.  Just feel free to post your 
project  proposal  and  solicit  for  interested  replies  with  their 
accompanying rates and credentials.

• Baby boomer community sites.  The youth doesn’t have a monopoly 
on the freelancing industry.  More and more retirees are joining the 
fray!  Granted, most senior citizens are not that acquainted with the 
more technical  stuff,  but  their  years  of  experience still  make them 
great  consultants  and  writers.   There  are  likewise  a  lot  of  these 
communities on the World Wide Web.

• Editorial guilds.  These are communities of writers and editors who 
are looking for extra work.  Often, you may find a bargain in these 
places, and sometimes, you won’t even have to pay for their services, 
for as long as there is an understanding that the work they turn in can 
be displayed as part of the portfolio they’re building.  

• Forums.  Believe it or not, most forums have a classified ads section 
where  service  providers  can  advertise  themselves.   Also,  some  of 
these forums also have a “Work Needed” category where members 
can post a job requirement and qualified parties can contact the thread 
starter for arrangements.

There are other less conventional places where you can find freelancers, of 
course.   Offline  advertising  is  an excellent  alternative,  for  example.   By 
seeking help through a local publication, you may garner a lot of queries 
from people who just live mere blocks from your place.
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The  point  is  that  online  users  are  always  on  the  lookout  for  earning 
opportunities.  Provide an opportunity and market it in the right venue, and 
for sure, a lot of interested applicants will flock your email  for inquiries. 
Again,  it’s  just  a  matter  of  choosing the right  person for  the job,  which 
brings us to the next step…

Step Three:  Choosing The Perfect Freelancer

Okay,  perhaps  “perfect”  is  too  restrictive  a  word.   Surely,  an  efficiently 
capable freelancer who will turn in quality work for a reasonable price will 
be  more  than  welcome  for  most  of  us.   But  how  do  you  know  with 
reasonable certainty that your prospective freelancer is such a worker when 
you have yet to engage his services?

This is a legitimate concern that should not be ignored.  There are instances 
when  outsourcing  becomes  a  bane  instead  of  a  boon  because  of  the 
freelancer’s  failure to live up to expectations,  or  worse,  his utter  lack of 
credentials that we failed to verify beforehand.  

Before we can tackle the factors that will help us choose the right freelancer 
for  the  job,  we  must  first  discuss  the  common  problems  that  plague 
outsourcing endeavors.

• Freelancer submits a work that is different from your concept.  This 
can be traced to lack of proper communication.  You have to clearly 
convey what you want to have done, with full  details of what you 
exactly  expect,  before  asking  the  freelancer  to  proceed  with  the 
project.   Encourage him to ask some questions to clarify  any gray 
areas that he might be confused with.  Keep the communication lines 
open pending the completion of the project.

• Freelancer is not as qualified as he claimed.  This is a very common 
problem indeed, considering the anonymity that pervades the Internet. 
Though auction sites usually have checks against false claims, other 
venues will leave you susceptible to them.  You should try your best 
to verify the qualifications of the freelancer before choosing him for 
the job you wish to delegate.
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• Freelancer does not respect the exclusive rights that were demanded 
by the project.   For example,  you would ask a service provider  to 
build a product for you, with the agreement that you will have full 
rights  for  it  upon  delivery.   Later  on,  you  discover  that  the  said 
freelancer  sold the same product to another  client.   This is  a  clear 
breach of trust, but your options, to be frank, would be limited by that 
time.  The best option, really, is to employ some foolproof checks to 
avoid such an occurrence even before the project is handed out.  There 
is  always  the  danger  that  you’ll  engage  the  services  of  an 
unscrupulous freelancer,  hence the need to protect yourself for any 
eventualities.

• Freelancer violates confidentiality agreement.  There are times when 
you  want  to  pass  off  the  creations  as  yours.   You  have  spent  a 
considerable amount of time and resources in branding yourself, and 
you  would  sell  more  of  the  same  product  if  you  market  it  as 
something  that  you  yourself  created.   But  lo  and  behold,  the 
ghostwriter  or  ghost  programmer  eventually  takes  credit  for  it. 
Confidentiality  agreements  are  usually  a  given  when  it  comes  to 
outsourcing the task of product  creation, but  you can never be too 
sure.   You must  have a clear  and binding confidentiality  clause in 
place to protect yourself from this unfortunate possibility.

• Freelancer suddenly disappears in the middle of a project.  As a result, 
you’ll  be pushed a few steps back on your targeted deadlines,  and 
you’ll  lose  the  down  payment,  if  ever  you  paid  such  an  amount, 
without having anything in return.

In choosing an outside service provider, you must pay attention to some very 
important details.  Technically speaking, the freelancer will indeed do your 
bidding  for  a  price  stated,  but  you  have  your  own  interests  to  protect. 
Choosing a trustworthy freelancer from the get-go will help you avoid all the 
unwanted complications we have discussed above.

How do you go about choosing the right freelancer?  Here are some things 
you should ascertain about your prospective partner:

• Know the age of the person you are considering for the job.  Though 
some minors are exceptionally gifted when it comes to specific tasks, 
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remember that a contract with a person who has yet to reach legal age 
isn’t exactly binding.  You have to protect your interests and this is 
partly achieved by preserving the integrity of the contract.  Generally, 
the legal age in most countries is 18 years.

