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Disclaimer 

 

The purpose of this ebook is to educate, and not to provide or imply such 

provision of any legal, accounting, or other form of business advice. The 

author and publisher does not warrant that the information contained in this 

ebook is fully complete and shall not be responsible for any errors, omissions, 

or contradictory information in this report.   

 

The author and publisher assumes no liability or responsibility to any person 

or entity with respect to any loss or damage caused or alleged to be caused 

directly or indirectly by this report. The reader assumes responsibility for the 

use of these materials and information. 

 

Any perceived slights of specific people or organizations are unintentional. 

You should assume that this ebook has an affiliate relationship with some of 

the providers of goods and services mentioned in this ebook and the author 

may be compensated when you purchase. You should always perform due 

diligence before buying goods or services from anyone via the Internet or 

offline. 

 

Individual results may vary and there are no guarantees expressed or implied. 

Each individual's success depends on his/her dedication, motivation, and 

background. As with any business endeavor, there is an inherent risk of loss of 

capital and there is no guarantee that you will earn any money. 

 

You have purchased a "personal use" license to this product. You cannot 

distribute it to any other individuals or share it on the Internet. It does not 

include any sort of resale rights or private label licensing whatsoever.  
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Introduction 

 

 

It's not enough just to know that you should outsource if you want to grow 

your small business. 

 

It's true that outsourcing tasks gives you more time to work on your business, 

rather than in your business. You can use your time to do the important 

managing and planning and growing. 

 

Outsourcing also means you can have someone else do the work you don't like 

to do. You can also get more professional results with this work being 

accomplished by specialists. 

 

Again, it's not enough to know all that... you've got to actually dip your toe 

into the water of outsourcing. I think with what you learn here, you'll find that 

the water isn't cold after all and you can be quite successful.  

 

So read this ebook, take notes, then take action!  

 

 



Nine Steps to Determine What to Outsource First 

 

 

Do you think you're ready to outsource but you're not quite sure where to 

start first?  

 

Grab a pen and paper or better yet, open up a new spreadsheet on your 

computer and start taking a look at the nitty-gritty details of your work week, 

your financial goals, your business tasks and how you want to grow your 

online business. The nine steps below will help you pinpoint what to outsource 

first.  

 

 

Step One: Assess The Activities Performed Daily. 

 

What activities do you perform every single business day? For example, email, 

social networking and perhaps blogging are all common daily tasks. Make a list 

of the activities you spend your time on every single day. Also note how much 

time they each take. If you‟re using a spreadsheet to track and organize the 

information, separate the task and the time spent into two different columns. 

 

 

Step Two: Assess The Activities Performed Weekly. 

 

What activities do you perform on a weekly basis? For example, invoicing, 

article marketing, and guest blogging might all be weekly activities. Again, 

note how much time they take you to complete.  

 

 

Step Three: List the Activities On Your “To Do” List That You Don’t 

Have Enough Time For.  

 

On the same spreadsheet make a list of the activities that are on your “to do” 

list but never seem to get done. For example, launch an affiliate program, 

redesign your website, or create an information product might all be projects 

you want to accomplish but haven‟t been able to find time for.  

 

 

Step Four: What Activities Take Up The Most Of Your Time? 

 

If you‟re using a spreadsheet system then highlight the activities that 

consume the most time. If you‟re using pen and paper then perhaps put a 



capital “T” next to the very time consuming tasks. For example, bookkeeping 

might take several hours a week to manage.  

 

 

Step Five: Where Do You Feel You Need The Most Help?  

 

Put a big asterisk next to the activities where you feel you need the most help. 

These can be activities or tasks that feel overwhelming or technically 

challenging. Consider making a new column and noting why the task is 

overwhelming or why you feel you need or want help. 

 

 

Step Six: What Tasks Do You Perform Repeatedly? 

 

Many tasks are mundane and repetitive. For example, you may find that half 

of your email responses essentially say the same thing. Or you may find that 

paying invoices or scheduling blog posts is something you perform weekly and 

is easily handled by another individual. Make a notation next to the routine 

tasks that could easily be outsourced.  

 

 

Step Seven: What Tasks Do You Not Enjoy? 

 

Presumably you don‟t enjoy every single task on your to do list. Highlight the 

tasks that you dislike doing. This step is easy. ;) 

 

 

Step Eight: Technical Tasks 

 

What tasks do you need to accomplish for your business but are not yet skilled 

in or familiar with? Make a mark next to the tasks you don‟t feel strongly 

skilled in. For example, maybe you write your own sales content but you‟re 

not confident with your copywriting skills. 

 

 

Step Nine: What Is Your Outsourcing Goal? 

 

Step away from your list for a moment and consider what you want to 

accomplish with outsourcing. What is your primary goal? While many business 

owners want to make more money, that‟s not the only reason to outsource. 

Maybe you‟re striving to live a more balanced life and need more free time for 



family or personal pursuits. Maybe you want to eliminate tasks that seep the 

joy from your life – tasks you really dislike.  

 

Now go back and call attention to the tasks that would help you achieve your 

outsourcing goal. For example, if you want to find more time to spend with 

your family then you‟d look at the tasks that consume the most time in your 

day or week. Outsourcing these tasks would help you achieve your goal. 

 

If you have more than one task that would help you achieve your outsourcing 

goals, then prioritize them. Which one makes the most sense to outsource 

first? If you‟ve followed these nine steps you now have the foundation of 

information you need to begin creating your outsourcing strategy.  

 

 



Where to Outsource - The Top Outsourcing  

Sites for Business Owners 

 

 

Once you know what task or project you want to outsource, the next step is to 

choose your medium. Where do you want to post your project? How do you 

want to retain your contractor or service provider?  

