Stop Chasing Invoices:
Proposal to Payment
Templates for Service

Businesses

A complete proposal and invoice system for freelancers who want
to win the job and get paid without the awkward follow-up



For: Freelancers and solo service providers (designers, coaches, cleaners, consultants)
who are losing potential clients at the quote stage or spending hours chasing unpaid
invoices — they're emotionally exhausted by money conversations, feel undervalued, and
want professional tools that do the persuading and reminding for them

By HogTron Factory - hogtron.com

HogTron Factory Page 2



Contents

Why Quotes Die and Invoices Go Unpaid

Build a Proposal That Sells While You Sleep

The Done-for-You Proposal Template

Invoice Design That Commands Prompt Payment
The Follow-Up Script Sequence That Gets You Paid

Your 30-Minute Proposal-to-Payment Setup Plan

HogTron Factory Page 3



Why Quotes Die and Invoices Go
Unpalid

Diagnoses the two failure points in the freelance payment cycle so the reader
understands what's actually going wrong before they reach for a template.

Most freelancers don't lose jobs because of their skills. They lose them because of what
happens between "here's my price" and "yes, let's go ahead.”

And they don't lose sleep over bad clients. They lose it over good clients — ones who seemed
genuinely interested — who suddenly stop replying.

Before any template fixes your situation, it helps to understand exactly where the system is
breaking down.

The 'Good Enough' Proposal Myth

Sending a price list inside an email feels efficient. You answered the question, you were
honest, you hit send. Job done.

Except the client on the other end isn't reading a price — they're forming an impression of you.
A number dropped into a few casual lines says: this person treats their work like a commodity.
A structured proposal says: this person is a professional who takes my project seriously.

Clients aren't always choosing the cheapest option. They're choosing the option that feels the
safest. A polished proposal reduces perceived risk. A price-in-an-email increases it.
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Why Clients Ghost

When a prospect goes quiet, it's rarely about you personally. It's usually one of three things:

- Confusion — they're not sure exactly what they're getting, so the decision stalls
« Sticker shock — the number landed without enough context to justify it

« No urgency — your guote sits in their inbox with no reason to act on it now versus next
month

None of these are fatal problems. All three are fixable with the right proposal structure. But a
vague email quote can't fix any of them.

Why Invoices Get Ignhored

An invoice that's easy to ignore usually has a few things in common: line items like "services
rendered," no due date that feels real, no visible payment link, and nothing that reminds the
client why they were excited about the work in the first place.

There's also a subtle trust problem. A sloppy invoice makes the client second-guess whether
you're the kind of person who follows up — and sometimes they test that theory by waiting.

The Emotional Cost Nobody Talks About

Chasing a payment isn't just annoying. Over time, it quietly erodes your confidence. You start
under-pricing to avoid the discomfort. You add apologies to your follow-up emails. You feel
like you're asking for a favor instead of collecting what you earned.

That's not a mindset problem. It's a systems problem.

The Full Lifecycle — and Where the Gaps Are

Every payment follows the same path:
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1. Proposal sent — you make the case for your work
2. Acceptance — the client says yes (or doesn't)

3. Invoice issued — you request payment

4. Follow-up — you remind them it's due

5. Paid — money moves

Most freelancers drop the ball at step one (weak proposals), recover poorly at step four
(awkward or absent follow-up), and wonder why step five takes so long. The rest of this guide
fixes all of that — one piece at a time.
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Build a Proposal That Sells While
You Sleep

Delivers the persuasive proposal framework — the structure, psychology,
and language that moves a prospect from curious to committed.

The Framework: Five Sections, One Direction

A proposal that sells has a job to do — walk a nervous stranger from "I'm not sure" to "where
do | sign?" The fastest way to do that is a structure built around their decision-making, not
your ego. That structure is: Problem, Solution, Proof, Investment, Next Step — in that
order, always.

The order matters because each section earns the right to the next. You can't talk price until
the reader believes the solution fits. You can't talk solution until they feel understood. Skip
ahead and you lose them.

Open With Their Problem, Not Your Bio

Most proposals start with "About Us" or "I've been in business for X years." Your prospect
doesn't care yet. They care about their situation.

Open by naming their problem back to them — specifically. Not "you need better marketing"
but "you're booking fewer than three clients a month from your website, and you're not sure
why."
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When someone reads their own problem described accurately, two things happen: they feel
understood, and they assume you know how to fix it. That's the reframe that separates you
from every competitor who led with their credentials.