• Know  the  freelancer’s  home  country.   This  is  very  important, 
especially  for  writing  assignments  in  English.   Though English  is, 
generally  speaking,  a  universal  language,  native  speakers  should 
always be favored over those who have merely learned English.  The 
reason?  Though formal training in English is offered in most schools 
worldwide, only a person who speaks the language day in and day out 
will  have  a  good  grasp  of  the  intricacies  of  the  vernacular.   This 
preference, however, presents a very interesting dilemma that we will 
tackle later on.

• Know your  prospect’s  educational  history.   You wouldn’t  want  to 
consider a nursing graduate to take care of your programming needs, 
right?  A lot of freelancers actually pretend to be an expert in a field 
they know so little about.  Avoid those who wish to make your project 
their  training opportunity.   Go seek a real  expert,  and one way of 
assuring  this  is  by  checking  out  their  educational  background. 
Request his resume if possible.

• Study  the  freelancer’s  portfolio.   Every  outside  service  provider 
should have one, and they should immediately present it upon request. 
A portfolio includes his past works.  Try to determine if what he is 
capable of doing will be in accordance with your expectations.

• Try  to  check  out  recommendations  about  the  freelancer  you’re 
considering.  If his regular clients are satisfied with his work, there 
should be some testimonials that are available. 

• Choose a freelancer that is willing to bend for your schedule, not the 
other way around.  The purpose of outsourcing a project is to keep a 
workable schedule, not to delay it.  If a freelancer won’t be able to 
work within the reasonable  timeframe you give him,  then he’s not 
worth it no matter how good he is.
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Some outsourcing sites provide some checks that will make it easy for you 
to verify the qualifications, or non-qualifications, of prospective people for 
your project.

If you wish to use channels other than outsourcing sites,  you can always 
request  documents  that  will  prove  the  identities  and  capabilities  of  your 
prospects.  Doing so is your right as a consumer, so exercise it.

Step Four:  Protect Yourself

Delegating your project to an outside service provider entails a lot of risks 
because  once  you  have  made  such  a  designation,  you  won’t  have  total 
control over the creation process.  It is important, therefore, that steps be 
taken to protect the interests of your business against any eventuality.

The way you can do this is by engaging in a contract with the freelancer of 
your choice.

If  you  acquire  a  freelancer  from  most  of  the  outsourcing  websites 
specializing in such, every winning bid will be treated as a binding contract 
between you and the  service  provider.   Additionally,  you will  also  have 
access to arbitration proceedings in case of disagreements regarding how the 
project is carried out.  This will assure you of an objective party who will 
mediate discussions on the non-observance of certain terms and conditions.

This safety check is not available in other venues, however.  If you decide to 
hire a freelancer from sources other than outsourcing sites, then you’ll be on 
your own.

This shouldn’t be taken to mean that you should only consider outsourcing 
sites.  I can tell you, based on experience, that the best freelancers are those 
you find in other places.  Why?  Because a freelancer stands to earn more if 
he doesn’t acquire his clients from the aforementioned sites.  Outsourcing 
websites  earn  their  income  similar  to  how  a  broker  earns  his  income  - 
through commissions for every successful  deal.   On average, outsourcing 
sites get 15% of the payment that should accrue for the freelancer.

What does this mean?
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For starters, highly qualified freelancers would rather promote their services 
through the strength of the reputation they have built for themselves.  They 
would rather do their own marketing instead of relying on clients provided 
by outsourcing sites.  They stand to earn more, after all, since they won’t 
have to pay the 15% fee.

Also, you might end up paying more.  Bids, at least for those who will really 
put in some quality work, will be placed at high amounts to cover the site’s 
applicable fees.

Choosing between outsourcing sites and dealing directly with the freelancer 
can be quite a dilemma.  There are advantages and disadvantages for each.  

A survival guide for online businessmen who wish to try 
www.rentacoder.com , www.elance.com , and www.scriptlance.com is 
included in this eBook.  But for now, let’s discuss how you can protect 
yourself if you decide to deal directly with the freelancer.

As we’ve mentioned earlier, a way to do this is by adding your signatures to 
a contract.  Now, dealing with them through digital means would eliminate 
the possibility  of  actual  signatures,  unless  of  course the freelancer  could 
send through fax or  mail  a  signed copy,  or  scan the same and deliver  it 
through email.  But time and time again, the following have been accepted 
as an affirmation of one’s intent to honor a digital contract:

• a name typed at the end of an email message;
• a digitized form of a handwritten signature;
• a unique password, code, or personal identification number; or
• a digital signature created through the use of encryption technology.

There are two kinds of contracts that are important in outsourcing.  These 
are:

1. A work for hire contract
2. A non-disclosure agreement

On the next few pages, a standard template for each of these contracts will 
be provided for you.  Print them and use them.
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TEMPLATE 1:  WORK FOR HIRE CONTRACT 

AN AGREEMENT

This agreement, executed by ________________ whose contact details 
appear below and shall be referred to herein as the EMPLOYER for brevity, 
and _________________ whose contact details also appear below and shall 
be referred to herein as the EMPLOYEE, hereby witnesseth that:

1. The Employee binds himself to perform work for the Employer on a 
project with the following specifications:

(Enter the details of the project here.  Include deadline for submission 
and all matters the freelancer should agree to.)

