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I built my career by helping Fortune 500 

companies realize profitability by enhancing 

profitability models and the technologies used to 

deliver them.  

For the past 20 years, I have served as a leader in 

the accounting operations space designing 

implementing, managing, and scaling accounting 

operations for multi-national, multi-billion dollar 

companies

I am passionate about helping businesses, from 

start-ups to established organizations, achieve 

profitability through sound accounting practices 

and technologies.

About the 

Author

Tanya Blackwell
Accounting Operations Strategist, 

Your Back Office Solutions LLC

@tanyatheaccountant @blackwelltl
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Introduction
As a business owner you wear several 

hats:

➢ Marketing

➢ Sales

➢ Order Management

➢ Social Media Engagement

By the time you are ready for the 

accounting piece you are exhausted.  

Having a systems in place to record 

and review accounting items will help 

you achieve profits and the ability to 

effectively position your business for 

growth.

• Prepare: Know what your goals 

are and what you want to 

accomplish.   

• Plan: What is the number one item 

that will accomplish your business 

goals?  Is it customer engagement, 

pricing, services?  Understand 

what that is and invest your time in 

planning.

• Prioritize: Time is the number one 

commodity in busines.  Investing 

time in activities that drives your 

goals will position you for success. 

Intro Page
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Cash Is King

✓ Check balance daily

✓ Have separate bank accounts for 

personal and business

✓ NEVER co-mingle funds. This is a 

HUGE IRS red flag

Cash is the fuel that runs your 

business. Checking your balance daily 

will put you in the best position for 

KNOWING and GROWING your 

business.

Tip 1
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Record Transactions

✓ Keep receipts for all purchases

✓ Properly record transactions to 

prevent erroneous tax implications

Every sale, purchase and payment 

should be recorded immediately.  

Keeping track of these areas timely 

and consistently will give you an 

instant picture on how your business 

is performing.

Tip 2
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Pay Your Bills

✓ Always try to pay on or before the 

due date

✓ Negotiate early payment discounts

✓ Negotiate volume discounts

✓ Leveraging credit to pay frees up 

cash for scaling your business and 

builds your credit profile.  Use 

responsibly.

Keeping track of who you owe is 

essential to good business and key to 

building and maintaining strong, long 

term working relationships with the 

people you rely on to supply your 

business.  

Tip 3
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Get Paid

✓ Make it easy for customers to remit 

funds

✓ Offer cash discounts for early 

payment

✓ Set reasonable spending limits for 

your customer to encourage repeat 

sales and prevent overextending 

credit

A thriving business is one where there 

is more cash coming in then going 

out. Be sure you are reviewing and 

following up with customers who have 

not paid.

Be sure you have reliable cash 

capturing systems (PayPal, Stripe, 

Zelle) so there is an uninterrupted, 

continuous flow of cash available for 

your business.

Tip 4



9

Pay Your Taxes

✓ Schedule your tax payments to 

ensure prompt payment

✓ Tax obligations are different 

depending on business structure, 

location, product / service being 

sold

✓ Unpaid or late payments will result 

in late fees and penalties in most 

cases 

Pay the appropriate tax agencies on 

the specified dates to prevent being 

assessed late fees and penalties.

Tax schedules will defer based on 

your business structure and whether 

you have employees.  

Work with an accountant to 

understand ALL your tax obligations 

and to create a tax payment schedule 

to set you up for timely tax payments.

Tip 5
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Review Your Books

✓ Balance your bank and credit card 

accounts to ensure it balances with 

bank records

✓ Investigate erroneous charges 

immediately

✓ Invest time either weekly or 

monthly with your accountant to 

review your business operations

✓ Prepare a cash flow budget 

Balancing your checkbook, reviewing 

your profit and loss statement, 

balance sheet and budgets are all 

activities where time is a sound 

investment.

Reviewing these items will give you a 

complete picture of what was done for 

the month and what can be done 

further to grow your business. 

Tip 6
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Setting up and following a process to account for business 

transactions will render immediate and sustainable success.

We can help you with a plan to take the stress and 

uncertainty out of maintaining your business books.  

Book a FREE strategy session to learn more.  

www.ybosllc.com/services

Strategy Session

Let’s Get Started

https://www.ybosllc.com/services
https://calendly.com/ybosolutions/45-minute-consultation

