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BUSINESS HEALTH

CHECK-UP GUIDE

YOUR GUIDE TO A PROFITABLE SMALL BUSINESS



As business owners we sometimes think of

our business as our “baby” and much like

raising children, we must make sure that

what we’re doing today positively impact

on our business. To make sure that we

build a business that will be sustainable

and enjoy long term success.  Just like the

human body, businesses require regular

health check-ups to ensure that everything

is in order and that things are performing

efficiently and in a sustainable way

At JZR, we believe that regular check-ups

are important to the  success for any small

business. This e-book will outline a series

of steps that you can take to evaluate the

current health of your business. This will

also give you the opportunity to identify

any changes that need to be made to

improve your situation or identify any

opportunities that might help you to grow

your business.

Evaluating the challenges faced over time,

as well as key financial data can help you

better understand where your company

stands at the moment. This will also help in

preparing you to make decisions regarding

your staff or stock levels, and give you an

indication of taxes and other expenses

that you must set aside to grow your

business. Health check-ups will also let you

plan better for the future.

It will help you paint a clearer picture of

where you see your business after a period

of six months or one year. It will either let

you anticipate growth and your

preparedness for it, and will cast light on

other important decisions like your need

for additional stock, or additional staff

requirements to help you deal with the

situation at hand. 

It will also bring to light other key financial

data, like your cash-flow reserves, which

will help you assess whether your clients

are paying you on time and other day-to-

day business operating systems and how

smoothly they’re functioning. This quick

guide will help you to take out some time

to have a think about the direction that

your business maybe heading in to, while

also evaluating your preparedness for it.

While we understand that most business

owners are extremely busy working on

various parts of their operations. With that

in mind, here’s a small guide on how to

create and maintain a regular health

check-up plan for your small business.

You may also contact the team at JZR

Accountants & Consultants for any queries

regarding the problems that your business

might be facing, and we’ll make sure to

get in touch to help you out.

AN  INTRODUCTION
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OUR  GUIDE

Let’s first start by taking a look at the accounting and financial drivers of your

business.

Revenue or sales is simply the amount of

money earned by your business when

expenses are taken out. Revenues help

your company in earning profits, without

which your business will not be viable.

It would be prudent for most businesses to

have revenue goals, both on a monthly and

yearly basis. Setting a goal can simply help

you evaluate how your business is

performing against that benchmark. It will

help you understand your progress towards

these goals. If you’ve missed your goal,

analyse what needs to be done going

forward or what improvements can be

made on existing processes to bridge the

gap. 

In case your company has exceeded the

goals, it will help you to understand what

improvements or new introductions brought

about the change and how you can build

on those in the future. It is also important

for you as a business owner to assess what

is your greatest potential revenue source?

Having multiple revenue streams is a good

thing, but it’s important to dig deeper and

determine which source of revenue is most

crucial, makes the most efficient use of

your resources and represents the greatest

potential for growth. Once you’ve

ascertained that you can then focus on

what you can do to ensure that you shift

the majority of your time and attention

there.

Assessing Revenues

If your you’re spending too much time on

an inefficient revenue stream and

spreading your resources too thin, you may

consider dropping that stream to focus on

growth in other areas. If too much of your

time is spent on non-revenue generating

tasks such as bookkeeping, website

maintenance, or answering non-essential

email, you might consider outsourcing

those tasks so you can focus on growth.
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Creating a budget is extremely important.

If your business doesn’t have a budget in

place, you should make one now. Budgets

will help your business in predicting the

amount it will earn, and whether it will

have the financial means to cover the

associated fixed and variable expenses. If

you have an accounting software tool like

Xero, which offers budgeting tools, you

should use it now to create a budget.

However if your accounting software

doesn’t allow you the option to do so, an

easier alternative would be a spreadsheet,

which allow you to keep checking in and

making tweaks if and when necessary.

While comparing your budget and actual

results, focus your attention on the

shortfalls and try to understand what went

wrong. It might call for adjustments in

spending to make up for the shortfalls. If

your revenues exceeded your predictions,

then you might consider the opportunity of

starting a business emergency fund for any

unpredictable future scenarios. A good

example of this would be Covid-19 and the

unexpected outbreak. An emergency fund

will help your business stay afloat during

times like these.

Some clients can be more trying than

others. During your business health check-

up this could also be an important point of

focus. Some clients aren’t generating

enough revenue, and tend to use up more

time from your business than other clients.

It would be easier to let such clients go,

than to keep them on and do more

damage to your business. It is important to

remember that it is not wise to take every

client in who walks through the door. When

you’re growing a small business, it might

seem like a good idea to take in every

paying client, no matter how uncertain

they might seem, but keeping such clients

around can actually hold your business

back and keep you from paying the bills.

