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List all outgoings
Get your personal and business accounts open, and start listing all your outgoings 
here. I've included a list of all potential bills, one-off payments and "special" 
outgoings...but everyone is different!  

On this page, we're dealing with personal bills. A good place to look for these is 
under the "direct debits" section in your online banking. I've also included some 
notes and examples, in case the terminology isn't the same for you:

Step 1:

Mortgage/rent 

Utilities 

Insurance  

Transport 

TV license & packages 

Home internet 

Personal phone 

Childcare 

Banking 

Debts 

Membership/subscription 

Contact lenses 

Medication 

Pet expenses 

Regular bills Monthly amount Examples

Heating/electricity 

Health/life insurance 

Car/public transport 

Sky/Netflix 

May be business expense 

May be business expense 

Monthly payments 

Gym/hobby clubs

TOTAL 1 :



Next we're going to look at our regular spending, i.e. the "every day" expenses we 
have, plus some special one-off purchases, and some values for items and events 
that we might need to save for. You can fill this in based on what you already do, 
or what you plan to do:

Grocery shopping 

Going out / entertainment 

Clothes / shoes 

Hobbies / sports 

Holidays 

Gifts 

Gadgets 

DIY/Home 

Insurance  

Every day expenses Monthly amount Examples

One-off purchases

Emergency funds

TOTAL 2:

e.g. car repairs



Now it's time to look at your regular business bills. Again, check out the direct 
debits or standing orders section of your online banking, or, if you're going through 
your statements, highlight those marked as bills or direct debits. For amounts 
which are billed annually or quarterly, divide these out to get the monthly value.

Mortgage/rent 

Utilities 

Insurance  

Transport 

Software 

Email 

Internet 

Work mobile 

Banking 

Accounting tool 

Membership/subscription 

Domain hosting 

Taxes 

Accountancy/legal/admin 
support/site maintenance 

Small CPD 

Regular bills Monthly amount Examples

Not always applicable. 

As above. 

e.g. Professional Indemnity  

For meetings/client visits 

E.g. Xero, KashFlow 

e.g. Books/manuals/ 
dictionaries

TOTAL 3:



Now we're going to look at other business spending and purchases, as well as any 
emergency funds we might like to allocate, for example, for an unexpected tax bill, 
or to cover supplier payments if you outsource work. Again, you can fill this in 
based on what you already do, or what you plan to do:

Office supplies 

Hospitality/entertainment 

IT equipment 

Other equipment 

Big CPD 

Conferences 

Business travel 

Client & supplier gifts 

Software/technology 

Every day expenses Monthly amount Examples

One-off purchases

Emergency funds 

Profit / Growth

TOTAL 4:

Printer paper/ink/toner 

Client lunches 

Laptop/printer 

Cameras/microphones 

Courses, workshops 

e.g. involving flights 

e.g. unexpected tax bill 



Do the math
Add up Totals 1, 2, 3 and 4 - this gives you your total expenses per month. 

To account for the fact that a certain percentage of your time on a project will be
taken up by "non-billable" tasks, some freelancers choose to cover this non- 
billable time, or at least a percentage of it, by allowing for a certain number of 
non-billable hours within their project proposals. Whether you do or not is up to 
you - either way, tracking this time is extremely useful.

Step 2:

Now that we have the figure that we must meet each month, it's time to figure out 
how this fits with our day-to-day business. There are many factors to consider, so 
let's get started. 

First of all, there's the matter of billable and non-billable work. We need to figure 
out which tasks we're doing earn us money, and which are business-related, 
keep-the-wheels-turning tasks. Here are some ideas and examples:

TOTAL 1 + TOTAL 2 + TOTAL 3 + TOTAL 4 
= TOTAL MONTHLY EXPENSES

Non-billable

Client correspondence 
Admin (filing, invoicing, expenses) 
Social media/blogging 
Marketing 
Networking
Professional development
Systems/IT maintenance

Billable

Project work, i.e. work for clients 
Specific project planning 
Research 
Client meetings/calls/site visits 
Editing/reviewing 

To bill or not to bill?



Working 9-5...or not
Remember yesterday's challenge when we looked at our ideal working schedule? 
Well, today we need to work out how many days and hours we'll actually be 
working per year.... 

I urge you to be realistic about your schedule - 14 hour working days might be 
something you've done in the past, but they're not sustainable, and, really, do they 
fit in with the personal dreams and plans you set out on Day 1 of this challenge? 

With that in mind, I want you to do the following calculations:

Step 3:

1. The number of days you'll work in a year. 

2. Allow for holiday time and sick days (be realistic.) 

3. Minus the number of days for holiday and sick days 
from the number of working days you came up with in 
Step 1. 

This is your numbe
r of working 

days per year.

 
208 
- 
30 
 
= 
 

178

Example



More maths
Finally, we're going to work out our daily rates. No matter what way you charge, 
whether it's a total project price, per hour or per word, your pricing calculations 
must always come back to your daily rate.  

Here's what I want you to do:

Step 4:

1. Get your overall expenses for the year. You 
got your monthly figure in Step 2, so just 
multiply that by 12.  

2. Divide this figure by the number of working 
days (Step 3.) This is your daily rate. 

2. Divide your daily rate by the number of 
hours you’ll work in a day (usually 7.5 to 8 
hours, if you’re full time.) 

This is your hourly
 rate.

 
3000 x 12 
=36,000 

 

Example

202.24/7.5  
=26.96

Having your rate in your head, and knowing  you won't accept less than this figure 
is powerful, reassuring and confidence-building. Using it as a basis for all quotes 
will ensure you aren't worrying about over or under-quoting on projects. It'll also 
help you feel on top of your finances, as you'll be fully aware of all your expenses.

In-the-know

Some questions

Were your expenses higher or lower than you expected? 
Were there any expenses you had forgotten you were paying, e.g. an old 
subscription or membership? 
If they were higher, are there any you can eliminate? 
When you calculated your rates, was the figure higher or lower than what 
you're already charging? 

36,000/178 
= 202.24






