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As a small business owner, your time is precious. Trying to take on all the responsibilities of running a business will quickly lead to failure. If you want to make the most out of your time, you need to outsource the non-strategic, or supporting process of your business. To get the best results from your outsourcing endeavors, you should follow these easy tips.

1. Take into careful consideration the scope of work that you want to outsource and write it down. 

2. Take the time to determine the essential skills and resources that you will need to complete the project and write it down.

3. Determine what you want the final results to look like, and write it down. 

4. Create a detailed description of the work that you are outsourcing. You need to make sure you include each step of the process and precisely what you expect from the freelancer you hire. It is essential that the description is clear and precise. You never want to assume that a freelancer will just figure it out. Be as detailed as possible and frequently communicate with the freelancer.

5. Estimate a timeframe for the work to be completed and be sure that the freelancer is fully aware of these deadlines.
 
6. Set realistic timetables, and be flexible. Things happen, and even the best freelancers can sometimes fall behind schedule. Plan for these occasions and always leave room for deadline extensions.
 
7. Learn the difference between managing and micromanaging and avoid the later at all costs. Freelancers don't like when they are micromanaged, and it could tarnish your working relationship.

8. Be open to suggestions that the freelancer might make. They have the experience in performing the tasks and might consider things that you’ve never considered. They are likely to understand the scope of the project better than you do. 

9. Regularly communicate with the freelancer. This doesn't mean micromanaging them. However, it is entirely okay for you to request daily status updates from them, but don’t start bothering them every hour. This could result in them dropping your project before they complete it. 

10. Build a list of freelancers every time you post a new project. If you don’t hire the contractor, keep their information handy in case you need their assistance in the future. 

Keeping these ten tips in mind when outsourcing your business tasks will ensure the process runs smoothly. Mastering the art of outsourcing will allow you to focus on the important tasks that will help you grow your business. 