 

There are a number of outsourcing sites and services you can use. Some 

operate as project management sites. They facilitate everything from 

organizing providers by specialty and feedback rating to paying the provider 

once the job has been completed to your satisfaction.  

 

Other sites or services are merely collections of listings. They allow you to 

publish your project or task and receive applications from interested 

contractors. Explore your options. Review the sites highlighted below and 

begin to create your outsourcing plan.  

 

 

Elance  

Elance provides full scale outsourcing support. Businesses both large and small 

can search through thousands of providers in hundreds of job categories and 

industries. These industries range from Programming, Marketing, Writing, 

Design, Research and Administrative. Elance allows you to select specific 

providers or to advertise your opportunity to everyone. You can manage 

paying, contracts, and even To Do lists all via Elance. It eliminates the need to 

set up outside communication systems and payment systems. Elance provides 

it all. 

 

Elance is free to business owners but freelancers and contractors have to pay 

a fee. As a business owner, when you pay for a job you pay Elance. Elance 

then pays the contractor. Elance works as an escrow provider. They hold the 

money you pay until the job has been completed to your satisfaction.  

 

 

oDesk 

oDesk works a lot like Elance. You‟re able to find an abundance of contractors 

in every industry and just about every country around the world. oDesk differs 

from Elance because you do not pay oDesk; you pay your contractor directly. 

As a business owner, you also pay by the hour. With Elance you can choose 

how you pay - by the job or by the hour.  



Additionally, oDesk guarantees you only pay for the work that is 

accomplished. It helps business owners avoid the occasional freelancer that 

bills for six hours worked but actually only works for five hours.  

 

 

Rentacoder/vWorker 

The previously well-known Rentacoder service is now called vWorker. vWorker 

stands for virtual worker. They promise 343,476 on-tap experts in hundreds of 

fields at a rate of 36-80% cheaper than traditional workers. They also promise 

guaranteed results or your money-back. vWorker specializes in technical 

projects like coding and website design. Like Elance they have an escrow 

payment policy and like oDesk they offer a guarantee. Actually, vWorker lets 

you choose which guarantee you prefer – their Triple-Point Guarantee or the 

Honest-Billing Guarantee. 

 

 

Guru.com  

Guru is another freelance job site, like Elance, that has been around for more 

than a decade. Guru was founded in 1997. It's similar to Elance in that 

business owners pay for work via an escrow payment policy. Like many of the 

freelance sites you‟re able to rate and review your contractors and they can 

rate and review you too. This helps build credibility and helps you find the 

contractors with the strongest skills and best reputation for quality. Post your 

job and review applicants or review portfolios and contact the provider you 

want. You choose how you hire. 

 

 

WebSupportTeam 

WebSupportTeam is a bit different than the others already mentioned. They 

provide technical help for your internet business. If you need a blog installed, 

they can do it. If you need a script written, they can do it. They provide any 

and all tech support you need. WebSupportTeam is a membership site. You 

pay a monthly fee and receive credits for work. If you don‟t use all of your 

credits, they roll over to the next month and never expire. If you need more 

credits you can buy them as you need them.  

 

 

GetaFreelancer  

GetaFreelancer works much like Elance, Guru, and other job posting sites. You 

post the job, choose your provider, establish payments, receive your work, 

and then release the funds. Yes, GetaFreelancer also works with an escrow 

payment system.  



 

 

Beyond the Freelance Job Sites 

 

Freelance or outsourcing sites aren‟t your only option. You can use forums like 

the Warrior Forum to post contractor opportunities. You can also use Craigslist 

to find local contractors. You can publish your opportunity on work-at-home 

forums, free classified sites, and even with your local colleges and universities.  

 

Before you sign up for any outsourcing job site or post any outsourcing job, 

decide how you want to manage the process. Learn what your options are.  

 

For example, do you want to use an escrow payment service or do you want 

to establish your own payment options and policies? Do you want to use a 

provider‟s communication system or do you want to use your own 

communication system?  

 

These decisions will help you choose the best site or service to find your 

contractors and service providers. Your next step, once you have an idea of 

how you want to approach hiring and managing your outsourcing projects, is 

to explore the question of location. Do you want to outsource overseas or at 

home? 

 

 



Outsourcing: Abroad or at Home? 

 

 

Outsourcing online work opens up a world of possibilities. For one thing, you 

can recruit people in any country and choose from a very large pool of 

potential contractors. The choice is yours – however, it does require some 

careful consideration.  

 

There are some clear advantages to outsourcing work to countries outside the 

U.S. Many people looking to outsource work are attracted by the fact that 

countries where incomes are much lower can be paid substantially less than 

source providers in the U.S. If you choose wisely, you can benefit from the 

services of people who are every bit as competent as those at home.  

 

 

Overseas Clients? 

 

If your business deals with clients in other countries, that‟s another potentially 

good reason to look abroad, depending on the type of work being contracted 

out. If your market is Europe, for example, it may be useful to have someone 

working with you who is based in Europe and understands that market.  

 

Outsourcing to foreign providers can help you deal with cultural divides and 

may allow you to tap into pools of expertise that may not even exist to the 

same extent in the U.S. Contracting with a service provider on the ground in a 

country that you operate in can have a host of practical benefits.  

 

You may have to consider more training for overseas contractors, but that 

needn‟t always be the case and it isn‟t necessarily a burden. Let‟s face it, 

skilling people up is also a task you may have to undertake with suppliers at 

home.  

 

 

Easy Obstacles to Overcome 

 

There are practical considerations to take into account, but they're not 

insurmountable. Time zones can be an issue if you need to communicate in 

real time. Otherwise, it may not matter that your contractor is asleep while 

you‟re at work. When it comes to paying for the work, this can be a simple 

matter with electronic bank payments and services like PayPal. It is worth 

checking out upfront though. You may need to check regulations before 



contracting with citizens of countries where red tape around financial 

transactions can tie you up in knots.  