Budgets

You may also have one or two clients who

account for the bulk of your revenue.

However, it would not be right to get

complacent in a situation like this, since

your business might be fine for now, but

what would happen if these clients

decided to take their business elsewhere?

This might substantially affect your

revenue, and hence it would be wise to

ensure that you have a diversified

clientele.

Clients

OUR  GUIDE
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While letting go of your first client can be

an emotionally-charged experience, it is a

skill every successful business owner should

have. In situations like these, make sure

you politely explain the situation, offer a

referral to a competitor and be

professional. Next, don’t be afraid to ask

for referrals from your quality clients.

Some people find asking for referrals

uncomfortable, but you should get in the

habit of asking every satisfied customer for

one. Simply ask if they know anyone else

who might have a need for your product or

service. Most people are happy to help,

you just need to let them know how.

Regular health check-ups will keep you

informed of your expenses and also help

you find ways to save money. Make sure

you’re always on the lookout for the best

deals on expenses like office supplies,

travel and food. However, if you have

employees or hire independent

contractors, be wary of cutting staff to

reduce costs. You may find that your

products or services suffer, and losing help

costs more than it saves.

Clients

Expenses

Keeping track of your expenses will give

you a clear picture of how your business is

spending money, and would help you

prepare better for the future, by assessing

which of your expenses occupy a bulk of

your cash flow. If your business has been

operating for a while, some increases may

be due to growth in your business, however

some of these expenses could also have

gotten out of hand while you weren’t

paying attention. 

OUR  GUIDE
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Accounts Receivable is the money that

your business is entitled to receive based

on the goods or services it has provided to

its customers. Monitoring receivables

closely is crucial since it ensures that your

customers are paying their bills on time,

and you’re minimising losses.

To avoid late payments or collections in

general, you as a business owner should

consider written agreements with all

customers. That agreement should

establish clear expectations for when

payments are due and what happens when

payments are past due, such as charging

interest or referral to collections. You

could also consider collecting deposits 

Receivables

If you’re not doing a good job of

monitoring receivables and following up on

past-due invoices, this could be negatively

affecting cash flow. Your business is not a

bank, and remember to layout a clear

policy on overdue accounts, and keep

following up on collections. If you do not

have the time yourself, or the staff to do

so, make sure you outsource it, since

collections and receivables on time can be

invaluable to a business.

from new clients or ones who are chronic

late payers.

OUR  GUIDE
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HEALTH  TIPS

IMPROVE NET PROFIT DRIVERS

Now that we’ve helped you identify all the necessary indicators to ensure that your

business health is positive, we’ve also taken the time to compile some helpful pointers

which will not only ensure that your business remains sustainable and viable, but also

help you identify areas to grow and expand.

FIND WAYS TO GROW YOUR EXISITNG BUSINESS

KEEPING YOUR BUSINESS HEALTH UP

a. Lower your direct costs by looking for better deals on costs such as energy,

internet, and telephones.

b. Make sure you swiftly collect money that’s owed to you.

c. Reduce cost of goods sold (COGS) by using lower cost materials where possible,

whilst making sure a high quality is still maintained.

a. Maintain regular contact with existing customers and clients by email.

b. Offer new ways for people to buy from you such as online ordering.

c. Develop a system of asking for referrals.
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HEALTH  TIPS

DETERMINE NEW CHANNELS & MODELS

BUILD A COMPETITIVE ADVANTAGE

CREATE AN EFFECTIVE MARKETING CAMPAIGN

KEEPING YOUR BUSINESS HEALTH UP

a. Profile your existing customer base to re-establish your target consumers, then

determine different distribution channels.

b. Consider entering into a  strategic alliance  with successful distributors or

complementary businesses.

a. Perform a SWOT (strengths, weaknesses, opportunities, and threats) analysis.

b. Focus on what differentiates you in the market place.

c. Outline what you’re doing well that your competitors can’t match.
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a. Conduct surveys and develop a social media presence.

b. Build word-of-mouth advertising.

c. Share your knowledge and experience at industry events.



HEALTH  TIPS

FOCUS ON KEY BUSINESS DRIVERS

IDENTIFY DEMAND

HAVE WORKING CAPITAL RESERVES

KEEPING YOUR BUSINESS HEALTH UP

a. Predict customer needs by using your sales data.

b. Exporting can be a great way to gain new customers and increase revenue.

c.  Set goals for your employees.

a. Estimate the size of the market.

b. Research price points.

c. Attend trade shows to talk to potential customers and check out the competition.
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a. Encourage your customers to pay using online and mobile payment options  – the

cash is then in your account immediately.

b. Reduce working capital needs.

c.  Re-negotiate with suppliers for better credit terms.
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CHECKLIST  

We’ve created a unique business health checklist guide which will help you better

assess your situation based on the suggestions and recommendations made above.