2. The Employer binds himself to pay the Employee for the work done, 
once it is satisfactorily delivered, in the total amount of $_________ 

3. Payment shall be made in three parts.  1/3 of the stipulated amount 
shall  be paid to the Employee upon acceptance of the project.  1/3 
shall be paid midway through the project.  The remaining 1/3 shall be 
paid upon final  and satisfactory delivery of  the project.   (Payment 
scheme can be different from this.  It could be 50/50, or 100% upon 
final delivery.  Simply adjust this provision correspondingly.)

4. The Employee binds himself to complete the work to the best of his 
abilities, to always strive for the highest possible quality with regards 
to every aspect of the project, and to deliver an original and unique 
product in compliance with the specifications of the project.

5. The Employee binds himself to transmit all rights to the product to the 
Employer upon delivery of the product.  The Employee cannot retract 
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this designation of rights.  The transmittal of rights shall be final and 
irrevocable.

6. The Employee binds himself to assume full legal responsibilities as 
well as an obligation to indemnify the Employer in the event that what 
he has delivered would be found to be unoriginal, stolen, plagiarized 
or otherwise illegal.

7. The Employee binds himself to reimburse the Employer for what the 
latter  has  paid  in  the  event  that  the  project  will  not  be  completed 
because of a reason that is not attributable to the Employer.

8. The Employer and the Employee shall be granted the power to rescind 
this agreement in the event that the other party violates, wittingly or 
unwittingly, the terms of this document.

9. This  agreement  shall  be  deemed  as  completed  upon  satisfactory 
delivery by the Employee and upon full payment by the Employer.

In witness whereof, both parties give their assent to this agreement this 
____ day of _______, 2005.  

_______________
EMPLOYER
(Contact details)

_______________
EMPLOYEE
(Contact details)
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TEMPLATE 2:  NON-DISCLOSURE AGREEMENT (c/o http://www.coollawyer.com )

CONFIDENTIALITY AGREEMENT

THIS AGREEMENT governs the disclosure of information by and between 
Alpha and Beta as of ________________________(the "Effective Date")."

1. Definition Of Confidential Information
As used herein, "Confidential Information" shall mean any and all technical 
and non-technical  information  related to  ___________________________ 
provided  by  either  party  to  the  other,  including  but  not  limited  to  (a) 
patent(s)  and  patent  applications,  (b)  trade  secret,  and  (c)  copyrighted 
information  (d)  proprietary  information--  ideas,  techniques,  sketches, 
drawings,  works of authorship,  models,  inventions,  know-how, processes, 
apparatuses,  equipment,  algorithms,  software  programs,  software  source 
documents,  and  formulae  related  to  the  current,  future,  and  proposed 
products  and  services  of  each  of  the  parties,  and  including,  without 
limitation,  their  respective  information  concerning  research,  experimental 
work, development, design details and specifications, engineering, financial 
information,  procurement  requirements,  purchasing,  manufacturing, 
customer lists, investors, employees, business and contractual relationships, 
business  forecasts,  sales  and  merchandising,  marketing  plans  and 
information the disclosing party provides regarding third parties.

2. Identification Of Confidential Information
If the Confidential Information is embodied in tangible material (including 
without  limitation,  software,  hardware,  drawings,  graphs,  charts,  disks, 
tapes, prototypes and samples), it shall be labeled as "Confidential" or bear a 
similar legend. If the Confidential Information is disclosed orally or visually, 
it shall be identified as such at the time of disclosure.

3. Exceptions To Confidential Information
Each party's obligations under this Agreement with respect to any portion of 
the other party's Confidential Information shall terminate when the party to 
whom  Confidential  Information  was  disclosed  (the  "Recipient")  can 
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document  that:  (a)  it  was  in  the  public  domain  at  the  time  it  was 
communicated to the Recipient by the other party; (b) it entered the public 
domain subsequent to the time it was communicated to the Recipient by the 
other party through no fault of the Recipient; (c) it was in the Recipient's 
possession  free  of  any  obligation  of  confidence  at  the  time  it  was 
communicated  to  the  Recipient  by  the  other  party;  (d)  it  was  rightfully 
communicated  to  the  Recipient  free  of  any  obligation  of  confidence 
subsequent to the time it was communicated to the Recipient by the other 
party;  (e)  it  was  developed  by  employees  or  agents  of  the  Recipient 
independently of and without reference to any information communicated to 
the Recipient by the other party; (f) the communication was in response to a 
valid order by a court or other governmental body, was otherwise required 
by law, or was necessary to establish the rights of either party under this 
Agreement; or (g) it was not identified as Confidential Information of the 
disclosing party in accordance with Section 2.

4. Handling Of Confidential Information
Each party agrees that at all times and notwithstanding any termination or 
expiration of this Agreement it will hold in strict confidence and not disclose 
to any third party Confidential Information of the other, except as approved 
in writing by the other party to this Agreement, and will use the Confidential 
Information  for  no  purpose  other  than________________  with  the  other 
party to this Agreement. Each party shall only permit access to Confidential 
Information  of  the  other  party  to  those  of  its  employees  or  authorized 
representatives having a need to know and who have signed confidentiality 
agreements or are otherwise bound by confidentiality obligations at least as 
restrictive as those contained herein.