 

When detailed experience is necessary and qualifications are required, you 

should do some homework on the quality and U.S. equivalents. Being 

proficient in the English language might be an important issue for you.  

 

Depending on your business, there may be tasks that are best done by U.S. 

contractors who know your business environment (including industry 

regulations) and can easily identify with your business philosophy and goals.  

Sometimes communication can be simpler with home-grown contractors, and 

this is something you'll have to decide for yourself.  

 

Whether you outsource your work at home or further afield will depend on 

your business circumstances. One thing to remember is that saving money by 

outsourcing abroad can be a smart move, but penny-pinching doesn‟t always 

pay off. On the other hand, with a larger pool to select from, you could find 

perfect providers in unexpected places. 

 

 



Which are the Best Countries to Outsource to, and Why? 

 

 

We live in a globalized world, where differences between nations are less 

marked than they used to be. It will depend on what skills you‟re looking for, 

but chances are, your ideal provider could live almost anywhere in the world.  

 

Countries that are good for one small business owner may not be good for 

another. The situation is also changeable, according to prevailing 

circumstances in that particular country. Still, there are some basic 

requirements that businesses want/need that put some countries higher up 

the list than others.  

 

 

The Primary Motivation For Outsourcing Is Often Simply Cost. 

 

With developing nations well-placed to offer competitively priced services. The 

availability of providers who cost less than those in the U.S. is not the only 

consideration. For example, a reputation for a high general level of education 

plus good business or technical skills makes some countries more attractive 

for outsourcing.  

 

Practical considerations are important too. If you‟re relying on work being 

relayed via the Internet, you‟ll want a provider to have access to dependable 

internet services. Also, there may be issues with political security which can 

impact digital communications and interrupt contractual agreements. This is 

an especially important consideration with longer term outsourcing 

relationships.  

 

 

It All Depends On Where and Who You Are.  

 

For U.S. outsourcers, Pakistan has lost some favor due to political tensions, 

though it remains popular with those in other countries. French-speaking West 

African countries are useful for people dealing with a French market. Middle 

Eastern countries score highly because of a large pool of qualified providers.  

 

The Euro zone crisis has badly impacted some countries, such as Ireland, but 

some Eastern European countries, namely Estonia, Lithuania and Latvia, were 

able to raise their profile as a result. High costs in countries like the United 

Kingdom have made it a less popular option.  

 



 

The Top Outsourcing Destinations 

 

Asian countries continue to head the list of top outsourcing destinations, with 

India, China, Malaysia and the Philippines figuring strongly. Emerging Asian 

economies, such as Vietnam, have also begun to feature in recent 

assessments.  

 

Prior to recent upheavals, Egypt was a notable performer, while other African 

countries such as Morocco have capitalized on their proximity to Europe, 

though of course this is not necessarily helpful to U.S. For businesses based in 

the U.S., Latin America continues to offer opportunities. Mexico leads the 

pack, with Brazil and Chile also prominent and popular.  

 

But these figures for global services locations may not be relevant for your 

business. If the work and products you are outsourcing are entirely digital, 

then geographical proximity may not be an issue for you at all. The person 

with the skills you need may not be in one of the top listed countries. 

Remember that at the end of the day, you‟re dealing with people, not 

statistics. 

 



What Is Crowdsourcing and How Does It Work? 

 

 

Crowdsourcing is the practice of using a crowd or community to accomplish a 

task rather than hiring an individual. Often, the task is announced via what‟s 

called an “Open Call.” A very simple example of crowdsourcing is a wiki site. 

The masses contribute to the content on the site.  

 

As you might expect, social networking plays a strong role in the concept of 

crowdsourcing. Taking the basic idea of crowdsourcing, you could post a link 

to a collection of potential logos for your site and ask for insight and feedback 

on the logos. You could also place an open call to have people help design 

your logo. 

 

In addition to putting out a call to the masses via social networking, you can 

use specific crowdsourcing websites or services to help you accomplish a task. 

These sites include, but are not limited to, the following: 

 

1. Amazon’s Mechanical Turk – This crowdsourcing site enables you to 

collect vast amounts of data and information quickly.  

 

Some ideas on how your business can use Mechanical Turk: collect or 

manage data, create or edit content, tag or categorize information, 

gather feedback, research, or even find photos and images for your 

business.  

 

Sign up for an Amazon account, and if you already have an account 

with Amazon you can use that login. Register, fund your account and 

post your tasks. It‟s that easy. 

 

 

2. uTest – uTest claims to be the world's largest marketplace for software 

testing services. They offer more than 45,000 professionals from more 

than 180 countries. They offer five different types of testing - from 

functional to usability. It‟s free to sign up and the costs depend on the 

type of testing you need. uTest offers testing advice if you‟re not sure 

where or how to start. 

 

 

3. Kluster – Kluster is a brainstorming site. It allows you to invite people 

to help you brainstorm an idea. You can ask people to categorize ideas 



and to submit ideas and solutions. Ideas can be shared using text, 

audio, and video. 

 

 

4. 99designs – This is a crowdsourcing design site. You can use the 

power of the crowd to design a website, a logo, business cards, blog 

themes and just about anything you can think of. They average about 

ninety designs per project, which explains the name of the site. 

 

 

5. ReDesignMe – ReDesignMe helps you redesign your business and your 

website with the help of crowdsourcing. You can embrace the site to 

conduct market research, enhance your customer experience, and learn 

how you can better engage your customers and prospects. 

 

 

These crowdsourcing sites are just the tip of the iceberg. There are dozens of 

top rated crowdsourcing sites and more are being created and released each 

month. If you have a large project and you need it done quickly or you need 

the input of many to help grow your business, crowdsourcing may be the way 

to go. If you‟re considering crowdsourcing to fulfill your business needs, the 

next step is to explore the pros and cons of crowdsourcing. 