Worksheet prompt: Write two to three sentences describing your last client's problem before
they hired you. Don't mention yourself. Read it back — does it sound like something they
would say?

Writing the Solution Section

This is where you prove you've thought it through. Name specific deliverables, attach them to
a timeline, and use language that signals you've done this before.

Compare these two phrasings:

« Weak: "Il help improve your social media presence."

« Strong: "Over six weeks I'll audit your existing content, build a 30-day posting schedule,
and deliver 12 ready-to-publish captions — formatted for your platforms."

Specificity creates confidence. It also makes it harder for a prospect to shop around and
compare vague apples to vague apples.

Where to Drop Your Proof

Place one testimonial or brief case study immediately after the Solution section — not at the
end. At that moment, the reader is thinking "this sounds good, but can they actually do it?"
Answer that question right there. One specific result beats three vague compliments. "She
tripled her inquiry rate in five weeks" beats "great to work with!"

Framing Your Investment Section

Never label it "Price” or "Cost." Use Investment — it primes the reader to think in terms of
return, not expense. Present your number after you've restated what they're getting. Lead with
value, follow with the figure.
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+ Weak: "$1,200 for social media package."

« Strong: "Your investment for the full six-week package — audit, schedule, and 12 captions
—is $1,200."

Close With One Clear Next Step

"Let me know what you think" is where deals go to die. It puts the burden on them and invites
delay. Instead, write a single, specific CTA:

"To move forward, simply reply 'yes' to this email and I'll send
your contract within 24 hours."

That's it. One action, zero ambiguity.

Calibrating Tone for Your Service Type

The framework is the same. The voice shifts.

« Designer: Confident, visual, outcome-focused. "Clean. Considered. Done on time."

« Coach: Warm, curious, transformation-forward. "This is the work that changes how you
show up every day."

« Cleaner or trade service: Direct, reliable, reassuring. "No surprises, no chasing — just
the job done right."

Your proposal should sound like the best version of a conversation you'd actually have.
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The Done-for-You Proposal
Template

A fill-in-the-blank proposal template with annotated guidance so the reader
can produce a client-ready document in under an hour.

Use this template as a living document. Copy it, fill in the brackets, swap the placeholders for
real details, and you'll have a client-ready proposal in under an hour — no starting from a
blank page.

The Proposal Template

[YOUR BUSINESS NAME]
Prepared for: [CLIENT NAME / BUSINESS NAME]
Date: [DATE]

Valid until: [DATE + 7 DAYS]

Opening: The Problem Statement
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This is the first thing your client reads. Mirror their situation back to them — it signals you
listened and positions your work as the solution, not a commodity.

Choose one of these three headline formulas:

« Formula A (Pain-focused): "[Client name], right now [specific problem] is costing you
[time/money/clients]. Here's how we fix it."

« Formula B (Goal-focused): "You're ready to [desired outcome] — this proposal outlines
exactly how we get you there."

« Formula C (Gap-focused): "There's a gap between where [business name] is today and
where it could be. This is what closing that gap looks like."

Annotation: Don't write a paragraph about yourself here.
Every word in the opening should be about them. A common
mistake is leading with credentials — save those for the next
block.

About Me / Why I'm the Right Fit

[2-3 sentences. Mention relevant experience, a similar client or outcome, and one specific
reason you're excited about this project.]

Annotation: Keep this short. One focused proof point beats a
full résume.

What We'll Do Together: Deliverables Block

List each deliverable as its own line item. Vague scope = scope creep.
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Included in this engagement:

- [Deliverable 1 — be specific: e.g., "3 custom social media graphics, sized for Instagram
feed, delivered as PNG files"]

L]

[Deliverable 2]

[Deliverable 3]

[Number of revisions included, e.g., "Up to 2 rounds of revisions per deliverable"]

[Timeline: e.g., "Delivered within 10 business days of project kickoff"]

Not included in this engagement:

- [e.g., Copywriting, printing, ongoing maintenance, additional platforms]

Annotation: The "not included" list is not being difficult — it
protects both of you. Clients appreciate clarity.

