
It takes guts to start a small business and a whole lot of heart and hustle. But there’s one thing that can make 
or break small businesses that is often overlooked — cash management.

Cash management is at the core of any successful business, yet 
many small business owners may minimize the role it can play in 
the long-term viability of their business. An analysis by the Small 
Business Administration Office of Advocacy points out that only half 
of small business owners make it to the five-year mark. Among the 
potential culprits: insufficient cash flow and poor cash management.

But what is cash management? And how can you improve your  
cash flow? 

The Basics
Cash management involves the process of collecting, managing 
and using money to keep your business afloat. Successful cash 
management can be a delicate art that helps small business owners 
create a strong financial foundation. 

At the heart of cash management is mastering cash flow. This step 
is crucial to small business survival and has a huge impact on your 
business. It’s as much a timing issue as it is a financial one: You 
need to make sure your clients pay you on time, so you can pay 
your expenses. Luckily, there are ways that small business owners 
can enhance their cash flow by making a few simple changes to 
optimize their payment processes.

Receivables: Get Paid Faster
When it comes to getting paid by customers and clients, the sooner 
is always the better. Make it as easy as possible for all parties 
involved, and you’ll be more likely to get your money quicker. 
Whether you’re just starting out or you’re a small business veteran, 
these tips will help make getting paid a breeze.

Create custom invoices. Personalize your invoices with your logo 
and contact information, making your business instantly recognizable 
and easy to get in touch with. Use an accounting program like 
FreshBooks to keep track of all your invoices.

Allow online payments. Cut down on the wait time — and the 
paper — by giving customers the option to pay online. Consider 
accepting online credit card payments, PayPal®, Venmo and the like. 
Bonus: You can say goodbye to “the check’s in the mail” excuse.

Offer multiple payment options. Make transactions more flexible 
and convenient for your customers by accepting multiple payment 
methods, such as cash, check, credit card, PayPal, Apple Pay®, etc.

Create payment terms that support your business. Be clear and 
concise about your payment terms for clients and customers. For 
example, consider adding a late fee for clients who do not pay on 
time. On the other hand, you can incentivize clients to pay on time 
by offering a discount for paying net 10 days. This can minimize late 
payments and support positive cash flow.

Make it easier to deposit money. Don’t have time to visit the 
bank? Try mobile deposits and speed up your access to payments 
(plus increase your cash flow in the process). For example, remote 
deposit allows you to deposit checks on-the-go — anytime, 
anywhere — using your mobile device. The feature gives you more 
control over your deposits, reduces the risk of errors and offers the 
ability to split your deposits into multiple accounts.

Know when to follow-up on outstanding receivables.  
It’s important to keep track of which clients have paid and which 
clients have not. For outstanding payments, it’s key to follow up on 
a regular basis to ensure you get paid. If you don’t have budget for 
invoicing software (more on that below), or if you’re working as an 
independent contractor, consider setting up a simple spreadsheet 
with the following columns: Client, Project, Date Invoiced, Date 
Payment Received, and Date Deposited. This will help you easily 
reference where you stand on payment for all projects.
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Payables: Simplify the Payment Process
With so many areas to manage, it’s easy to get bogged down in 
administration and lose focus on the mission of your business. 
Instead of spending hours on payroll each month, free up some 
of your time to focus on what really matters by simplifying the 
payment process through these easy steps.

1. Have an accounting system in place. Create a streamlined system 
for receiving and managing invoices with an application such as 
QuickBooks®, FreshBooks, Zoho or Nutcache. These programs can help 
you track outstanding payments and streamline invoicing. The key is 
to find a system that feels intuitive and useful for your business.

2. Utilize online tools to make payments. You can simplify the 
payments process by using online tools to make payments to your 
vendors or employees. Find out if your bank allows small business 
owners to automate payments and schedule recurring payments,  
or set up direct deposit through the Automated Clearing House.

3. Sign up for payroll processing. Make paying employees and 
contractors a cinch. Small business owners can get customized 
help through Paychex, or you can DIY with Business Online Payroll. 
Both options include automatic federal, state and local payroll tax 
calculations and filings.

For small business owners, cash management is king 

Free up some of your time to focus on what really matters by simplifying the payment process.
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