 



Pros and Cons of Using Crowdsourcing to Grow Your Business 

 

 

Crowdsourcing can be used to manage any number of tasks required to grow 

your business. You can use crowdsourcing to facilitate marketing research, 

content creation, product development, branding, and software or website 

development. 

 

While crowdsourcing does offer a number of benefits, it‟s not always the right 

fit. Before you decide to use crowdsourcing to manage a task or business 

function consider the pros and cons. 

 

 

Crowdsourcing Pros 

 

Quantity  

The biggest and perhaps most prevalent strength crowdsourcing provides is 

the ability to collect a large number of ideas or information quickly. For 

example, if you‟re looking for a logo design then crowdsourcing is likely the 

best way to get a large volume of ideas to choose from. 

 

 

Speed 

In addition to being able to receive a high volume of ideas or information, 

crowdsourcing also provides these ideas relatively quickly. Imagine how long it 

might take to ask one or two providers to provide fifty different logo ideas. It‟d 

likely take them several weeks to several months to provide that many 

different logo ideas. However, with crowdsourcing you might have those fifty 

ideas in a matter of days. 

 

 

Cost Effective 

Now imagine how much it would cost you to ask a few logo designers to 

provide you with fifty original logo ideas. It would probably be very expensive. 

Yet when you use a crowdsourcing solution it suddenly becomes very 

inexpensive. Depending on the site or crowdsourcing service you use, you may 

only have to pay for the logo that you decide on.  

 

 

Diversity  

Finally, in addition to receiving information quickly, cost effectively and in a 

large volume, crowdsourcing also provides a diverse collection of ideas, 



solutions, and information. It is a fantastic way to tap into the collective bright 

minds of many. 

 

 

Crowdsourcing Cons 

 

Quality 

Crowdsourcing isn‟t always the perfect solution. Often, because you‟re 

receiving a vast number of ideas from a broad collection of sources many of 

the ideas may be downright poor or ineffective. If you ask for fifty logo 

designs of those fifty you may only find one or two that are worth considering. 

You might find many applying for your job might not be proficient in English 

and this might be a big deal-breaker for you. 

 

 

Time Management  

In addition to the potential lack of quality found with some crowdsourcing 

solutions you may also find that it consumes more time than anticipated. For 

example, you not only have to post the crowdsourcing opportunity or project, 

you also have to sort through all of the results. This may not be the best use 

of your time. 

 

 

How Do You Decide If Crowdsourcing Is Right For You? 

 

Before you dive into the concept of crowdsourcing, consider your goals. What 

do you want to accomplish? If you‟re looking for speed and quantity then 

crowdsourcing may be a perfect solution. If you want high quality and control 

over the outcome, then outsourcing may be a better solution. To overcome 

the time management objection you might consider outsourcing the 

management of the crowdsourcing project to a contractor.   

 



Outsourcing: Creating Your Recruitment Advertisement 

 

 

If you‟re going to outsource your work you want the best quality returns. Your 

advertisement is a key step in your recruitment strategy. To entice the right 

people you need to make sure your advertisement gives potential applicants a 

sound idea of what you‟re looking for and what they can expect if you take 

them on.  

 

 

Be specific. 

 

With a large pool of people seeking freelance work from outsourcers, you‟ll 

need to be specific – unless you want to spend a lot of time weeding out 

applicants who have the required skills from those who don‟t.  

 

 

Job description. 

 

Start with a clear title that specifies the general field (e.g. administration) as 

well as some indication of the particulars of the work. For argument‟s sake, 

let‟s say that‟s database management. You may also want to specify the 

sector that your business is located in. This will catch the eye of people who 

have a real interest, or valuable existing experience in your business area, and 

will alert people who aren‟t interested in that sector to go elsewhere.  

 

 

What skills are required? 

 

Be specific about the skill level required for the work. If you need someone 

with experience, say so and don‟t be afraid to ask for evidence, such as work 

samples or verifiable testimonials if necessary. Be sure in your own mind 

before you start how much time you are willing and able to put into assisting 

the person with the work, and how much inside information they will need to 

do the work to your particular specifications.  

 

Bear in mind that you could get applicants from a wide geographical area 

unless you state otherwise. If you‟re recruiting worldwide, you may want to 

specify ancillary skills, such as language proficiency. Parallel skills, such as 

prior experience of online working or being able to deliver to a schedule or 

strict deadlines may also be relevant. 

 



 

Outline the job details.  

 

Before you hire a contractor, it's important to spell out the specifics of the 

contractual arrangements as this could save you some grief in the long run. Is 

this a short term, one-off job or are you looking for an ongoing business 

relationship? How many hours per week or month do you expect the supplier 

to give you?  

 

All potential applicants will have a primary interest in what the pay is. Don‟t 

fudge it. The clearer you are on this the better, even if you are willing to 

adjust the pay level according to experience. Clarify whether payment will be 

per hour or per job, and exactly what the payment system is. Vagueness on 

this key information can lead to disputes and grievances that just aren‟t worth 

it, and could easily have been avoided. 

 

It‟s not only about what they can do for you. It‟s a two way street, so without 

going into huge detail, provide some information on what your business is, 

where you are coming from and what you can do for them.  

 

The test of the effectiveness of the advertisement will be in the responses. If 

you get lots of interest from unsuitable service providers, then you need to 

revisit and then revise your ad. If you get too few, then you might be too 

demanding. A straight-talking, informative advert that plainly tells applicants 

what to expect from the opportunity is the first step to effective outsourcing.  

 

 



Paying Your Outsourcers 

 

 

One of the most important elements of your outsourcing decision is payment. 

