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Q1 2026 Planning Checklist

1) 13-week cash flow forecast
Time: 1 hour to set up, 10 mins/week to maintain

Done when: You can point to the tight weeks in the next quarter and say what you'll do about each one.
You've got a set day each week to update it.

2) Payment process
Time: 45 minutes to tighten up, small weekly routine

Done when: Invoices go out the same day the work is done. Reminders go out automatically. Your weekly
follow-up list is short.

3) Making Tax Digital
Time: 30 mins with accountant, couple of hours to set up

Done when: Software is set up and tested. You know exactly what to record each week and it fits into your
normal admin.

4) Employment costs and contracts
Time: 60-90 minutes for internal check, then specialist help if needed

Done when: You know your people costs for Q1 and you've planned for them. Contracts and policies are
current.

5) Existing finance review
Time: 45 minutes to gather info, 1 hour to review

Done when: You know your monthly finance outgoings and what dates they hit. You've identified the
facility causing most pressure and have a plan.

Whereto start

If payroll week is stressful - start with the 13-week forecast
If you're always waiting on invoices — start with the payment process
If neither feels urgent - start with the existing finance review (usually the easiest win)
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