Your Investment

Single-tier version:

| Service | Investment |

[~
| [Project or Package Name] | SJAMOUNT] |

| Total | {AMOUNT] |
Payment terms: [e.g., 50% deposit to begin, 50% on delivery / Net 7 on invoice]
Three-tier version (Good / Better / Best):

| | Starter | Standard | Premium |
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frfefoef-
| [Feature 1] | O | O | O]
| [Feature 2] | — | O | O |
| [Feature 3] | — | — | O |

| Price | $[X] | $[Y] | $[Z] |

Annotation: When using tiers, make the middle option the
one you actually want them to choose — that's where you
price your ideal engagement.

How to Say Yes: Sign-Off Block

Use this word-for-word or adapt it:

"If this looks right to you, simply reply with 'let's go' or sign below and I'll send your invoice and
project kickoff details within 24 hours. This proposal is held until [EXPIRY DATE] — after that,
my availability and pricing may change."

Annotation: The expiry date creates real urgency without
sounding pushy. It's a logistical fact, not a sales tactic.

[Signature line / E-signature link]

Pre-Send Personalization Checklist

Before you hit send, confirm these five things:
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« [] Client name and business name are spelled correctly throughout

« [] The problem statement reflects something they specifically said in your call or brief
« [] All placeholder brackets [ ] have been removed

« [] Payment terms and expiry date are filled in with real dates

« [] The "not included" list reflects the boundaries you actually need for this project
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Invoice Design That Commands
Prompt Payment

Covers the anatomy of a high-trust invoice — the visual, verbal, and
structural choices that make paying feel easy and expected.

An invoice isn't just a request for money — it's the last piece of communication a client sees
before they decide how quickly to pay you. A cluttered, confusing, or generic invoice quietly
signals that chasing it is fine. A clean, confident one says: this is expected, this is easy, let's
do it now.

The Five Non-Negotiables

Every invoice you send needs these five things to register as legitimate:

1. Your business name and contact details — full name or business name, email, and
phone. Clients shouldn't have to hunt for who to pay.

2. Client's name and address — yes, even for small jobs. It shows you're organized and
creates a paper trail they can file.

3. A unique invoice number — start at 001 if you're new. It signals you run a real operation.

4. Issue date and due date — both, explicitly.
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The Follow-Up Script Sequence
That Gets You Paid

Provides a ready-to-send email and message sequence for chasing unpaid
invoices — covering every stage from friendly nudge to final notice.

Most unpaid invoices aren't the result of a client who wants to rip you off. They're the result of
a busy inbox, a tight month, or a forgetfulness that compounds with every day you don't say
anything. Before you send a single follow-up, read the situation — because the right script for
a forgetful client is very different from the one for someone who's deliberately going quiet.

Three types of non-payers:

- The Forgetter — responds quickly once reminded, often apologetic. Most clients fall here.

« The Cash-Flow Cruncher — wants to pay but needs a moment. Will engage if you give
them a way out, like a payment plan.

« The Avoider — goes quiet, ignores messages, or finds sudden problems with the work.
Rare, but real.

You won't always know which one you're dealing with on Day 1. So you start warm, and you
escalate deliberately.

Day 1 After the Due Date — The Friendly
Reminder

Email:
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Subject: Invoice #[number] — Quick Note

Hi [Name], just a friendly nudge that invoice #[number] for
[project name] came due yesterday. Total: ${amount]. You can
pay via [link/method]. Let me know if you have any questions
— happy to help!

SMS version:

Hey [Name], just flagging that invoice #[number] ($[amount])
was due yesterday. [Payment link] — let me know if anything's
unclear!

Keep it light. No pressure language. Assume good faith.

Day 7 — The Value Reinforcer

This one does double duty: it follows up and reminds the client what they got.

Subject: Following up — Invoice #[number]

Hi [Name], following up on invoice #[number]. | loved working
on [specific deliverable] with you — [one sentence about the
outcome, e.g., "the new homepage copy is live and looking
great"]. The balance of $[amount] is now 7 days overdue.
Please use [payment link] to settle this when you can. If timing
Is tight, reply and we can talk options.

HogTron Factory Page 17



Day 14 — The Firm Escalation

Subject: Action Required — Invoice #[number] Now 14 Days
Overdue

Hi [Name], I've reached out twice about invoice #[number] for
$[amount], now 14 days past due. | need this resolved by
[specific date — give 5 days]. After that date, I'll need to pause
any ongoing work and may apply a late fee of [X%] as outlined
In our agreement. Please reply to confirm your payment plan
or complete payment here: [link].