In addition to determining how much you want to pay and how much you can 

afford to pay, you also want to evaluate how you pay a contractor. 

 

 

How Much To Pay Contractors 

 

You‟ve no doubt heard the adage that you get what you pay for. By and large 

this is true in the virtual world as well. However, that isn‟t to say that you 

can‟t or shouldn‟t find lower budget contractors. The price you pay depends on 

the task you‟re hiring the person or service for, and how important it is to your 

business.  

 

For example, if you‟re paying someone for a data entry project, it may be less 

time sensitive and important to your bottom line than if you‟re paying 

someone to write sales copy for your online business.  

 

When deciding what to pay contractors, you should evaluate: 

 

1. The average rate for this service – you can browse service providers 

and other job postings to get an idea of how much other businesses are 

paying for the service. 

 

2. The time sensitivity – how quickly do you need the project? The next 

day will cost you a lot more than in two weeks. 

 

3. The value to your bottom line – how important is this service to your 

sales and profits?  

 

And of course you have a budget to work within. You may find that providers 

who charge a higher rate are more productive as well. This means that you 

may actually get more for your money. This is one of the reasons it is so 

important to get referrals for potential providers or to get recommendations 

and references. 

 

 

How To Pay Contractors 

 



Once you‟ve decided how much to pay your contractors, the next decision is 

how to pay them. If you‟ve chosen an escrow site like Elance then this 

decision is made for you. Outside of an escrow outsourcing service there are 

many payment options. 

 

 

Down Payment Option 

 Many freelance service providers require a down payment. The most common 

down payment is 50% of the estimated fee. For example, if you hire a 

copywriter who estimates a $5000 fee for your sales page, you‟ll pay $2500 

up front and the remainder when they deliver the copy. It‟s important to be 

comfortable with your contractor‟s abilities before you agree to this payment 

policy. Some copywriters will charge 50% before beginning, 25% upon first 

draft, and the last 25% upon completion. 

 

 

Full Payment Up Front  

You‟ll also encounter some service providers who require full payment up 

front. This isn‟t common but some high level service professionals do have this 

payment policy. If you sign up for a membership plan then you‟ll pay for 

services up front. For example, a virtual assistant may provide 10 hours of 

administrative services monthly. The membership gives you a discount over 

their standard rates but it does require a monthly commitment and often 

payment before you receive all or some of your administrative services. 

Understand what you are signing up for before you commit to a monthly 

membership. 

 

 

Payment Upon Completion  

If you pay when the project is completed, the most important thing to 

remember is to pay the provider immediately – as soon as you receive the 

invoice. This ensures that you maintain a positive relationship with the 

contractor. It also motivates them to want to continue working with you.  

 

 

Consider creating an outsourcing budget.  

 

This will help you stay in control of your business finances and help you make 

the best outsourcing decisions for you and your business. Always read the 

payment policies before you use any outsourcing service or provider. Make 

sure the payment policies fit your needs and comfort level. 

 



The Legal Basics of Hiring Contractors 

 

 

There are a number of reasons that small businesses choose to retain 

independent contractors rather than hire employees. Independent contractors 

are easier to use for short periods of time, so they often make more sense if a 

business has an inconsistent workflow.  

 

In contrast, there are legal obligations that come with hiring and firing 

employees, so doing this on a project-by-project basis could become a 

nightmare to administer. In addition, even though the hourly rates for 

contractors may appear high, contractors generally do not receive health 

insurance or other costly benefits that employees do. 

 

If you decide to hire contractors on an ongoing basis to work with your 

company, it‟s important to make sure you follow the best legal practices. This 

is important because it‟s possible that issues may arise as to whether a 

particular individual working with your company is a contractor or an 

employee. Contractors have occasionally been able to take successful legal 

action against a company, claiming they were actually treated as an 

employee, and therefore should receive the various other benefits that 

employees do. 

 

Certainly the documentation that you use to retain the person is important. 

For independent contractors, businesses most often use a “work for hire” type 

agreement, which lays out the independent contractor‟s duties and 

responsibilities.   

 

The agreement with an independent contractor should have a provision 

specifying that any work done by the contractor is “work for hire” and 

therefore the exclusive property of your company. Without this type of 

agreement, an independent contractor may still retain some ownership rights 

to the work he or she does for the company.  

 

Another key requirement for the company is a very strong nondisclosure 

provision. This is to protect any company trade secrets or other proprietary 

information that the contractor may have access to.  

 

The type of document you have in place is not the only consideration 

in whether an individual is a contractor or an employee.  

 



 Is the individual free to work as a contractor for other companies while 

they are working with you?  

 

 Does the individual use their own computer, tools or other equipment, 

or does the company provide them?  

 

 Does the contractor maintain (and actually sometimes work from) an 

office other than one at the client company?  

 

 Does the contractor have the freedom to complete his or her projects 

on their own, or are they closely managed as the company would 

manage employee?  

 

 Is the contractor treated just like an employee?  

 

The answers to all of these questions help determine whether a contractor 

would be considered an employee if a dispute ever arises. 

 

If you end up using a temporary employment agency for your contractors 

(rather than contracting directly with individuals), these issues mostly go away 

because your relationship is actually with the agency and not with the 

individual contractors. 

 

At the end of each tax year, the company must prepare and submit an IRS 

Form 1099-MISC for each contractor that was paid at least $600 during the 

prior year. The form is relatively easy to complete, provided that you have 

maintained clear records regarding your contractors. 

 

If you decide to hire contractors to assist your company, make sure that 

you‟re well aware of all the obligations and requirements that come with using 

contractors, and that you don‟t inadvertently turn your contractors into 

“employees.” 

 

 

 



Comparing Potential Providers: Questions to Ask 

 

 

You‟ve placed your advertisement for outsourcing certain aspects of your 

workload. You‟ve had the responses. It‟s crunch time. How can you weed out 

the applicants who either don‟t have the skills, don‟t have the level of 

commitment that you require, or are unsuitable in other ways?  

