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Finance Department Key Feedback Systems 

The following is a list of what reports you as a business owner / senior manager want to be seeing the finance 
department, and at what intervals.  These reports speak to key results / deliverables you want to be tracking 
in this department.  These are reports that you should be getting at the intervals noted, with what those 
reports will tell you.  Next to each is listed when you should be reviewing this information from your team, or 
by when you should have getting this data to review from your managers. 
 
You may think there are a lot of reports for the finance department, and that as a manager or business 
owners, you shouldn’t have to look at this information, that should be the job of the accounting department.  
While that may be true when you have a Controller or CFO in place, however, when you’re a small business, it 
is likely no one is looking at this information.  Truth is, this is the kind of data that successful companies look at 
all the time to keep their finger on the pulse of their financial health, which is part of the reason they became 
successful.  
 
Weekly 

Cash Recap 
Get an overview of cash position and cash needs and resources for the week. Suiter Business Builders has 
the resource available to you at https://theprofitbleed.com/resources.  Key questions you want to ask: 
• Is there enough cash available to cover obligations for the next week? 
• How much do I have in cash reserves? Is it in line with my target goals? 
 
Accounts Receivable Aging report 
You want to identify if clients paying on time, and if billings are being done in a timely manner. Key 
questions you want to ask: 
• Is there a problem in collecting on outstanding receivables?   
• When will past due invoices be paid? Who is following up with the customer? 
• Are jobs billed up to date? 
 
Accounts Payable Aging report 
You want to identify if vendors being paid according to terms, and understand why if they’re not.  Key 
questions you want to ask: 
• If there are past due invoices why, and what is being done to resolve? 
• Are there more payables outstanding than receivables?  
• Are job invoices being paid when Company is paid?      
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Finance Reports for Manager to Review 
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Payroll Check Journal / Register 
You want to verify that the amount of hours / wages makes sense.  This is one of the easiest places for cost 
creek to happen if no one is paying attention.   Key questions you want to ask: 
• Who has overtime, what is it for?       
• Is the pay correct? 
• Vacation time taken / paid for – does it make sense? 
• Are there any duplicate PR Checks? 

 
Bi-weekly 

Cash Flow Projections 
If company experiences tight cash flow, this report should be updated bi-weekly to project when funds will 
be coming in and going out so you can know when additional funds will be needed. The idea here is… 
when you can see it, you can do something about it.  If you need a cash flow projections worksheet 
template, contact Suiter Business Builders. Key questions you want to ask: 
• Are there weeks when cash shortages will occur? 
• Are there ways you can accelerate cash flow coming in from customers? 
• Are there vendors with whom you can negotiate payment terms? 

 
Monthly: 

Profit & Loss Statement, Balance Sheet and Work in Progress Reports (15th of month) 
These are your “core” financial reports for the company and let you see the results for the month, year, as 
well as this year vs. last year. Looking at financial data on a comparative basis lets you see if you are 
improving or declining, so it’s good to run this reports in a “this year vs. last” format.  To learn more about 
how to read your financial reports, look for the document titled “How to Read Financial Statements” at 
https://theprofitbleed.com/resources. Questions you want to ask yourself: 
 
Budget vs. Actual Variance 
This lets you see for the month, quarter and year to date where you stand from a P&L perspective 
compared to your operating budget. See all three periods allows you to identify if you are trending up or 
down.  Key questions you want to ask: 
• Is revenue on target for the month, quarter, year to date compared to budget?  If not, why? 
• Is gross profit margin (%) consistent month in and month and in line overall with the budget?  If not, 

why? Are overhead expenses in line with the budget?  If not why? Was it a budgeting error; a coding 
error; or an expense double paid? 

• Is net profit and net profit margin (%) in line with your goals / budget?  Do the answers you asked 
above explain why it is or is not? 

           
Dashboard report: 
This report is your “30K Foot View” of the overall operations of your company.  A dashboard report 
provides a snapshot of your company’s financial health now and projected into the future.  It’s the “pulse” 
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that lets you get a beat on if you’ll reach your financial goals.  To find out more about Dashboard Reporting 
and templates for tacking, contact Suiter Business Builders.       
       
Bank Reconciliation’s  
This is one of the only two outside source documents your company gets to let you know your books are 
accurate (the other is vendor statements), so it’s important that your company’s bank accounts reconcile 
to the bank each month.  Here are some questions you want to ask: 
• Does bank reconciliation balance in accounting software report match with the bank statement ending 

balance?   
• Are there items that should have cleared the bank but have not – such as deposits not cleared checks 

older than 60 days?  
• Does the beginning and ending balance on the reports from my software match with the bank 

statement?   
          
 

--- 

About the Author: Good market or bad, raging competition or not, any contractor or designer can run a healthy, 
profitable business. Most just don’t know how. Consultant, Speaker, Author Vicki Suiter, founder of Suiter 
Business Builders, knows the secrets to creating sustained profitability and success.  Vicki helps people see their 
businesses differently, then gives them the tools to do things differently.  
 
Since starting her business in 1990, Vicki has helped hundreds of contractors and designers build solid 
foundations for their businesses, enabling them to achieve the kind of success they never dreamed possible. In 
addition to running her consulting practice, Vicki has become an in-demand speaker at industry conferences 
nationally and internationally, where her presentations are consistently ranked among their most popular. 
Vicki's articles and opinions have been widely shared in print and across the web. She is also the author of book 
“The Profit Bleed” How managing margin can save your contracting business. 
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