The Small Business

Cash Flow
Tracker Guide

A practical system for monitoring money in and
money out — so you hever get caught off guard.
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Why Cash Flow Is the Number That
Actually Runs Your Business

Profit is important.
Cash flow is survival.

You can show a profit on your income
statement and still be unable to cover payroll.
You can have money in your bank account and

still be losing ground financially.

Cash flow is the real-time movement of money
in and out of your business. When you track it
consistently, you stop reacting to financial
surprises and start making proactive decisions.
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The Three Numbers to Track
Every Month

Cash in: All money received, including client
payments, deposits, loan proceeds, & refunds

Cash out: All money paid, including payroll, rent,
supplies, subscriptions, loan payments, & taxes

Net cash flow: The difference between what came in
......... | and what went out

Smart Tip

Calculate last month's net cash flow right now — total
cash in minus total cash out. If it is negative, treat that
as a warning sign this week, even if your profit looks
fine.
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Common Cash Flow Problems and
What Causes Them

e Clients paying late while your expenses are
due on time

e Seasonal revenue dips with fixed monthly
overhead

e Rapid growth that requires spending before
revenue catches up

e No tax reserve — tax bills arriving with no
funds set aside

e |oan or credit card payments that reduce

available cash each month

Smart Tip
Check your numbers against these five triggers
on the same day every month. Most cash flow
crises are predictable two to three months
before they become visible — reviewing
monthly is what gives you that lead time.
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Build a Simple Monthly
Cash Flow Habit

e On the first of every month, record your
beginning bank balance

e List all expected income for the month and
when it will arrive

e List all fixed expenses and their due dates

e |dentify any gaps — weeks where outflows
exceed expected inflows
Adjust: delay non-essential purchases,
follow up on outstanding invoices, or draw
on a reserve

Smart Tip

Open a blank spreadsheet today and list this
month's expected income, fixed expenses, and
due dates. That is the entire system to start, no

software required.
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Build a 13-Week Cash Flow Forecast

The monthly habit above gives you a snapshot, but
if your revenue is seasonal, growing quickly, or
unpredictable, a rolling 13-week forecast gives you
a closer look at what is actually coming. It is the
tool most bookkeepers and CFOs use to catch a
cash crunch months before it happens.

o List every expected inflow and outflow week by

""""" ' week, not just month by month

e Update it every week as actual numbers come
in

« Watch for any week where the running balance
goes negative — that is your warning window

e Use it to time big purchases, hiring decisions,

and loan draws

Smart Tip
Block 30 minutes this week to list your next 13
weeks of expected inflows and outflows, then
update it every Monday. It will not be perfectly
accurate, and it does not need to be — its value is
spotting a gap while you still have time to act.
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Build a Cash Reserve

A cash reserve is money set aside specifically to
cover gaps, emergencies, or slow months. It is
not profit. It is protection.

Target a minimum of one to two months of
operating expenses in a dedicated savings
account. Do not touch it for anything other
than a genuine business shortfall. Keep this
reserve separate from any tax reserve you are
setting aside — the two protect against
different risks and should never be combined
into one account.

Smart Tip
Open a separate business savings account and
transfer a fixed amount every month — even if

it is small. Consistency matters more than size
when building a reserve.
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Accounts Receivable — The Hidden
Cash Flow Drain

Outstanding invoices are money your business has
earned but has not collected. Every dollar sitting in
accounts receivable is a dollar not available for
operations.

Review your accounts receivable aging report
weekly. Follow up on any invoice past 30 days. Set
--------- . clear payment terms in every client agreement and

enforce them consistently.

Smart Tips

Add a small early payment discount to your next
client agreement, 2 percent off for payment within
10 days is enough to dramatically accelerate
collections without meaningful revenue loss.

Track your Days Sales Outstanding (DSO), the

average number of days it takes to collect payment
— alongside your aging report. A rising DSO is an
early warning sign even before cash actually gets
tight.
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Manage Your Outgoing Cash
Just as Carefully

Cash flow is not just about collecting what you
are owed — it is also about controlling when
and how you pay out.

e Negotiate longer payment terms with
vendors (net 30 instead of net 15) where
possible

e Time large purchases around known inflows
rather than due dates alone

e Review recurring subscriptions and software
costs quarterly — cut what is not being used

¢ Avoid putting non-essential expenses on

autopay without a regular review

Smart Tip
TPick one recurring vendor this week and ask
about extending net-15 to net-30. A dollar
delayed on the outgoing side is just as valuable
as a dollar collected faster on the incoming
side.
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Need Help Organizing Your Books?

If you are consistently running negative cash flow,
unable to build a reserve, or surprised by your bank
balance month after month — that is a signal your
financial systems need professional attention.
Whether you need monthly maintenance, tax
season preparation, or a complete books cleanup,
we are here to help.

Our Professional Services:
o Full-Service Monthly Bookkeeping & Bank
Reconciliation
» Historical Cleanups & Catch-up Bookkeeping
e Accounts Receivable & Accounts Payable

Tracking
e Financial Reporting & Cash Flow Management
Tax Season Readiness & Year-End Preparation

www.smartledgerbookkeepingservices.com
info@smartledgerbookkeepingservices.com
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