The guide will help you understand where your business is currently placed, and what

improvements might be needed to help you sustain yourselves and stay viable.  Based

on your current business situation please award yourself 2 points if your answer is ‘yes’

or 0 points if your answer is ‘no’ on the checklist guide.

Our Business Health Checklist Guide

SETTING A
REVENUE
TARGET

This entails benchmarking your revenue on a

monthly, quarterly and yearly basis.

PTS

SETTING A
BUDGET

Setting a budget to control and review expenses, to

help understand your business's incomings and

outgoings. This will help you understand where you

stand financially and what improvements need to be

made, if any.

PTS

CLIENT LIST
REVIEW

Your client list review needs to be conducted at least

on a quarterly basis. Study the amount of time your

business is spending on a particular client, and this will

help you generate an understanding on the amount of

investment your business is putting in per client versus

the return.

PTS
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CHECKLIST  

EXPENSE
REVIEW

A monthly, quarterly and yearly analysis of the

outgoing expenses of your business. Comparing the

data throughout the year will  highlight any increase

or decrease in spending trends, based on which you

can make decisions to alter your business's

economic module.

PTS

COLLECTIONS 
& AMOUNTS 
RECEIVABLE

A monthly analysis of any outstanding payments or

previous collections due from an existing or past client.

Keeping track of your accounts receivable will help you

better manage your business's cash flow.

PTS

CREATE A
MARKETING

PLAN FOR
YOUR 

BUSINESS

Create a marketing plan for the goods or services

being offered by your business. This will not only help

you in generating high quality leads but also help build

awareness about the products or services being

offered by your business. Social tools  like Facebook,

Instagram and LinkedIn are cheap and inexpensive

ways of reaching a larger audience group for the

purpose of driving awareness and increasing visibility.

PTS
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COMPETITOR 
ANALYSIS

A half yearly or yearly analysis of what your

competitors are doing in their marketing outreach

programs or new product/ service integrations will

help you stay up-to-date with the market's needs. This

review will also help you understand what you can do

specifically to build an advantage in your offerings

over your competitors, thus helping your business

distinguish itself from competition.

PTS



CHECKLIST  

A half yearly or yearly review of the products and

services being offered by your business. Reviewing the

products and services in terms of performance will help

you as a business owner to not only help you

understand how the market reacts to your offering but

will also provide an understanding of current market

trends, and the evolving needs of your consumers. This

can help you make modifications to your existing

product or service line, or will help you in creating a

product or service which will be better received by

your audience. This review should also help you

understand which offerings aren't generating revenue

and whether they need to be altered or discontinued.
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SERVICE 
&

PRODUCT 
REVIEW

PTS

Keeping a track of your capital reserves or creating a

new capital reserve from increased revenues and

profits will help you business sustain itself during

periods of recession in the market, or if your industry is

affected due to some unforeseen circumstance. This

should be done on a quarterly basis so you have a

better understanding on how your business can survive

any shortfalls in the market. 

CHECK
CAPITAL

RESERVES

PTS

CA’s are known for their high ethical standards and

technical expertise, with on-going learning to ensure

that they are up-to-date with current tax and business

developments. They are highly qualified, experienced

and known for providing reliable advice.

GET A
CHARTERED

ACCOUNTANT

PTS



CHECKLIST  
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PTS
What Your Score Means?

If you scored between 15-20: You’re definitely on the right path. Don’t stop now.

Keep an eye on any implemented changes, and see how you can further improve your

business. Can you still do better? Of course, you can! Give us a call at JZR, and we’ll

help you get there.

Give yourself two points for every ‘yes’ that you tick on the checklist above. If your

answer to any of the above questions is ‘no’, you will receive zero points for that

particular checklist item. 

 

If you scored between 0-10: Your business needs to be more proactive in its

approach. Planning things based on the above recommendations will help you prepare

for any shortfalls that may be coming your way. It will also help you make your

business more viable and sustainable. Not sure how to go about it? Give us a call at

JZR, and the team will assist you further.

 

If you scored between 10-15: Your business is on the right path. You will start seeing

gradual improvements in your situation. You might still need to incorporate some of

the suggestions above to help push your business that extra mile. Not sure how to go

about it? Give us a call at JZR, and the team will assist you further.
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