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S E L F - A S S E S S M E N T

QUESTIONS TO ASK BEFORE CHOOSING YOUR
NEXT STEP
Before reading the explanations, pause and consider: Do any of these situations feel familiar in your

business?

01 Ñ Can I trust my numbers?

Are my books accurate and closed on a predictable schedule, or am I making decisions based on information
that may be incomplete or outdated?

02 Ñ Do I understand what changed?

When revenue, expenses, cash, or profitability change significantly, can I explain whyÑor am I simply looking
at the numbers without understanding the story behind them?

03 Ñ Do I know where my profit is coming from?

Which customers, services, products, or areas of my business are actually contributing to the bottom line?

04 Ñ Can I see a cash problem before it becomes a crisis?

Do I have enough visibility to anticipate upcoming cash needs, obligations, and shortfalls rather than reacting
when the problem has already arrived?

05 Ñ What am I doing that I shouldn't be doing?

Which financial tasks are consuming my time that could be handled through a better process, clearer
ownership, or the right level of support?

06 Ñ What happens if someone doesn't show up?

Are deadlines, approvals, reconciliations, records, and follow-ups clearly assignedÑor does too much depend
on one person, including me?

07 Ñ What financial risks am I not seeing?

Are there errors, missed deadlines, weak controls, overdue receivables, unusual transactions, or other issues
that could become expensive if they go unnoticed?

08 Ñ Am I getting informationÑor insight?

Do my financial reports simply tell me what happened, or do they help me understand what deserves my
attention and what decisions I should consider next?

09 Ñ What is the one financial issue holding my business back?

If I could solve only one financial, operational, or reporting problem in the next 90 days, which one would
create the greatest improvement?

10 Ñ What level of support do I actually need?

Do I need cleanup, stronger processes, reliable bookkeeping, better reporting, greater cash visibility,
accountability, or professional guidanceÑor some combination of these?

If these questions raise concerns, we're here to help you understand your numbers and choose the right

next step.

Call (561) 939-2553 or email roxana@fl-accounting.com

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com



A  P R A C T I C A L  R E S E T

START HERE

Better bookkeeping starts with noticing the
quiet gaps.

Bookkeeping is more than recording transactions. It is the operating

record behind your cash decisions, customer follow-up, payroll

coordination, and financial conversations. When records are late,

incomplete, or hard to explain, small issues can become expensive

distractions.

For Florida small businesses, the details can include seasonal cash

flow, sales-tax routines, tipped payroll, and the practical demands of

keeping records ready for review. This guide is designed to help you

spot common breakdowns early and choose a next step that fits your

business.

How to use this guide

Read the ten mistakes as a monthly reset. Circle the two that feel

most familiar, assign an owner and a date to the fix, then bring the

open questions to your bookkeeper or financial adviser.

INSIDE THE GUIDE

¥ Ten mistakes, each with The Trap, Why It Hurts, and The Fix

¥ The strategic questions above, to revisit each quarter

The examples are intentionally practical. Your exact situation may be different, so use this guide as

a starting point for better questions and clearer next steps.

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com



1 Not Recording Transactions Regularly

The Trap Letting transactions pile up until the end of the month, quarter, or tax season instead of

entering activity while the details are still easy to verify.

Why I t  Hurts Late entry makes it harder to remember the business purpose of a purchase, spot

missing income, follow up on receivables, and see what cash is already committed. An

outdated or manual method such as a disconnected Excel file can make the delay

worse; the core problem is that the record is not current when decisions are being

made.

The Fix

Set a repeatable transaction-entry rhythm. Capture sales, purchases,

deposits, transfers, and owner activity promptly, then review

uncategorized or unusual items before the monthly close.

Action check: choose a weekly entry date and check that the latest bank

activity, invoices, and receipts are represented.

2 Mixing Personal and Business Finances

The Trap Using a business debit card for personal purchases or paying business bills from a

personal account because the money ultimately feels interchangeable.

Why I t  Hurts Mixed transactions make it harder to see true business performance, document the

purpose of spending, and answer questions during a bookkeeping or tax review. They

also blur owner draws, contributions, and reimbursements. Ask: could another person

understand the business purpose of every item in this account?

The Fix

Use dedicated business banking and card accounts. Record owner draws,

contributions, and reimbursements consistently, then review

uncategorized transactions during each monthly close.

Action check: run a monthly Òpersonal or business?Ó review before reports

are finalized.

T H E  F I R S T  T W O

Keep the records current and clear.

