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Appendix
Adventure
August 2021

e 5 days in the hospital

e 2 weeks at-home IV

e Not fully back to work
until November
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What if | hadn’t been able to
hand off my projects on my own?



Tornadoes
August 6, 2024

ake

s ai i
-w) AQe Laka R d

RocCl !
loCcky River Shaker Heights

westiake

Fairview Park gellalt® g

e 5 days with no power
e Cleanup to do
e Food to deal with
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of course

dealing with
the emergency
should be your

first priority &

people vary



If you are
a freelancer,

YOU ARE
RUNNING
A BUSINESS




Why contingency plans
are important

e Owning a business means freedom, but
also increased responsibility

e Clients rely on us

e We want to retain clients i

e Plans minimize your stress and stress on
your loved ones l

e Kindness to those who pick up the pieces
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Temporary nuisances

Work themselves out with
little to no intervention from you

Easil ly sorted with flex time
and/or a little money

 Power out for a few hours

e Internet is down

e Sickness (you or a loved one)
 Mouse goes belly-up

e Flight delayed until the next day




Longer-term disruptions

Will affect your ability to work
and possibly deadlines

May require coordination
with clients

 Power out for a few days

e Broken hand, concussion

e Death of someone close to you
e House fire

e Natural disaster



Dire emergencies

Neccesitate temporarily shutting down
and returning work to clients

Require client notification
and perhaps intervention
from a trusted colleague

e Serious illness
e Hospitalization




Contingency plans
start with a solid foundatlon

e Updated contact details for all clients

e Current information and status on all projects 4

» Organized passwords e B

e Accessible, organized files

e Scheduling with flex time and avoiding sl
procrastination

» Budget for maintaining/replacing equipment
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o Up-to-date instructions for trusted colleague



Current project information
& status

Track project status daily

e What am | working on?

e What has been done?

e What still needs to be done?

e What is scheduled for the future?

e Who are the contacts for these projects?




Accessible, organized files

Kindness to yourself and
anyone who has to get into
your files for you

e Clear folder and file names and hierarchy

e Easy-to-find current files

e Cloud access is helpful if you have to switch
computers or someone else has to access
your files

Smith - It's a Wonderful Book




Scheduling with flex time

& avoiding procrastination

Minor blips are easy to handle
if you have breathing room A

e Don’t pack your schedule tightly
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e Plan flex time
e Know where the “give” is
e Avoid procrastination!

o Jﬂih



Up-to-date instructions

A trusted colleague

needs to know what to do

 How do they find out what projects you're
working on and what'’s scheduled?

» Where do they find your clients’ contact info? £

e Where do they find the current status of your |2
projects?

 How do they get into your files?




Budget

Some situatioqs
can be fixed with money

e Your equipment will eventually break or
wear out — plan for it!

e Temporary office space

e Outsourcing (when permitted)

e Childcare / eldercare




Dire emergency plans

\ \ | / / Keyholder
Someone close to you who
| . controls access to your system

+

Trusted colleague

Someone who knows what to do
once access Is granted



e Schedule
time to work

through the
worksheet

e Add to your

plan and
update
Instructions
as needed

e Review
quarterly
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