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Why is it important to be on time and on budget? 

1. Better work product - A project done in haste will have more mistakes. 

2. More professional - You build trust with your clients when they see you handle their 

work well. 

3. Greater honesty with yourself and your client – Agree to a rate for your services and stick 

to it. 

4. Necessary for a successful business – Business planning relies on consistency. 

Business Preparation 

1. What is your end product going to look like? 

a. What are all of the different elements of your end product: family tree, report, log, 

documents, printed book, digital delivery or hard copy, or both? 

b. What are the normal expenses for these end products? 

c. Will your end product always be the same or is it contingent on the client? 

2. Have a well determined billing structure. 

a. Will you charge for your time or have a set charge for each project? 

b. Do additional expenses come out of the original payment or are they paid at the 

end? 

c. Is the budget flexible or rigid? (Can you have a balance due at the end?) 

d. If you are billing for your time, what is considered billable time and what isn’t? 

e. If you are billing by the project, how do you determine the end of the project?  

Create a Research Budget 

1. Detail all known non-adjustable expenses first. 

2. List each part of the project. For example: 

a. Review and organize the client’s research 

b. Research – log your searches as you go 

c. Write research report 

d. Crop pictures and include the citation on the page 

e. Create a family tree with the update information 

f. Review of overall work by a trusted colleague 

3. Estimate the time needed for each part of the project and determine a dollar amount based 

on your rate per hour (i.e. 5 hours for report writing @$50/hour = $250). 

4. If you will be paying for research expenses out of the client’s initial payment, make sure 

to set aside a portion to cover those expenses. 

5. Adjust your budget to leave sufficient time for each necessary part of the project. 
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Common Budget Killers 

1. Not leaving enough time for writing. Don’t feel bad about taking time to write. Even 

the best research is of little value to the client if it is not conveyed well. Writing takes 

time, so plan on it! 

Solution: Don’t wait until the end. Update the research report after every research 

block. 

2. Not leaving enough time to make your end product look nice. Presenting a well-

organized, professional looking end product is in the best interest of both you and your 

client. Don’t cheat yourself on the time needed to produce an amazing product. 

Solution: Do as much as you can along the way and budget sufficient time 

3. Waiting until the last minute to complete the final product. 

Solution: complete your product well before it is due to the client, allowing 

enough time for a trusted colleague to review it 

4. Trying to stretch your budget to find one last thing.  

Solution: Discipline yourself to stop the research when you run out of time. If you 

are excited to solve the mystery, help your client get excited so they hire you to 

continue. 

5. Justify spending more time on your research because you doubt your research 

experience. 

Solution: Clearly define beforehand your criteria for billable and non-billable time 

and track your time accordingly. Your hourly rate should already take into 

account your experience level, so you shouldn’t give extra time because you are 

not as experienced as you would like.  

6. Estimating your time instead of tracking it exactly. Estimating is almost always unfair 

to either you or your client. 

Solution: Set up your own personal program tracking your time and stick to it 

perfectly. Make accurate time tracking a habit. There are many computer 

programs and apps that make time tracking easy. 