5. Confidentiality Agreement Residual Knowledge
Recipient may use its knowledge retained in intangible form in the unaided 
memories of its directors, employees, contractors and advisors as a result of 
exposure  to  the  disclosing  party's  ("Discloser")  Confidential  Information. 
The Discloser acknowledges that the Recipient may have in conception or 
development technology and/or software which may be very similar or even 
identical  to  Discloser's  Confidential  Information  and,  as  long  as  the 
Recipient obides by Section 4 herein, Discloser shall have no rights in such 
technology and/or software.

6. Confidentiality Agreement Term And Termination
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This Agreement shall terminate two (2) year(s) after the Effective Date. The 
Recipient's obligations under this Agreement shall survive termination of the 
Agreement between the parties and shall  be binding upon the Recipient's 
heirs,  successors and assigns for a period of five (5) years.  Upon written 
request  of  the  other  party,  a  party  shall  promptly  return  to  the  other  all 
documents and other tangible materials representing the other's Confidential 
Information and all copies thereof.

7. Confidentiality Agreement Warranties
Each  party  represents  and  warrants  to  the  other  party  that  (i)  it  has  the 
requisite corporate authority to enter into and perform this Agreement, and 
(ii)  its  execution  and  performance  under  this  Agreement,  including  its 
disclosure of Confidential Information to the Recipient, will not result in a 
breach of any obligation to any third party or infringe or otherwise violate 
any third party’s rights.

8. No Export
Neither party shall export, directly or indirectly, any technical data acquired 
from the other pursuant to this Agreement or any product utilizing any such 
data to any country for which the U.S. Government or any agency thereof at 
the time of export requires an export license or other governmental approval 
without first obtaining such license or approval.

9. No Reverse Engineering
Each of  the parties  agrees  that  the software  programs of  the other  party 
contain valuable confidential information and each party agrees it will not 
modify,  reverse  engineer,  decompile,  create  other  works  from,  or 
disassemble  any  software  programs  contained  in  the  Confidential 
Information of the other party without the prior written consent of the other 
party.

10. No Grant Of Rights
The parties recognize and agree that nothing contained in this Agreement 
shall be construed as granting any property rights, by license or otherwise, to 
any Confidential Information of the other party disclosed pursuant to this 
Agreement, or to any invention or any patent, copyright, trademark, or other 
intellectual property right that has issued or that may issue, based on such 
Confidential Information.

11.Equitable Remedies
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Recipient  acknowledges  that  Recipient’s  breach  of  this  Agreement  may 
cause irreparable harm to Discloser for which Discloser is entitled to seek 
injunctive or other equitable relief as well as monetary damages.

12. Confidentiality Agreement Miscellaneous
Neither party shall not transfer or assign this Agreement to any other person 
or entity, whether by operation of law or otherwise, without the prior written 
consent of the other. Any such attempted assignment shall be void and of no 
effect. This Agreement shall be governed by, enforced under, and construed 
and interpreted in accordance with, the laws of California without reference 
to  conflict  of  laws  principles.  Each  party  agrees  consents  to  venue  and 
personal jurisdiction in San Francisco, California. If any provision of this 
Agreement  is  found by a proper authority to be unenforceable or invalid 
such  unenforceability  or  invalidity  shall  not  render  this  Agreement 
unenforceable or invalid as a whole and in such event, such provision shall 
be changed and interpreted so as to best accomplish the objectives of such 
unenforceable  or  invalid  provision  within  the  limits  of  applicable  law. 
Neither  party  will  assign  or  transfer  any  rights  or  obligations  under  this 
Agreement, including by operation of law, without the prior written consent 
of the other party. The Agreement is the complete and exclusive agreement 
regarding the disclosure  of  Confidential  Information  between the  parties, 
and replace any prior oral or written communications between the parties 
regarding  Confidential  Information.  This  Agreement  may  be  signed  in 
multiple copies, each of which shall constitute the same instrument. Once 
completely executed, any reproduction of this Agreement made by reliable 
means shall be considered an original.

IN  WITNESS  WHEREOF,  the  parties  hereto  have  caused  this 
Confidentiality Agreement to be executed as of the Effective Date.

By: ______________________ By: ______________________
Date: ____________________ Date: ____________________ 
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Step Five:  Start Small

The project you will outsource will depend on the needs of your business. 
But when dealing with a freelancer for the first time, try to come up with a 
smaller  breakdown of  the  work  initially.   This  will  help  minimize  your 
losses in the event that the freelancer turns out to be a dud.

If you give the freelancer a large project, and you bind yourself to a contract 
with him, you will be obliged to pay for the work done, or at the very least, a 
percentage of the total sum, even if the completed work is of inferior quality.

It is therefore important that you offer a smaller bulk of the work, at least 
initially.  Only when the freelancer proves himself,  as a reliable producer 
should you delegate larger orders.  This is a way of protecting your financial 
investment.

***

Again, it is important to reiterate that freelancers can be hired from 
outsourcing exchange sites where you will have the luxury to choose from 
people who bid the fairest rates they can muster, or from other sources 
which don’t have to go through a broker and will take the broker’s fee out of 
the calculation for applicable rates.

Though the principles we have discussed above apply to both cases, bidding 
sites require additional considerations.

We will discuss these in the next chapter.
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Chapter Four

THE BIDDING SITES
SURVIVAL GUIDE
How To Get The Best Deal Out Of
Rentacoder, Elance, And Scriptlance

As we have mentioned in previous chapters, there are websites on the World 
Wide Web that will allow people to bid on the projects you wish to delegate. 
The most popular of these bidding sites are

www.rentacoder.com

www.elance.com

www.scriptlance.com

If  you  have  worked  for,  or  with,  the  government  or  some  repossessing 
institution, you are already familiar  with how these bidding sites operate. 
It’s also very similar to eBay.  Basically, you just have to post your project 
and freelancers the world over will get to bid on it.