 

First of all, you‟ll want to check whether the applicants meet all the 

requirements specified in your advertisement. That will help you to compile a 

shortlist of potential candidates. If you‟re lucky, you‟ll find someone suitable 

without further ado.  

 

If not, you can then follow up on these possible contractors asking them to do 

a test run. For example, if the task requires writing articles for article 

marketing, you can ask them to write a 300 word article on a topic you 

choose. That way you can see, first hand, their writing skills.  

 

You can also send an email questionnaire or even a telephone or video 

interview, if appropriate. Whichever, you‟ll need to compile a list of questions 

beforehand. You should have already asked applicants to supply answers to 

the key questions, namely core qualifications and experience. Your additional 

questions will aim to provide you with finer grained information.  

 

 

Motivation  

 

Why does the applicant want the work? Do they contract for work on a full 

time or part time basis? Is it a career path or is it a way of earning a bit of 

extra cash?  What other work will be done in tandem with yours? A question or 

two about time management skills is always a good idea. How do they 

understand and deal with deadlines? These questions can give you some idea 

about an applicant‟s levels of commitment.  

 

 

Problem Solving Skills 

 

Working online as an independent contractor means just that – working 

independently and dealing with minor issues as they arise. You can ask 

questions designed to elicit how people approach and solve problems, perhaps 

by asking them how they would respond in a hypothetical scenario. 

 



Allied Skills 

 

On paper, a promising candidate may have the abilities and experience you 

need. But do they have the other skills necessary to deliver the goods? For 

example, do they have experience working online, and the required level of 

computer literacy in the software required to do the job online? 

 

Some jobs require writing and language proficiency in order to do the job 

properly. For example, a job that is not primarily about writing may require 

compiling written reports or reading the relevant work. Some jobs may also 

require people skills and direct communication (for example, by phone or 

Skype). Are the candidates comfortable and confident with these tasks? This is 

particularly important when hiring overseas providers or those who may not 

speak your language as their first language. 

 

 

Additional Questions 

 

You‟ll probably have some requirements that are specific to your business and 

some questions that may arise directly from the individual‟s response to your 

advertisement. If you need someone with some experience in your type of 

business, you may also want to ask candidates about their experience in 

related work fields and how that equips them for the work you have on offer.  

 

You can also ask about payment expectations and whether they are looking 

for a longer term affiliation with you and your business.  

 

Giving potential providers the space to ask you questions about what you have 

to offer can be enlightening. Always remember that outsourcing is a two way 

street, and you have to offer providers something worthwhile too, if you want 

mutual satisfaction. 

 

 



Training Your Outsourcers 

 

 

No matter whether you decide to outsource a single job or whether you are 

looking for people to assign work to on a recurring basis, you need to give 

them some training. How much and how intensive that training is will of 

course depend on the nature of the tasks involved.  

 

Some jobs may need you to give relatively little input. The thing is that if you 

really want the best results then whatever you put into training will pay you 

dividends in the longer term.  

 

 

Mission and Vision 

 

Even if you are working with suppliers whose assignments require minimal 

instruction, they will need to know where you‟re coming from and where 

you‟re going. A simple document that gives people some information about 

your business and your business philosophy will do more than provide relevant 

background. It will also help encourage work providers to feel that they are a 

valued part of your operation.  

 

 

Motivation 

 

You may also want to give some insight into your business operation. This will 

help when you set a deadline and expect that competent and diligent workers 

will deliver on time, period. If suppliers understand why you need the work by 

date x then it motivates them to deliver on time – or even before. They will 

also appreciate their involvement in taking a project to completion and getting 

it to market. Workflow charts are one way of helping people to understand the 

processes of which they are now a part. 

 

  

Templates and Training Tools 

 

Training for the specific tasks you are outsourcing doesn‟t have to be too time 

consuming. Along with clear instructions, simply supplying examples of what 

you are looking for (or what you don‟t want) can help people get on the right 

track right away. Where appropriate, creating a template for the work will also 

give people a framework for doing the job economically and efficiently.  

 



Online video tutorials and screencasting are other great tools to train your 

outsource staff. They can be quicker to create than a written manual or 

instruction sheet and fit the bill where you are dealing with visual material that 

is hard to communicate about with the written word alone.  

 

Screencasting is ideal if you need to introduce your outsourcers to the 

computer software or tools that you use in your business. For example, if you 

are outsourcing some of your administrative tasks, a screencast is an effective 

way of demonstrating how that software works, and the sequence of tasks the 

employee will need to carry out.  

 

Where possible, break the videos up into digestible, bite-sized portions, 

without making it too choppy.  

 

 

Communication 

 

Regular interaction with a new outsourcer during the work process can also be 

helpful. Reviewing and discussing work as it progresses can be the best way to 

give practical, goal-oriented training. It may take a bit of time, but not as 

much as it would to start an assignment from scratch.  

 

One other thing you‟ll need to consider is whether or not you pay people for 

the time they spend undertaking any kind of training. Going with the rule of 

thumb that you get out what you put in, this can be a good idea.  

 

Whatever you decide, don‟t neglect the importance of offering training and 

templates in streamlining the work process and getting the very best from the 

people you outsource work to.  

 

 



Organizing Your Outsourcing 

 

Outsourcing your business tasks is a smart strategy, but there‟s more to it 

than just assigning the work to others. If you are relying on a number of 

providers, you‟ll need to keep on top of it at all times – for their sake as well 

as yours. If you expect your providers to be efficient, you can‟t afford to be 

disorganized yourself. 

