
WHERE'S MY CASH?
Free eBook

THE 7 SECRETS OF
CASH RICH DIGITAL
AGENCIES

Accountr



C
O

N
TE

N
TS

1

2

3

4

Ensure your invoices are
detailed

Design and follow a clear
process

Keep your payment terms
short

Chase outstanding
payments

5 Make sure you're charging
enough

6 Review your spending
habits

7 Forecast!



Any questions or need help
implementing any of these

7 secrets? 
 

Get in touch!

Jason Robertson
Accountr

INTRODUCTION

Maintaining healthy cash flow is critically
important to ensuring the success of any digital
agency. 

In this short guide, we let you in on the simple yet important
secrets top agencies use to stay ahead.  

If you implement and continually maintain these 7 simple
and effective practices for managing a healthy cash flow, you
can stop worrying about whether your bank balance will
cover all your expenses. 
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SECRET #1
Ensure your invoices are detailed

Having vague invoices can cause
delays in your payments, and impact

your cash flow.

Here is what you should include:

Your invoice might be fine for the lead contact to review and approve,
but their accounts team is going to want to know more about what
they’re paying for. 

Purchase Order (PO) numbers, or other references for the
work you’ve undertaken.

Get the contact details for someone in the correct team
who can confirm exactly what you need to include on
your invoice, and provide the invoice to them well in
advance of the payment due date.  

TOP TIP

Relevant descriptions and details to make accounting for the
work a simpler task.

Clear payment terms, contact details and payment methods,
making it as easy as possible to pay immediately.



SECRET #2
Design and follow a clear process

Discuss your company process with colleagues who are
involved in invoicing and agree on a common procedure.
Build the process into your task management software (or
on a whiteboard) and continually adapt and improve it.

TOP TIP

Late payments can be extremely
problematic, disrupt your cash flow
and threaten the financial health of

your business. 

Make sure your process is well defined and includes:

Use your experience with your customers to build and continually
adapt your invoicing process. Start by asking your main point of
contact to whom you should be sending invoices and what the
approval process is, including time-scales. 

Invoices that are clear
and accurate

Regular and timely
follow-ups and
reminders

Invoicing software to
automate the process as
much as possible

Late payment charges



SECRET #3
Keep your payment terms short

Use the capabilities of a cloud-based accounting
solution to simplify the process of sending invoices,
clearly highlighting payment terms and automatically
sending reminders for late invoices.

TOP TIP

30 days payment terms in today's
environment is asking for trouble and

may be a thing of the past.

Your invoices aren’t posted to your customers, with cheques having
to be posted back, so there is now no need to give excessively
generous terms. 

Try the following:
Use a digital solution to email invoices to your customers
within minutes of finalising a job.

Reduce your terms down to 14 days – or 7 days if you’re
feeling brave! 

Consider including several electronic payment options,
allowing clients to simply select the option that is most
convenient for them. This way they can pay your full invoice
with as few clicks as possible.



SECRET #4
Chase outstanding payments

Make sure you know what to do if invoices remain
outstanding. Try other methods such as making a
telephone call or notifying clients that penalties and
interest will be applied if invoices remain unpaid.

TOP TIP

Don't feel guilty about chasing
payments. Even well meaning

customers can forget to pay invoices
and will appreciate reminders!

Here is what you should do:

After sending your invoice it’s far too easy to think the client will pay
you, and that they’ll do it on time every time. However, without
regular prompting for payment, anyone who doesn’t pay invoices as
soon as they receive them can forget – especially if their systems
aren’t up to scratch. 

Include clear payment terms on your invoices and
accompanying emails. 

Send a reminder halfway through the agreed terms. 

On the due date, send a more strongly worded email or
prompt saying your invoice is due immediately. 



SECRET #5
Make sure you're charging enough

There's a sweet spot between going too high and too
low with your prices. And if you get it right, your
company will continue to grow and develop. Don't fear
losing customers over a higher price. 

TOP TIP

Here's how to improve your overall cash position:

Increase your prices, without reducing your workload to
increase your profit.

Bringing more cash into the business, and keeping the same amount
going out, will improve the amount of cash you have available at any
one time. It’ll also improve the profits and give you as the business
owner more money to take home.

 If you haven’t increased your prices for
a year or two and you're winning all

your project proposals  - you're
probably too cheap!

Make small adjustments on a regular or annual basis -
they will be more palatable than large price movements.

Complete annual reviews of your competitors' pricing
and market rates to check you're still charging enough.



SECRET #6
Review your spending habits

Cutting costs isn’t always about taking a chainsaw to
your budget; a few well thought out swaps and changes
can make all the difference. If you work with others, get
them involved in brainstorming some ideas!

TOP TIP

Cash flow isn’t all about making sure your
invoices are priced correctly and paid on

time. There’s another side to it – the
money going out of your account.

Here are some nifty cost saving ideas to try:

Review what you're spending money on and make cuts where
possible without impacting your performance or affecting the client
experience. Every pound saved is another one still in the bank!

Buy second-hand and refurbished rather than new equipment
and furniture for your office.

Use energy-efficient light bulbs and heating.

Go paperless and reduce your spend on stationery.

Swap client lunches for coffees.



SECRET #7
Forecast!

Forecast on a monthly rolling basis so you're always
looking 3 months (or more) ahead, never less.  

TOP TIP

Although you can't predict the future,
creating regular cash flow forecasts will

prevent you from being caught
completely unawares.

Consider these factors when creating your forecast:

Creating and maintaining cash flow forecasts are the best way to get
clear on what to expect for your cash position over the coming
months. 

Dips you're anticipating in your bank balance.

Funding you might need to cover any dips, including part
payment for in-progress projects.

Whether your cash position is improving or declining over
time. 

If there is a critical, recurring cash flow problem in your
business that needs more attention.



Those are the 7 secrets
to better cash flow for
your digital agency
unlocked.

Now you know how to improve your agency's cash flow, it's time to
implement the changes and see your cash position improve.

It's no secret that working with a great accountant also helps your
business thrive. You need to work with someone you can trust to
give you sound advice on how to best manage your business
finances and achieve your financial goals.

Give us a call if you would like to find out how Accountr can benefit
your business.
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