But  instead of  awarding your  project  to  the lowest  bidder,  you have the 
option to choose among them, despite the amount of their bids.  Naturally, 
you are expected to choose the most qualified bidder who is offering a very 
reasonable amount.

Bidding can be accommodated for a certain period of your choosing.  You 
can also specify the completion time of your project, so you’ll be assured, to 
a certain degree, that you won’t miss any deadlines.
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The main concern about these bidding sites is: how can you be sure that the 
bidders are qualified?

Each  bidding  site  has  their  own  safety  checks  that  the  buyer  can  take 
advantage of.  Let’s take a look at them individually - we will discuss how 
you can get the best deal out of these outsourcing auctions.

4.1 The Rentacoder Survival Guide

Of all  the  auction sites  dedicated to outsourcing,  www.rentacoder.com is 
probably the most widely used.  This site attracts thousand of freelancers 
from all around the world, and as is usually the case, the more participants 
there are, the more choices you have for that perfect freelancer to satisfy 
your requirements.

You will need to have an account with Rentacoder before you can use their 
facilities.   Setting  up  an  account  is  free,  however,  and  it  is  not  even 
complicated.

Below are the steps you will need to take to take advantage of Rentacoder’s 
features.

Setting Up An Account

Point your browser to www.rentacoder.com .
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At the bottom part of the homepage, there is an option that requires you to 
log in.  Click on this so that you’ll be redirected to another page where you 
will have the option to create a new account.

You will have to focus on the section for “Buyers,” as can be seen in the 
illustration above.

To post a bid, click on “My Bid Requests” and you’ll be taken to another 
screen.

Posting A Bid

Posting  a  bid  at  Rentacoder  is  easy  and  it’s  free.   You  are  under  no 
obligation to select from the bids you receive; however, a non-action on a 
project you offer will reflect on your Buyer Score later on.  Not that this is a 
big deal, but if you’re the type who wishes to maintain a clean record, then 
you should commit to choosing a bidder for the auction you post.

You should be at the “My Bid Requests” page by now.  On the left side of 
the screen, you will notice a vertical menu bar.  Click on “Request Bids.”
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Eventually, you’ll get to build relationships with the freelancers you’ll be 
able to work with, and you can try the other auction types.  But for now, 
we’ll stick with “Open Auction” to attract the attention of all the freelancers 
who would be interested in your project.

On  the  next  page,  you  will  be  asked  for  a  description  of  your  project. 
Remember  what  we  talked  about  regarding  your  specifications?   Try  to 
include everything here so that the freelancer will be well instructed about 
your expectations.

Additionally,  there  will  be  a  security  template  provided,  which  aims  to 
protect the integrity of the deliverables.  Do not forget that you can edit this 
template.  You can also add other stipulations which you feel are needed and 
that are fair.

Lastly, you will be asked to specify the platform where your project will be 
used.  This is essential for ordering software, but with writing assignments, 
indicating  any  platform will  suffice  as  they  are  usually  delivered  in  .txt 
format which is readable in any operating system.

By clicking “Next,” you’ll be brought to another page where you can state 
the deadline for the completion of your project, as well as your budget for 
the project.  If you have no idea about the price range, simply indicate “open 
for  fair  suggestions.”   Also,  in this area,  you will  be able to specify  the 
duration of the bidding process.

The next page will merely ask you to verify the details you have provided. 
After  you  have  done  this,  you  can  go  back  to  the  main  page  of 
www.rentacoder.com and click on “My Buyer Financials.”  This will bring 
you to a control panel where you can monitor the bids that are made on your 
project.  You will also be notified via email whenever a bid is placed.
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Accepting A Bid From A Coder

Accepting a bid from the many, many bids that you’re sure to garner is the 
easy part.  Choosing the right freelancer, however, can be a challenging task.

Your control panel will give you access to the details of the bids that you 
have received.  These will include the amount they are willing to work for, 
as well as their messages on how to complete your project.  Occasionally, 
you will receive some questions about the specifics you have given.

Now comes the trickier part.

How will you know who is the most qualified for your project?

If you click on the bidder’s username, you will be directed to a page where 
that bidder’s resume and portfolio can be found.  Additionally, the bidder’s 
areas of expertise will be stated therein.

But that’s not all.  This page will also contain the bidder’s detailed history 
with  Rentacoder  transactions,  as  well  as  testimonials  and/or  negative 
remarks from the people he has dealt with.  
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These things should be considered before you consider the price they bade 
on your project.  The common mistake in auction sites like Rentacoder is 
that some people choose a low price and expect excellent products.

Though there are times when your expectations will be more than met with a 
ridiculous bargain of a bid, this is more because of luck than anything else. 
Generally: You Get What You Pay For.

So price should be a secondary consideration to the credibility and reliability 
that a freelancer has proven in his past dealings.  Taking your chances on a 
freelancer who is new to Rentacoder will require more due diligence on your 
part.  

You can communicate with the bidders,  of course,  via Rentacoder’s own 
private messaging system.  Here you can ask them about the details of their 
plans, and they can ask you their questions about the projects.  Keeping the 
communication lines open will ensure that your wishes will be met by the 
bidder you choose.