 

 

An Abundance of Tools at Your Fingertips 

 

The good news is that your computer and the Internet provide you with plenty 

of tools for doing this efficiently. If you aren‟t outsourcing on a big scale then 

a simple spreadsheet will probably be enough to keep track of basic 

operations.  

 

The core tasks you will need to track are: 

 

 Who is doing what. 

 When the work was assigned. 

 The deadline. 

 The timely issuing of payment to the provider.  

 

Towards the other end of the spectrum, if you are managing a lot of 

outsourced material, the solution can be a content management system. You‟ll 

find a wide range of these invaluable management tools available, with 

customized versions tailored for a variety of different industries and 

applications. 

 

 

Content Management Systems 

 

A content management system (“CMS”) is a great way to communicate and is 

user-friendly for your suppliers when they need to submit the completed work. 

Their design means that not only do you have all your information in one 

place, but some of the tasks can be automated (such as deadline reminders).   

 

If you really are dealing with a lot of people and tasks, you might even want 

to consider appointing an outsourcing manager in your company. You could 

even consider outsourcing this task too. 

 



In reality, you might find your needs are somewhere in the middle. You may 

want to keep track of revisions to specific projects, for example. You may want 

something that is more interactive for providers than a spreadsheet on your 

computer. After all, the secret of successful outsourcing is good 

communication, in both directions. 

 

 

Using the Cloud 

 

If that‟s what you need then web services like Dropbox are handy tools that 

will allow you to share files. Using Google services such as Google Docs can 

also be a way to centralize storage of your outsourcing project details, and to 

post and receive relevant information online, for easy access for all concerned.  

 

As a business owner you‟ll have your own experience of administration and 

you‟ll know that computers won‟t do it all for you. Make sure you design your 

management system carefully. For example, for ease of tracking it helps to 

pay people at the same time each month, rather than doing every payment on 

an ad hoc basis.  

 

Whether it‟s a spreadsheet or a customised CMS, tailor and streamline your 

system so that you are always one step ahead. Not only will it save you 

headaches, but this is the best way to keep your providers happy.  

 



When Outsourcing Goes Wrong… 

 

 

If your first attempt at outsourcing goes wrong, then you need to consider 

that it might not be them - it could be you. If you‟ve selected a person who is 

unsuitable for the work then that‟s a failure in your recruitment process. But 

don‟t give up! You can go onwards and upwards if you learn from your 

mistakes.  

 

The responses you got to your outsourcing advert should tell you a great deal 

about the effectiveness of your advertisement. How the outsourcer worked out 

will help you see how effective you were with your selection, how well you did 

with explaining the task(s), if you gave them enough training or the right 

training, and if you properly managed the tasks you assigned out. 

 

You will need to analyze the issues that caused the outsourcing failure. Was 

the person you chose incompetent? If you were clear about the skills needed 

and asked for some evidence of ability and experience, then that probably 

shouldn‟t happen.  

 

 

Taking Responsibility and Moving Forward 

 

Outsourcing failures can be a product of your management, rather than (or 

perhaps as well as) the outsourcer‟s fault. Remember, you know your business 

and its operations inside out but they don't. It‟s easy to assume that others 

have knowledge of your requirements when you haven‟t actually provided all 

the necessary instructions and background information.  

 

A common, related mistake is to just issue instructions and expect the 

provider to be psychic. Don't ever assume. Look at the unsatisfactory work, 

isolate the problems and assess whether the provider could reasonably expect 

to know what you wanted. Did you open a communication channel for the 

provider to ask questions? Or did you just expect them to get on with it 

regardless? 

 

 

Too Much, Too Soon? 

 

One way of dealing with work that doesn‟t meet your requirements is to revisit 

the work you outsource and „unbundle‟ the tasks involved. That will make it 

easier to identify any problems at the outset. Breaking a job up into parts will 



allow you to give feedback and assess productivity and quality all the way 

down the line. 

 

Ideally, you want to outsource to a self-motivated individual who takes pride 

in their work and will deliver exactly what you want on cue. That‟s a 

reasonable expectation but, as with most things in life, you get out what you 

put in. Remember there‟s nothing quite as un-motivating for a service provider 

than being underpaid. 

 

 

Remember, it is an Investment 

 

Some people choose outsourcing with the expectation of saving lots of money. 

Unfortunately, paying the minimum means you reap what you sow. You might 

get under qualified personnel, or if outsourcers discover the work is actually a 

lot more time-consuming than the assignment description implied, they may 

cut corners to make it worthwhile. So be realistic about time and pay. 

 

Was the problem late delivery of work? Make sure the deadline is clear. 

Consider sending a polite reminder or progress inquiry a short while before. 

Make sure providers understand that your deadline is firm and exists for a 

reason.  

 

Of course it could be that you made the wrong choice. You‟ll also need to 

beware of the middleman, where the person you chose actually gets someone 

to do the work for them at a lower rate and profits from the difference. If so, 

you‟ll know better what to avoid next time.  

 

Outsourcing can be a learning curve, but you can up your game to find 

providers who deliver the goods and will contribute a lot to your business.  

 

The best way to avoid these mistakes and lessons is to create an outsourcing 

strategy complete with goals, timelines, and measurements.  

 



Beyond Outsourcing 

 

 

Once you‟ve hired your first contractor and they‟ve completed their first 

project or assignments, it's time to look forward. As an entrepreneur your 

biggest asset and responsibility is your ability to plan. It‟s time to ask the 

question, “What‟s next?” 

 

 

Moving Forward with Outsourcing 

 

Hopefully, at this point you've created a list of all the tasks you presently 

manage on a daily, weekly and monthly basis. You also have a list of tasks or 

projects that you‟d like to complete in the future. An example of this might be 

to write a book or to launch an affiliate program.  

 

Hopefully, you‟ve also begun to build an outsourcing budget. You‟re aware of 

your hourly value, your cash flow, and your outsourcing and financial goals. 

