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While everyone hopes that they never hit speedbumps or roadblocks that require rearranging their work life, 
planning before you need to act will make it easier if you do need to act. This worksheet is intended to get you 
thinking about your situa=on and what plans you might need to put in place. People vary, what works for you 
might not work for someone else, and only you can decide which situa=ons might affect you and how much you 
need to plan. But sharing plans among colleagues might yield more scenarios to think about and solu=ons you 
have not thought of. 
 
Any number of things can require you to take your aBen=on away from your business, from small nuisances to 
major crises. Make a personal list of scenarios that might affect you. Here are a few ques=ons to get you started: 

• What unexpected things have happened in the last year or two that have affected your business? 
• What risks do you have in your environment or climate that might affect your business? 
• Are you a daily caretaker for someone else? Do you have backup plans in place? 
• Do you have many family members or friends that you might need to drop everything for? 
• How oJen do you tend to get sick or get a migraine? 

 
Everyone should have a plan for common scenarios: 

• Power/internet outage 
• Equipment failure 
• Travel delay 
• Taking care of a sick child or other loved one, or being sick yourself  

 
Do a self-audit: 

• Do you leave enough flex =me when scheduling projects to absorb an unplanned day off?  
• How =ghtly do you currently schedule your projects? 
• If you don’t currently build flex =me into your calendar, where could you add it, or how could you work 

toward having more flex =me? 
• Do you wait un=l the last minute to start projects? If so, how can you start to shiJ that? 
• Do you have a backup computer? If not, what is your plan if your main computer goes down?  
• Do you have AppleCare or a similar insurance/repair plan? Do you know the details of what it covers? 
• Do you have a go-to computer repair place? What are their typical turnaround =mes? Do they make house 

calls? 
• Do you have a laptop and keep it charged, and is the baBery healthy?  
• If you don’t have a laptop, do you have a plan for working remotely?  
• What is your plan for regular equipment replacement? Are you budge=ng for that? 
• Do you have a backup keyboard and mouse, or do you know where to go to get them locally if you have a 

sudden need? 
• Can you access your files, tracking system, and passwords remotely?  
• Do you have a backup power source or generator? 
• Where can you go if there’s an extended power or internet outage (library, coffee shop, restaurant, 

friend’s home or business, coworking space, community center…)? Check out your op=ons and write 
down the ones that work for you. Don’t forget to scout a few farther away, in case the outage covers a 
larger area or everyone local is vying for the same tables at the local coffee shop. 

• Can you tether to internet with your phone? Have you prac=ced how to do that? 
• If an internet outage affects only you and you’re in range of a neighbor’s Wi-Fi, can you make an 

arrangement with them? 
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• Do you build in buffer =me when you plan trips? If you have a =ght deadline on your return, do you travel 
with a laptop just in case? 

• Do you have backup childcare in the event of a snow day or other school closure? 
 
Now, think about those scenarios over the longer term, where picking up a liBle bit of slack in the flex =me in your 
schedule won’t cut it. If the power is projected to be out for five days or a bad flu knocks you out for a week, 
what’s your plan?  
 
If there’s a chance you’ll miss your deadline, you need to contact your clients as early as possible and loop them in. 
Many =mes, project managers pad schedules and there is a bit of wiggle room, but some=mes there’s not. They 
may want you to return the project so they can get someone else to finish it, and in that case, you need to be able 
to tell them exactly what has been done and what s=ll needs to be done. 
 
Once you get that plan down, it’s =me to think about con=ngency plans for dire emergencies if someone has to 
step in and help. This system lets you and your loved ones focus on you, while a trusted colleague takes care of the 
business. 

• Keyholder: Someone close to you who controls access to your system and will ini=ate the plan. They’ll give 
the trusted colleague access to necessary logins and passwords and help facilitate any authen=ca=on 
needed.  

• Trusted colleague: Someone who can step in and follow your instruc=ons for contac=ng clients and ge[ng 
work returned when you’re not able to do so.  

 
Your trusted colleague does not necessarily need to be the same type of freelancer you are or be able to complete 
the work, but they should be tech-savvy enough to find what they need to find in your system. You may want to 
consider Mac/PC differences; if you’re a Mac person, a PC-only person may have a more difficult =me carrying out 
your wishes. Do you have any candidates?  
 
You need clear, detailed wriBen instruc=ons for your trusted colleague, including where to find: 

• Client contact informa=on 
• List of current and scheduled projects and their details 
• Project files 
• Project status 
• Project notes 
• Necessary passwords  

 
For the system to work, you need to make sure that informa=on is updated as needed and that you are 
consistently tracking your project progress. (This is good for day-to-day business, too, not just emergencies.) 
 
You and your trusted colleague can work out how much to share and whether they should offer to complete the 
work (if they are qualified). You can walk them through your system on a Zoom. 
 
You want your trusted colleague to be able to say to your client something like:  
“I’m contac=ng you on behalf of Jane Doe. We have an agreement to handle each other’s business in case of 
emergency. Jane has had a medical emergency and is unable to complete the World’s Best Book project. I have 
aBached the in-progress manuscript and stylesheet. According to Jane’s tracking system, the copyedi=ng has been 
completed through chapter 8, and consistency checking was completed on the whole manuscript. In her personal 
project notes, she noted there were some song lyrics.”  
 

••• 
 
I hope this framework gives you a beBer handle on your business and peace of mind that you can handle just 
about any situa=on that comes your way.  