Once you have chosen a bidder whom you feel is the most qualified for your 
project,  simply  click on “View or Accept” to engage the services  of  the 
freelancer.

Placing Escrow Payment

Once a bidder is chosen, Rentacoder will ask you to pay through your credit 
card, Paypal account, or mail check the amount that you and the said bidder 
have agreed upon.  Rentacoder will  then put this payment under escrow. 
This is to assure that payment is available for the freelancer once the project 
is completed.

If by some chance, the project is not completed,  you can negotiate for a 
partial or full refund of what you have paid.  Usually, a full refund is given, 
unless  the  winning  bidder  has  delivered  partial  work  and  the  rest  was 
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discontinued or there were faults that he was not responsible for.  In which 
case, a proportionate amount of the funds under escrow will be paid to the 
freelancer and the rest will be refunded to you.

Work Is Undertaken By The Freelancer

Once your payment has been placed under escrow, the freelancer will be 
instructed to start on your project.  During this period, you are encouraged to 
communicate with the freelancer either by sending him a message through 
Rentacoder’s  built-in  messaging  system,  or  by  emailing  him  directly. 
Communication is essential to ensuring that the project will proceed strictly 
according to your specifications and expectations.

It is highly recommended, however, especially when you’re dealing with a 
freelancer  for  the  very  first  time,  that  you  use  Rentacoder’s  messaging 
system.  This will guarantee that all the correspondence between you and the 
freelancer will be archived for reference in the event that the said freelancer 
would  renege  on his  obligations  and you would  demand  a  refund.   The 
message history between you and the freelancer is the most solid proof that 
can  be  presented  in  arbitration  proceedings  in  the  case  of  unfortunate 
disagreements.

If  the work entails  an amount  higher than $150, Rentacoder  requires the 
freelancer to report the progress of the project to you on a weekly basis. 
You can ask for a more regular report, of course, and even if the project cost 
is less then $150, you can always require the freelancer to comply with your 
reporting schedule through the specifications you are allowed to give.

All you have to do is wait for the completion and delivery of the project, 
either in parts or in full.

Reviewing The Deliverables

Delivery will be made through Rentacoder’s website.  It will be stored in 
their servers for you to download.  You will be notified through email when 
your order is delivered by the freelancer.
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You will be given an ample amount of time to review the deliverables.  If 
you are satisfied with them, and if they perfectly meet your expectations, 
then you can authorize the release of your payment held in escrow and the 
contract with the freelancer will be deemed as completed.

If you are not satisfied with what was delivered because they did not meet 
your expectations, you can ask the freelancer to make some modifications, 
and in certain cases, actual revisions of the work.

Remember, however, that disputes may arise as a result of the latter, so it is 
important that you communicate all correspondences through Rentacoder’s 
official channels.

Arbitration

There is always that risk of a disagreement between the employer and the 
freelancer.   Usually,  this  has  something  to  do  with  the  freelancer’s 
unacceptable non-compliance with some of the items in the specifications. 
To quickly  resolve such disputes,  Rentacoder  has  included an arbitration 
system that guarantees a fair mediation between the parties in conflict.

The  basis  of  the  mediation  is  the  recorded  correspondence  between  the 
employer and the freelancer that is hosted in Rentacoder’s system.  This is 
why it is very important that all liaisons with the freelancer are made using 
Rentacoder’s built-in messaging system.

Final Steps

Once  you’re  satisfied  with  what  was  delivered,  you  can  authorize 
Rentacoder to release payment for the freelancer.   You will thereafter be 
required to rate his performance, and he will be asked to rate your conduct as 
a buyer.  As a matter of good will, if you’re satisfied with the freelancer’s 
work, do not give him a rating below a 9.

Upon submission of your rating, the deal shall be considered closed.
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4.2  The Elance Survival Guide

The outsourcing site www.elance.com works very similarly to Rentacoder. 
The most substantial difference, however, is the quality of freelancers that 
ply their trade here.  

Whereas in Rentacoder, any person, from any part of the world, can join as a 
freelancer because of the free subscription, Elance verifies the commitment 
and professionalism of its freelancers by actually asking them to pay for 
their membership so that they may access certain features that will help 
guide prospective buyers.

As a person looking to outsource a project, Elance’s setup can be viewed in 
two distinct ways:
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A. Elance offers the best assurance that you will get the best freelancers, 
as their qualifications, portfolio, and scholastic history can be verified.

B. The competence and qualifications of the freelancers can be 
guaranteed, but at what price?  They will be asked to pay for their 
membership to the site so that they are able to display the sellable 
qualities of their craft, but this expense on their part will be passed 
onto the bids they will make on your project.  You must prepare 
yourself to experience some pretty high bids if you limit your project 
to verifiable freelancers.

Of course, you will have the option to keep your bid project open for 
freelancers with free accounts.  Their history may not be verifiable, but you 
are sure to garner lower bids.  

As your outsourcing experience grows, you will come to realize that verified 
accounts don’t necessarily guarantee the highest quality of deliverables, and 
unverified accounts don’t automatically mean poor work.  There are 
occasional surprises of very low bids from novice freelancers producing 
premium work.

Creating an Elance account and placing a project for bidding is very much 
the same as with Rentacoder, so instead of discussing the specifics, we will 
discuss how Elance fares compared to other outsourcing exchange websites. 
Let’s take a look at the pros and cons of Elance:

Pros:

• As we’ve mentioned above, Elance, in general, attracts more 
competent freelancers.

