04-0350
Cash Management

Cash Management Task List
The list below is a combination checklist and task list.  It follows the format of Topic 04-0350, Cash Management, and asks you to assign yourself or someone else to recommend decisions and/or establish systems for various aspects of cash management in your business.  If an item doesn’t apply to your business, skip it, but if it does apply, make sure you or someone you delegate takes on each task.
	ITEM
	PERSON RESPONSIBLE
	DECISION or PLAN DUE DATE
	COMMENTS

	Generate monthly Cash Analysis Reports
	
	
	

	1. Increase or speed the collection of revenues

	Pricing
	
	
	

	Form and timing of payments
	
	
	Investigate various forms and methods of payment 

	
	
	
	

	2. Decrease or slow the payment of expenses

	Identification of most important cash expenses
	
	
	

	Spending controls
	
	
	

	Purchasing practices
	
	
	

	Trade credit
	
	
	

	Outsourcing
	
	
	

	Staffing and people costs
	
	
	

	Cash effects of non-cash expenses
	
	
	

	
	
	
	

	3. Find unproductive assets and convert them to cash

	Bank accounts
	
	
	

	Accounts receivable
	
	
	

	Inventories
	
	
	

	Fixed assets
	
	
	

	Owning or renting assets
	
	
	

	Financing receivables, inventories, and fixed assets
	
	
	

	
	
	
	

	4. Increase liabilities or slow their repayment

	Accounts payable
	
	
	

	Loans
	
	
	

	
	
	
	

	5. Increase Owners’ Equity

	Investment funding
	
	
	

	Retained earnings
	
	
	

	
	
	
	

	Other Cash Management Issues

	Covering cash shortages
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