0 1 - 0 2  /  1 0

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com



3 Cash Management

The Trap Looking at the bank balance as if every dollar were available to spend, without

mapping expected collections, payables, payroll, taxes, debt, or other upcoming

obligations.

Why I t  Hurts Profit and available cash answer different questions. Receivables may not arrive when

expected, while vendor bills and payroll still come due. Without a forecast, a business

can commit cash that is already spoken for and discover too late that its reasonable

cushion has disappeared.

The Fix

Build a rolling cash-flow forecast. Update expected receipts and

payments, review A/R and A/P together, list upcoming obligations, and

decide what cushion fits the business. Use a late-payment or unexpected-

expense scenario before making a commitment.

Action check: look ahead several weeks and label each major cash inflow

or outflow as expected, committed, or uncertain.

4 Skipping Monthly Reconciliations

The Trap Assuming a bank feed or accounting connection means the books automatically match

reality, so bank, credit-card, and other account reviews can wait.

Why I t  Hurts Duplicate entries, missing transactions, bank errors, stale items, and unusual charges

can remain hidden. A small unexplained difference can become a larger cleanup when

it is carried forward, and reports built on unreconciled data may not be reliable enough

to guide a decision.

The Fix

Reconcile each bank, credit-card, and relevant account every month.

Compare the statement to the ledger, investigate discrepancies promptly,

clear old items, and document the explanation before relying on the

reports.

Action check: keep a reconciliation log with the statement date, reviewer,

open items, explanation, and follow-up owner.

T H E  N E X T  T W O

Know what cash is available.

0 3 - 0 4  /  1 0

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com



5 Falling Behind on Accounts Receivable

The Trap Invoicing late, leaving payment terms unclear, or waiting quietly when a customer pays

past due.

Why I t  Hurts Revenue can appear on a report while cash remains tied up in open invoices. Poor

invoice and payment management makes it harder to plan payroll, vendors, and new

work. Delayed customer payments can also distort the cash forecast, especially when

overdue balances are not separated from likely collections.

The Fix

Invoice promptly, state payment terms clearly, review an A/R aging report

regularly, and use a consistent follow-up and collections process. Record

disputes, promised payment dates, and next actions so the status of each

balance is visible.

Action check: assign one owner to review aging, follow-up status, and

expected payment dates each week.

6 Mismanaging Sales Tax

The Trap Assuming every sale is treated the same, relying on an unreviewed software setting, or

treating collected sales tax as ordinary operating cash.

Why I t  Hurts If taxable sales are not tracked clearly, the amount collected can be difficult to explain

and the filing calendar can be missed. A business may then face rework, notices, or an

unexpected cash obligation. Applicable rules vary and can change, so this guide does

not provide jurisdiction-specific legal advice.

The Fix

Track taxable sales and tax collected by the categories your business

needs, keep collected amounts separate in your records, and maintain a

filing and payment calendar. Verify applicable rules and setup with a

qualified professional.

Action check: trace one recent sale from invoice to ledger to filing support

and confirm the collected tax is visible.

K E E P  C A S H  M O V I N G

Make collection and tax routines visible.

0 5 - 0 6  /  1 0

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com



7 Using Outdated or Manual Accounting Systems

The Trap Relying on disconnected spreadsheets, outdated tools, or a workflow that only one

person understands to move information between sales, banking, payroll, and the

books.

Why I t  Hurts Unlike item 1's focus on timely entry, this issue is the system design around the work.

Disconnected systems increase duplicate entry, version confusion, delayed visibility,

and the risk that a change is not reviewed. A tool alone does not fix a process, but a

current system such as QuickBooks, paired with appropriate workflows, may make

activity easier to organize and review.

The Fix

Map how transactions enter the books, choose tools that fit the business,

and document who reviews what. Use backups, appropriate permissions,

and a regular review of integrations and reports before relying on the

system.

Action check: identify one disconnected handoff and document its source,

owner, review step, and backup.

8 Misclassifying Payroll, Tips, and Subcontractors

The Trap Handling employee pay, tips, or subcontractor payments from informal notes, an

invoice label, or a worker's preference without documenting the underlying facts and

process.

Why I t  Hurts Errors can affect reporting, payroll treatment, withholding, records, and other

compliance responsibilities. Missing handoffs between scheduling, point-of-sale,

payroll, and accounts payable can make it difficult to explain how a payment was

calculated or why it was coded a certain way.

The Fix

Keep consistent records for worker status, hours, rates, tips,

reimbursements, and subcontractor payments. Reconcile source reports

to each payroll or payment run, and ask a qualified professional to review

the setup when a worker or payment arrangement changes.