• You can choose to exclusively invite “Select” freelancers.  Elance 
guarantees their reliability and professionalism.  You will be charged 
for such an option.

• If you do not choose to hire Select freelancers, you won’t be charged 
for your use of Elance’s system.

Cons: 
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• You will get higher bids compared to Rentacoder sellers.

• You will be charged a flat fee of $25 if you choose to invite Select 
freelancers.  This is relatively burdensome, compared to Rentacoder, 
which passes off a 15% fee on what is due for the freelancers instead 
of the buyers.

• You will need a credit card to be able to invite Select freelancers. 
You will have to deposit the $25 fee in advance.

• Elance only offers their arbitration system for buyers who choose to 
invite Select freelancers.

• Elance doesn’t have the comprehensive buyer protection system found 
at Rentacoder.

If you are amenable to the foregoing, then Elance is worth the shot.  Here are 
some things you have to keep in mind to make the most out of your Elance 
experience:

1. Give a clear definition of the parameters and the schedule of your 
project.  Remember, this is what your bidders will use as a guide to 
come up with the amount they will offer.  And if the service of a 
bidder is accepted, your specifications are what will guide him in 
completing the project.

2. Study the qualifications and the competence of a freelancer as much 
as you would a regular employee.  The project you will assign 
involves financial investment as well, and it would be best to know 
beforehand that your money is being spent wisely and not carelessly.

3. Make sure that the expertise of the freelancer will fit the demands of 
the project.  The more experience the freelancer has with projects 
similar to what you wish to designate, the better the chances are that 
he will meet your expectations.

4. Price shouldn’t be your primary consideration.  Often, you really get 
what you pay for.  
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5. Try to secure a sample before engaging the services of a freelancer. 
The sample can be something custom-made for your request, or 
something that the freelancer has done in the past.

6. Be wary of awarding big projects to untested freelancers.  As much as 
possible, start small.  Once the freelancer proves himself to be a good 
catch, then, and only then, should you give him a larger bulk of work.

7. Before awarding the project, make sure that both of you agree that full 
rights to the deliverables shall belong to you and you alone.  The 
worst thing that can happen is that you pay the freelancer for the work 
done and later on discover that you have to pay him royalties for the 
use of that work.

8. Negotiate for after-delivery support.  This is essential for 
programming and other highly technical work that you have 
outsourced because you know little about the field.  

9. Make sure that the payment scheme is clearly defined.  Some 
freelancers demand a payment scheme beneficial for them and 
continually press you to pay them whenever they are in need.  This 
can be avoided by agreeing on the payment scheduling before 
allowing the freelancer to begin working on the project.

10.Put everything in writing.  Make things as formal and as clear as 
possible to avoid any confusion and abuse later on.

Though clearly lacking the thorough features of, arguably, its more famous 
counterpart, Rentacoder, Elance does have its own merits.  The interface is 
much easier to use, something that can’t be said about Rentacoder’s (here’s 
an interesting anecdote:  around 15% of the accounts at Rentacoder are quite 
dormant because the control menu isn’t really user-friendly and people 
easily get confused about how to use the system).  

Additionally, Elance is a better choice for smaller projects, for as long as 
you don’t use their Select Marketplace (where you will be charged $25.)  It 
won’t cost you a cent to post a project and you will garner more bids.  In 
Rentacoder, because of the rather steep 15% fee, freelancers usually shy 
away from projects below $30.  You will still get some bids, yes, but not 
enough of them to really consider a fair number of options.
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4.3 The Scriptlance Survival Guide

Scriptlance is an outsourcing exchange website that aims to offer the best 
things that Rentacoder and Elance have to offer.  Though not as 
comprehensive as Rentacoder, Scriptlance possesses a more convenient 
processing system.  Though its interface is not as intuitive as Elance’s, 
Scriptlance uses a menu that is straightforward and easily navigable.

Let’s take a closer look at what makes Scriptlance the unique option that it 
is.

Pros:
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• Transactions are easy to process.  Once you have created an account, 
you just have to deposit at least $5 into your account.  You will have 
to make sure that your account never reaches zero, however.

• You will be charged a flat rate of $5 for each completed project, 
regardless of the amount involved for the latter.  This is the cheapest 
among the three main bidding sites if we don’t count Elance’s free 
marketplace for non-Select freelancers.

• Scriptlance has its own economy system.  You can be a buyer and a 
seller at the same time, using the same account.  And since you’ll be 
using the same fund source, there is no need to keep transferring your 
funds from one place to another.

• Payment transactions from your account to the freelancer will be 
processed free of charge.

Cons:

• There are no buyer protection measures.

• Does not attract as many freelancers as the other two bidding sites

• If your account balance reaches zero, your account will be frozen.

The control panel will require some time getting used to, but once you 
master the features present, you’ll be able to easily post projects left and 
right.  The interface, though not as user-friendly as Elance’s, is not as 
confusingly comprehensive as Rentacoder’s, so it is a refreshing balance 
between its two counterparts.

Once your project is posted and bids are garnered, you can check the profile 
of your bidders to view their online portfolio.  There is no ranking system 
here.  Rather, Scriptlance uses a message board to check on the 
recommendations of satisfied users.

