
The CRAFT Method
CAPTURE → REFINE → ARRANGE → FULFILL → TIE-UP

A repeatable process for
Managing Every Freelance Project
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Create your client and project folders

Save the brief, invoice, files + useful messages

Create: Admin | Research | DELIVERABLES folders

list anything you still need from the client 

confirm every deliverable & requirement

define the deadline, approval & revision process

agree what “finished” actually means

resolve missing, vague, or conflicting instructions

complete your research & gather resources

confirm access, assets, tools & resources

map the work in a logical order

make key decisions before production begins

follow your repeatable production checklist

compare the work with the original brief

open files, test links & remove internal notes

use v1, v2 & v3 etc. until approved

record approval and label the approved file “final”

confirm payment and archive the project

save useful lessons, templates, and update checklists

request a testimonial or portfolio permission
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BUILD YOUR C.R.A.F.T PROCESS
Choose one service you provide regularly.

Write the essential actions for each stage,
then reuse it for every project.

capture refine arrange

fulfill tie-up
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What must I gather and save? What must I confirm before beginning? What must I research, plan or prepare?

How will I produce, check and deliver the work? What must happen before the project is truly closed?



listen to the
podcast

need more guidance?
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join my
newsletter

email me

https://www.buzzsprout.com/2630742
https://substack.com/@laurengouws?r=5tnjsb&utm_campaign=profile&utm_medium=profile-page
https://www.lkmcreative.com/contact
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