Action check: keep a support file showing the source report, approval,

payment treatment, and review date for each worker category.

S T R E N G T H E N  T H E  S Y S T E M

Make the workflow easier to trust.

0 7 - 0 8  /  1 0

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com



9 Relying on Gut Feel Instead of Financials

The Trap Making a hiring, purchasing, pricing, or expansion decision based mainly on the

current checking-account balance or an impression of how the business is doing.

Why I t  Hurts A current balance does not show profitability, financial position, or the timing of cash.

Without reviewing the reports, owners can miss trends, variances, margin changes,

rising costs, or obligations that should shape the decision. Ask: what changed, why did

it change, and what question does the next decision require?

The Fix

Review a current profit-and-loss statement, balance sheet, and cash-flow

information on a regular rhythm. Compare results with a plan or prior

period, investigate meaningful variances, and write down the key

questions before committing to a new cost.

Action check: for each report, note one trend, one variance, and one

decision it should inform.

10 Missing Tax Deadlines and Compliance Obligations

The Trap Keeping filing deadlines in memory, relying on one reminder, or assuming tax

preparation is the only compliance task the business needs to track.

Why I t  Hurts A missed deadline can create avoidable notices, rushed work, or a cash obligation that

was not planned for. Payroll and sales-tax obligations may be relevant alongside other

filings, renewals, and recordkeeping. Tax preparation is a downstream use of good

bookkeeping, not a substitute for maintaining current records and controls.

The Fix

Maintain a calendar of filing deadlines, recordkeeping tasks, payroll and

sales-tax obligations where relevant, and internal review dates. Store

confirmations with source records, use more than one reminder, assign

follow-up, and verify current requirements with a qualified professional.

Action check: for each obligation, record the owner, due date, status,

confirmation, supporting record, and next review.

F I N I S H  T H E  C O N T R O L S

Use the numbers before you commit.

0 9 - 1 0  /  1 0

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com



B E Y O N D  B O O K K E E P I N G

BEYOND THE LIST

When doing it yourself to save money becomes costly.

DIY bookkeeping is not automatically a mistake. For a simple business with limited

transactions, a stable workflow, and an owner who can complete a timely monthly

close, it may be a reasonable choice. The cost changes when the process starts

taking attention away from decisions, customers, or operations, or when the records

are no longer reliable enough to answer basic questions.

Where the hidden cost
shows up

Late reports can delay decisions.

Repeated categorization errors can

create rework. A spreadsheet that only

one person understands can become a

control gap. The owner may also be

paying with time that would otherwise go

to customers, team leadership, or

improving the business.

When to pause and
reassess

Complexity may rise with more

accounts, higher transaction

volume, payroll, sales-tax routines,

inventory, multiple revenue

streams, new workers, financing, or

a growing gap between the books

and the owner's questions. A

qualified professional can help

clarify what needs attention without

assuming every business needs the

same level of support.

Outside perspective can be right-sized.

A trusted financial adviser or qualified professional can provide perspective on

patterns, controls around repeatable work, accountability for the monthly close, and

early warning when results are drifting from expectations. That does not always mean

handing over every decision or outsourcing every task. Support might be a cleanup

project, a monthly review, a reporting setup, a process check, or ongoing

bookkeeping, depending on the need.

The right level of outside support depends on business complexity, transaction

volume, compliance needs, and the owner's time and expertise. The goal is a process

the owner can understand, review, and use, with clear responsibilities and a defined

scope.

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com



YOUR NEXT STEP

Turn better bookkeeping into a
business habit.
You do not need to fix every process at once. Start with the one gap that is creating the

most uncertainty, put a simple rhythm around it, and get support where a clear outside

perspective would help.

CALL

(561) 939-2553

(772) 323-4397

(754) 422-4787 (Cell)

WRITE OR V IS IT

roxana@fl-accounting.com

fl-accounting.com

Ready for a clearer view of your numbers?

Schedule a consultation to talk through your bookkeeping needs and the level of support

that fits your business.

calendly.com/fl-accounting/consultation

More Than Bookkeeping. A Trusted Financial Partner for Your Business.

For general educational purposes only. Information may change and may not apply to your specific situation. Please

consult a qualified professional for advice about your individual circumstances.

Questions about your numbers? We're here to help you choose the right next step.

Call (561) 939-2553 or email roxana@fl-accounting.com

Florida Accounting & Advisers supports small-business owners with practical bookkeeping,
QuickBooks organization, payroll assistance, financial reporting, monthly reviews, cash-flow
awareness, and business financial guidance.

FL-Accounting LLC, doing business as Florida Accounting & Advisers