The same message board is also utilized to communicate with the freelancers 
through private messaging.  This is quite useless, as your correspondence 
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through the internal messaging system will not help in any potential dispute 
as Scriptlance does not have any buyer protection measures in place.

In A Nutshell…

The purpose of outsourcing and looking for freelancers from the bidding 
sites we have discussed above can be summarized into the following points:

• Be able to do more.
• Be able to save time.
• Be able to save money.

In dealing with freelancers from any of the aforementioned websites, please 
keep these points in mind.  Use them as a checklist to determine if a deal is 
favorable for you and your business.

For example, you post a project and you receive some bids.  You study the 
credentials and portfolios of the bidders, hoping to find a match with what 
you need.  

In the process, you have to ask yourself the following questions based on the 
points we have enumerated:

• Will hiring this freelancer boost the output of my business?
• Will hiring this freelancer give me more time to attend to the other 

demands of my business and my life?
• Will I save more money compared to other options?

If the questions are answered positively, then you can safely say that you 
have a good deal.  All you will have to do is seal the deal and wait for the 
rewards that your business will reap as a result.

It is quite clear from our discussion in this chapter that Rentacoder is the 
best choice for you.  This view is shared by countless Internet marketers. 
Rentacoder may have its flaws, but with a buyer protection system and an 
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arbitration resort, this is an option that is undeniably the friendliest for your 
enterprise.

But since Rentacoder is the acknowledged leader in outsourcing exchange, a 
lot of freelancers flock to its pages looking for work.  With a higher number 
comes a higher risk.  10% of 100 is different from 10% of 1,000, after all. 
There will be a corresponding increase of under-qualified freelancers who 
will bid for your projects.  This makes it doubly essential for you to exhaust 
utmost diligence in choosing the most qualified person for the job.

With all that we have discussed in this eBook, such a task should come easy. 
Just always remember to protect yourself.  Your business’ interests should 
never be compromised.  The purpose of outsourcing is to make your 
business setup more efficient and not the other way around.
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Conclusion
TIME IS
TICKING…
Outsourcing In Retrospect

So,  should  you  or  should  you  not  outsource  some  of  the  tasks  of  your 
business?

This is a question that only you can answer, my friend, as not all businesses 
are built  alike.   If  you wish to have a more hands-on approach for your 
enterprise, then outsourcing may not be for you.  You might just end up 
redoing the work that you paid for, which we really can’t consider as a step 
in the right direction.

But  if  you want  to  accomplish  more  with the  time  given,  and in  effect, 
increase  your  profit  correspondingly,  then  you  should  seriously  consider 
delegating some tasks to outside service providers.  Two heads are always 
better than one, as they say, and four hands are always better than two.

Just make sure that those heads and hands are perfectly qualified for the job, 
lest they pull you down to their level of mediocrity.

Outsourcing fixes this and provides for us the time we need to attend to the 
other demands of our business and our lives, and to attend to the things we 
want to explore.  Who knows - those new things may mean more income for 
us, right?  And we wouldn’t have discovered them were it not for the time 
that outsourcing afforded us.

There are some online businessmen who are beaming with ideas, but sadly, 
no human being is blessed with everything.  He may have a great concept 
that  would  make  online  commerce  doubly  efficient,  but  he  lacks  the 
programming skills to bring such a concept into reality.  Or he may have 
profound expertise in a certain field, but English is not his primary language 
and he is incapable of writing an eBook about the information he wishes to 
share.
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Outsourcing is the solution to this as well.  Someone else is always better at 
certain things, so why not hire that person to do the job for us?

Immediately, we see that outsourcing provides us with a boost that can only 
mean great things for our business:

• the luxury of time and
• the needed skills to effectively complete a certain task.

Are there alternatives to outsourcing?

If you wish to outsource the creation of information products,  perhaps it 
would be more prudent to first check out the available products online which 
come with their own private label rights.  

Private label rights allow you to alter, change, and add to these products. 
You can even place your name as the author in certain  instances.   If  an 
information product with private label rights is offered, and you feel that it is 
perfect for your needs, then grab it as soon as you can.  This would be a 
more affordable way of getting the job done.

Another alternative to outsourcing are total solutions packages.  These are 
membership  sites  that,  basically,  try  to  give  you  everything  that  your 
business  would  ever  need.   These  can  range  from  web  hosting, 
autoresponder  service  subscription,  content,  information  products  to  sell, 
and the like.  Almost every aspect of a successful online business is covered, 
and if you manage to find a total solutions package perfect for your needs, it 
is possible that you’d have little need for outsourcing.

DISCLAIMER  AND/OR  LEGAL  NOTICES:  The  information 
presented in this ebook represents the views of the publisher as of the 
date  of  publication.  The  publisher  reserves  the  rights  to  alter  and 
update  their  opinions  based  on  new  conditions.  This  ebook  is  for 
informational  purposes  only.  The  author  and  the  publisher  do  not 
accept any responsibilities for any liabilities resulting from the use of 
this  information.  While  every  attempt  has  been  made  to  verify  the 
information provided here, the author and the publisher cannot assume 
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any responsibility for errors, inaccuracies or omissions. Any similarities 
with people or facts are unintentional.  No part of this ebook may be 
reproduced  or  transmitted  in  any  form,  electronic,  or  mechanical, 
including photocopying, recording, or by any informational storage or 
retrieval system without expressed written, dated and signed permission 
from the publisher.
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