It‟s time to pull all of this information together to create a comprehensive 

outsourcing strategy. 

 

 

Where is Your Time Best Spent? 

 

The first question you want to look at when looking forward is “Where is my 

time best spent?” To answer this question look at the tasks that bring in 

money – profit generating tasks. This is where your time is best spent. This 

may also be the ideal place to hire a contractor, depending on your strengths 

and time. Careful analysis is required.  

 

For example, if you are an information marketer and your time is best spent 

creating information products you may be able to create them faster and more 

professionally if you have help.  

 

 

What are Your Goals? 

 

Your outsourcing strategy supports your top priority goals. Looking at that list 

of tasks and projects; what is the best way to systematically streamline your 

business so you‟re able to focus on a few essential responsibilities and 

outsource the rest?  

 



Depending on the size of your business, your goals, and your business model 

you likely have a few choices. 

 

 

1. A Right Hand Assistant 

 

One option is to find a virtual assistant that will essentially handle all of your 

administrative needs. The great benefit of hiring a virtual assistant is that they 

can grow with you. They can take on new responsibilities as you need them to. 

Additionally, instead of managing several contractors, you only have to 

manage one.  

 

You can start your virtual assistant off with a task or two. As your budget 

increases you can begin to add responsibilities to your assistant.  

 

The downside to hiring one key contractor is if this person becomes ill or 

decides to shut down their business, you have to start over from scratch with 

a new assistant and train them on all of the tasks and responsibilities. Also, 

it's likely your virtual assistant's business will grow too, and they may begin to 

have time management issues themselves.  

 

 

2. A Virtual Team 

 

Another option is to create a virtual team. For example, you might have a 

virtual assistant, a bookkeeper, a ghostwriter, and a website designer or 

graphic designer that you work with on a regular basis.  

 

The challenge to this type of set up is apparent. You have to manage several 

different contractors and a good communication system is essential. However, 

with a virtual team you also benefit from each contractor being a specialist.  

 

Additionally, if one of your team members leaves, you only have to replace 

that one person. You don‟t have to start from scratch again like you would if 

you had one person managing all of your tasks. There‟s less risk.  

 

When creating your outsourcing strategy, prioritize your tasks. Start at the top 

and create a plan to streamline your business. Decide in advance how you 

want to set it up. Do you want to work with one person or build a team of 

contractors? A good outsourcing strategy will help you stay on track, on 

budget, and on your way to a better bottom line.  

 



Tips for Creating Your Outsourcing Strategy 

 

 

Creating an outsourcing strategy is essential. Your strategy helps you make 

better outsourcing decisions. It provides a roadmap so you know when to hire 

someone and exactly what you need to hire them for. It also helps you 

achieve your outsourcing and business goals.  

 

Like a marketing strategy or a sales strategy, your outsourcing strategy is an 

important element of your business plan. Here are a few proven tips to help 

you create your outsourcing strategy and streamline your business.  

 

 

Tip #1 - Know what you want to accomplish. Before you sit down and start 

hiring contractors it is important to know why you‟re hiring them. What is your 

goal? Goals are different for each person and business. You may want to boost 

your bottom line. You may want to stop working 70 hour weeks. You may 

want to offload jobs or tasks that you dislike but are a necessary part of your 

business. Determine your goals first, and then build a strategy that supports 

them. 

 

 

Tip #2 - Be honest about your fears. Outsourcing makes great business sense 

but it isn‟t always easy. You may be afraid you‟ll lose control, that someone 

will steal your money, or that you may hire the wrong person. Document and 

be honest about your fears. Then you can take steps to create a strategy 

which minimizes your possible risks and fears. 

 

 

Tip #3 - Write it all down. Create a comprehensive list of all of the steps and 

tasks required to run your business today. Then create a list of all the goals 

you have for your business and the tasks required to achieve those goals.  

 

For example, if you want to publish an ebook then you‟ll need to write the 

ebook, write a sales page, create a book cover, get it set up with a payment 

button, and market the book. Each one of these steps can be outsourced and 

included in your outsourcing strategy and plan. 

 

 

Tip #4 - Map it out. Create an SOP or “standard operating procedure” for 

each task and job responsibility. Document the process from beginning to end. 

When you outsource that task your SOP makes it easy for your contractor to 



complete the job effectively and proficiently because they understand exactly 

what you need.  

 

 

Tip #5 - Communication systems. Decide how you want to set up your 

outsourcing communication system. For example, if you‟re using a provider 

like oDesk then chances are you‟ll use their communication and project 

management system.  

 

If you‟re hiring a team of virtual helpers then you may decide to use a project 

management system like Basecamp. Effective and efficient communication is 

essential. It reduces stress, minimizes risks, and improves productivity. 

 

 

Tip #6 - Start slowly. Approach outsourcing one step or contractor at a time. 

This will help you learn from any mistakes. Also consider using a test project 

with each new contractor. For example, if you hire a person to write an ebook 

you may first want to hire them to write an article or short report. That way 

your chosen contractor understands what is required and you can see if they 

are the right person for the job.  

 

 

Tip #7 - Protect yourself. Find or create a work for hire agreement and use it. 

Understand the payment policies for your chosen outsourcing service or 

provider and know your rights. Also make sure to follow the tax laws for your 

city, state, and country. For example, when hiring in the United States all 

contractors who live in the U.S. need to receive a 1099 at the end of the year.  

 

 

A well thought out outsourcing plan and strategy removes much of the stress 

and risk from outsourcing. It helps you make the best decisions for your 

business. Create your plan and strategy and start benefiting from outsourcing 

today. You may make a few mistakes, but overall you should see your 

business soar to a new level - one that would have taken you much longer, if 

at all, to reach all by yourself. 

 

 




