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Hiring And Working With A Writer  

Checklist 
 

Hiring a writer is a whole lot easier if you’ve got a plan. Follow this checklist to find a writer and  

ensure your expectations are met.  

Find A Writer 
 

Writers are everywhere and it may take some time to find the writers you’ll really click with. Be 

patient, because it can take some time to get your writers completely on the same page as you. 

Here are some ideas for finding writers: 

 

 Submit A Job To WriterHelpWanted.com For Free: Connect with talented writers and 
submit your job here for free.  
 

 Ask Your Friends: Ask your friends in networking groups who they use. Some of the 
best writers will come from word-of-mouth recommendations.   

 
 Try Freelancing Sites: You can try freelancing sites like Freelancer.com or 

Upwork.com, etc. You can post your project and choose from available writers.  
 

 Look For Bloggers and Writers: Find people who are already writing in your market 
and approach them to write for you. Many people are already writing, but aren’t making 
any money from it, even though they would like to. 
 

How to Ensure a Writer is Right for You 
 

 Ask For References: Ask for references and follow-up with them. Ask the references 
about your potential assistant’s quality of work, what types of writing and topics they 
covered, if they were able to meet deadlines and anything else that is relevant to the 
type of work you want them to do. 
 

 Interview The Writer: Take time to ask your potential writer questions. Ask them what 
topics they prefer to write about, what their turnaround time is and what strategies they 
use to ensure deadlines are met.  
 

 Google Their Name: If they are a ghostwriter, you may not come up with a lot of 
information, but definitely do a check to see what you find and ensure there aren’t any 
red flags. 
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 Ask For Samples: Samples are important, but unfortunately, they aren’t always enough. 
You can’t always be sure the sample is the writer’s work it may showcase quality that is 
not typical of their usual work. Therefore, you should always ask for samples in addition 
to checking into your writer in other ways. 

Ensure Your Expectations Are Met 
 

 Give A Small Project First: Before giving a writer a large project or ongoing work, give 
them a small task to complete to ensure you want to work together.  
 

 Confidentiality: All assignments must be held in the strictest confidence and your writer 
cannot share or otherwise use any information you learn through working on your 
projects. You may want the writer to sign a non-disclosure agreement. 

 

 Turnaround Time: Ensure that you provide an expected turnaround time. Sometimes 
delays are encountered, but by providing a deadline, it ensures open communication 
and the ability to meet your needs more effectively. 

 

 File Format: If you have any specific requirements in regard to file format (for example 
.doc or text, font type and size), be sure to let your writer know.  

 

 U.S. Or British English: Yep, if you’re not aware, there is a difference in spelling 
between U.S. English and British (plus Canadian, Australian, etc.) English. Be sure to let 
your writer know which spelling you need. 

 

 Work Out Payment Expectations: Find out what type of payments they accept and the 
payment process. In many cases, partial payments may be required before the work 
begins and the balance is payable before you can use the writing.  

Writing Process 
 

 Share Information About Your Company: Make sure your writers know what your 
website is about and what it stands for. Let them know about your target market, USP 
the voice you are looking and why you publish content. The more they know (without 
giving away any company secrets), the more likely they’ll write exactly what you’re 
looking for. 

 

 Give Them Your Angle: As you know, the world is full of people with differing opinions. 
Even things we might believe to be facts, someone else will believe something else. If 
you want a writer to take a specific stance on a topic, be sure to let them know what 
you’re looking for.  
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 Tell Them What You Want Covered: If you’re knowledgeable in a topic area and you 
want an article written on that topic, don’t assume that writer is going to know which 
points you’d like to have covered. Give them a short list of points to cover in the content. 
It just takes a moment and will give you a better finished product. 

 

 Sentence & Paragraph Formatting: If they’re writer is familiar with online writing, they 
will already know this, but if you are working with a writer who is accustomed to print 
writing, you may want to inform them about the unique requirement online writing 
requires.  

 

For example, eye fatigue can happen easily on long, so keep paragraphs and sentences 

short and simple. Paragraphs should be 3-5 sentences. Sentences should also be relatively 

simply and convey one idea at a time. Bullet points make content much easier to read. 

 

 Plagiarism & Rewriting Content: Copying someone else’s work is never acceptable. If 
you’re hiring a professional, they will already know this, but if you’re training your own 
new writer, you need to make sure this is absolutely clear: 

 

Cutting and pasting other articles or sentences and making a few slight changes (or a lot) is 

not acceptable.  All writing needs to come from the writer directly.  Yes, writers can research 

and read other content to learn, but the final piece and voice must be 100% their own work.  

Using article rewriting software should also strictly unacceptable.  

 

 Use Of Hyperlinks: Often content is designed to promote a product/ business/ website, 
etc. That often means that links to outside websites is often a distraction to the content 
your ghostwriter creates. You need to tell your writer if you want them or don’t want them 
to link to outside resources. 

 

 Evergreen Content: In most cases, the writing assignments you will give your writers 
are meant to be evergreen content. Most professional writers will expect this, but it 
doesn’t hurt to remind them of this. However, if you want your piece to be timely and 
reference specific seasonal or current events, you need to specify that as well.  

 

 Edit Process: Find out how many, if any, edits are included with the work. Some writers 
pay not include edits in the price, so know exactly what you’re getting into before you 
begin. 
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