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How does freelancing work?
During the interview, we will review your skills and 
experience. We will then try to match your skills with 
our clients’ needs. When we call you to go out on a job, 
we will give you information about the company and 
the assignment/project. Please do not discuss money, 
hourly rates or billing info, with the client at any time. If 
they ask, always direct them to your 24 Seven account 
manager. If you are working on an hourly basis, you will 
need to fill out an online timecard weekly. 

What forms do I need to fill out?
When you registered at the office, you should have filled 
out the standard W-4 and I-9 forms for tax withholding 
purposes. While working with us, you will be an employee 
of 24 Seven. Our candidate agreement will need to 
be signed in order for paychecks to be released. This 
should have also been signed when you were in the 
office registering. If you are interested in Direct Deposit, 
then you will need to fill out the Direct Deposit form and 
send that back to 24 Seven. 

How do I get paid?
24 Seven bills the client for you and pays you directly. If 
you are working on a project basis, you will be paid the 

Thursday (east coast) and Friday (west coast) following 
the billing for the project. Timecards must be submitted 
online by Tuesday at noon to be included in that 
week’s payroll. We will mail checks unless otherwise 
instructed. Our Direct Deposit service provides the 
most automated form of payment at no charge. If 
you are working on a project basis, you will be paid 
the Friday following the billing for the project. For any 
questions or concerns with your paycheck, please e-mail 
paychecksupport@24seveninc.com and you will receive a 
response within 24 hours. 

What about my relationships with clients 
I have found on my own? Can I continue my 
own freelance work?
Of course! 24 Seven is here to supplement your current 
efforts, the agreement is not an exclusive contract.

How much work will I be getting?
We will try to keep you as busy as you would like, but 
it will vary depending on clients’ needs, the nature of 
projects, the number of opportunities available, etc. 
Please keep us updated on your availability and let us 
know when an assignment is ending, so we can continue 
to find you work.
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Now that you are on assignment, you may have some additional 
questions. Following are the most commonly asked questions that 
will give you an idea of how we work.

Is there dress code or etiquette  
for certain assignments?
If there is a specific dress code we will let you know in 
advance. Otherwise, please dress professionally and 
appropriately.

What if I am sick or unable to go  
to an assignment?
Please try to be on time for all assignments. However, 
if you are unable to go to work, or are going to be late, 
notify your 24 Seven account manager and they will 
notify the client. 

What if a 24 Seven client approaches me 
about a full-time opportunity while I am 
freelancing for them?
Please contact your 24 Seven account manager so that 
we can discuss the proper procedures, as well as your 
interest level in the position. Our agreement explains 
that you are not at leisure to accept a full-time start date 
with a client until all the terms and details are confirmed 
between the client and 24 Seven. 

How are meals and breaks handled?
You will be provided with meal breaks and rest periods in 
accordance with the law. However, it is your responsibility 
to take your daily meal break and/or rest period, as well 
as log it on your timecard. You must immediately contact 
your 24 Seven account manager in the event you are 
prevented from taking your meal break or rest period 
while on assignment. 