Day 21 — The Final Notice

Subject: Final Notice — Invoice #[number]

Hi [Name], this is a final notice for invoice #[number] —
$[amount], now 21 days overdue. If | don't receive payment or
a confirmed payment arrangement by [date], I'll have no
choice but to refer this to a collections agency / small claims
process. I'd genuinely prefer to resolve this directly. Please
reply or pay here: [link].

Keep the door open. People in financial trouble often delay because they're embarrassed —
giving them a way back preserves the relationship and increases your chance of getting paid.

If a Client Disputes the Invoice
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Don't match their energy. Use this:

"Thanks for raising this. | want to make sure we're both happy
with how this gets resolved. Can you walk me through the
specific concern? I'll review everything and get back to you
within [timeframe]."

Document everything. Then respond with facts, not feelings.

When to Stop

Ask yourself three questions:
« Is the outstanding amount worth the time and stress?
« Do I have a signed agreement or paper trail?

« Has the client communicated at all, or completely vanished?

If the amount is under your personal threshold (set this now — many freelancers use $300),
the paper trail is thin, and they've gone silent, write it off, update your intake process, and
move on. If the amount is significant and you have documentation, small claims court is often

faster and cheaper than people expect.
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Your 30-Minute
Proposal-to-Payment Setup Plan

A practical action checklist that walks the reader through implementing the
full system — templates customized, tools chosen, and first proposal ready to
send.

You've got the frameworks, the templates, and the scripts. Now block off 30 minutes and
actually set the thing up. A system you don't implement is just good intentions.

One-Time Setup Checklist

Do this once, and you'll never scramble to find your bank details mid-proposal again.

- Brand block: Your logo (or name in a clean font), brand colors, and a one-sentence
tagline describing what you do and who for.

- Payment information: Bank transfer details, PayPal/Stripe link, or whatever method you
prefer — saved as a text snippet you can paste anywhere in seconds.

« Your boilerplate sections: A short bio, a 3-5 bullet service overview, and your standard
terms (payment window, revision policy, what happens if a project is paused). Write these
once, save them, stop rewriting them.

« Your signature block: Name, title, phone, website, and a professional headshot if you
use one.

Choosing Your Tools
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You don't need expensive software. Here's the honest breakdown:

« Free option: Google Docs for proposals, Wave or Invoice Ninja for invoices. Works well,
looks clean, no monthly cost. Trade-off: more manual copy-pasting and no automatic read
receipts.

« Paid option ($10-30/month): Tools like HoneyBook, Dubsado, or AND.CO combine
proposals and invoices, track opens, and send automated payment reminders. Worth it
once you're sending more than 4-5 proposals a month.

Start free. Upgrade when the time you spend chasing costs more than the subscription.

Organizing Your Templates

Create one folder — name it something obvious like Client System — and inside it keep:
Proposal Template, Invoice Template, Follow-Up Sequence, and Terms & Conditions. If
you're on Google Drive, make it a Shortcut on your home screen. The goal is to open,
customize names and numbers, and send — in under 10 minutes.

Scheduling Your Follow-Up Sequence

When you send an invoice, immediately set three calendar reminders: three days before the
due date (friendly heads-up), the due date itself (check paid/unpaid), and three days after (first
nudge). If you're using invoicing software, turn on automatic reminders now, before you send
a single invoice.

Pre-Send Proposal Review — 7 Questions

Before you hit send, check these off:

1. Is the client's name and project spelled correctly?
2. Are the deliverables specific, not vague?
3. Is the investment figure clear and unambiguous?

4. Does the proposal include a clear next step?
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5. Have you removed any boilerplate placeholder text?
6. Does the tone sound like you, not a legal document?

7. Would you be proud if this was the only thing a client ever saw from you?

Success Metrics to Track

Check these numbers monthly — even informally in a notes app:

- Proposal acceptance rate: Aim for 60%-+ once you're targeting the right clients.

- Average days to payment: Track from invoice sent to payment received. A good target is
within your stated terms, consistently.

« Follow-up rounds needed: If most invoices need more than one reminder, revisit your
invoice design and payment terms.

When the numbers move in the right direction, you'll know the system is doing its job — and
you can stop dreading the money conversation entirely.
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