[image: D:\Working Word Files\Fiverr Blueprint\Fiverr Brokering Secrets\Step-by-Step Brokering System\Slide1.JPG]S1: On Fiverr, the procedure of being the middleman (in other words: brokering) can be complicated if you are not familiar with the system. From communicating and getting information from the customers, looking for and dealing with freelancers, to the delivering of work; it would be a big problem if you do not know the right way of doing this.
In this video, I will teach you about the brokering system and lead you step-by-step through the whole procedure. Without further ado, let’s get started.
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S2: Step one, connect with the client. This would be the most important part amongst all the other steps. Connecting with the client and understanding their needs are the keys to success. So, communication with the client is essential. 
Throughout the conversation, get as much information as you can to understand client’s needs. The key point here is to be specific. Quality work can only be delivered when you can achieve what your clients want. If needed, collect the necessary files to be sent to the freelancers.
Once you have obtained the information from your client, list them down and state the prices for each gig. Send them the custom offer according to their requirements. However, remember that they might not take up the offer if the price is too expensive. But once they’ve accepted the offer and made the payment, you can then proceed to the next step.
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S3: Step two is to look for the freelancer. If you already in the business for some time, you would have already built up some connections with freelancers. Send the request from the client to freelancer. 
Take note before sending the request to rearrange the details of the gig. If there are special requirements from the client, list them as special remarks. Always remember to be specific on the request of the client when you convey the message to your freelancer. 
When both of you have made a mutual agreement on the work, set a timeline due. Set the date at least three days before the actual delivery date to your client. This is to ensure there is still a period of time for you to make changes to refine the work. For example, if you are requested to deliver the job within a week, give your freelancer four to five days to complete the job. 
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S4: After dealing with the freelancers, you can now spare some time to connect with other clients or other jobs. However, note that you will have to keep track on the work progress. According to how you’ve dealt with your client, the date of delivery is already set. You can’t afford to deliver it later than the date because this would definitely leave a bad impression on your clients. So, be sure to keep in touch with the freelancer to check on the work progress. 
You must also be wise in choosing the right timing. Knowing the progress of the work is important, but you must also know when to look for the freelancer. Depending on the duration for delivery, you will need to set your timing. For instance if the duration of delivery is within a week, you can contact the freelancer every once in two days. 
This is to make sure that the work is up to standard as well as to keep both of you up to the timeline.
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S5: Like I have mentioned earlier, get the work from the freelancer at least three days before the delivery date to do a final check on the work. Delivering good quality work is the key to keeping your clients happy. Therefore to ensure the quality of work is up to standard, get the work earlier from the freelancer to avoid last minute changes.
When you are checking on the quality of work, always put the clients’ requirements into account. The quality of the work is based on the requirements from clients; it is neither up to you nor the freelancer to decide. Thus, check the work based on the information provided by your client. If needed, request for final revision of the work. 
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S6: Lastly, deliver the work to your client. Once you’ve gotten the entire work from your freelancer, compile them and save it in zip file if needed. 
Double or even triple check the work. A small tip here: Create a checklist. For example, if you are requested to create a logo and have to save it in different formats, list them down on a paper. Check on the files and make sure you have all the formats in the folder. A checklist will ease your work on this.
[bookmark: _GoBack]Finally, deliver it to your client! 
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Step 2: Deal With Freelancer
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Step 3: Keep Track On Work Progress
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Step 4: Final Check On The Work

* Get the work from freelancer 3 days before
delivery date

* Check on the quality of the work, request for
revision if needed




