KIM MILLER CPA’S DAY BY DAY ‘GUIDELINES’ TO: 
IMMEDIATE IMPROVEMENT
FOR SMALL BUSINESS LEADERS in SERVICE SECTORS with BILLABLE HOURS.


MONDAY is “MONEY DAY”! Focus on the Closest Thing to MONEY!! 
Your CURRENT CUSTOMERS & CLIENTS are the closest thing to cash!
Have a one hour leadership team meeting 8am on Monday & ask:

Do we have time sheets to complete &/or Customers that we can invoice? 

Do I have Customers who are behind in payments who need a call? 

Who is our best customer and am I current on & responsive to all their requests? (Call EVERY MONDAY to find out- Don’t just guess or email!)
Who are my most profitable customers and am I current on all their requests? (Call EVERY MONDAY to find out- Don’t just guess!)
TIP: When making ‘check in’ calls to current top clients say “I have my whole team here, & we just want to make sure we are all caught up on everything you need”.


Who are my newest customers and am I current on all their requests?

(Call EVERY MONDAY to find out- Don’t just guess!)
Who is my most well connected customer and am I current on all their requests? (Call EVERY MONDAY to find out- Don’t just guess!)

Who is my most valuable employee and have I been responsive to all their requests so that nothing is being delayed due to me?
Don’t worry so much about billable hours on Monday worry about getting actual cash in the bank & building solid customer service skills and relationships!

After you have focused on the closest thing to Money on Monday… Schedule out your week… based on the outline provided as a guideline.
Plan ahead & time block for success. Use Outlook! Ex: On Tuesdays plan to focus on billing at least 7 hours! Set most appointments on Wednesdays etc..  
Monday =  4 billable hours. Block out from 11-4 on your schedule as billable! 
TIP: Tell folks on your team when they reach 30* hours of billable time they can go home on Fridays after they turn in their timesheets. (*or whatever # works best).
TUESDAY: is “TURN TRASH INTO CASH” day
Productive environments are Cash rich and relatively free of clutter.

Start Tuesday by asking…

What resource or asset am I not really using that I should turn back into cash, or donate to get a tax deduction, or to give away for good will?


Inventory older than 180 days? Mark it down (again) & sell it off!
Empty desks? Idle equipment?

Unused office supplies? “Its ALL gotta go!”
Spend 15 minutes posting things on e-bay or Craigslist (postings last 1 month, so pick 1-2 things & when you hit 15 minutes quit)
Tuesday = 7 billable hours (no matter what!) Have 3 hours by lunch!
Tip: “Recycle”! Turn your old items ‘back into cash’ & make a game out of not buying new items until you have sold the old.  Don’t worry so much about profit as ‘funding’ the next purchase with these ‘cash flow’ creators. 

WEDNESDAY: is “WACKY”, so WHY NOT go “WHALE HUNTING”?
Growth requires Prospecting and sometimes even cold calling.

Make at least 3 cold calls today (first thing in the morning).


Make 1 call to a “GIANT WHALE of a TARGET” just for fun!

Call all your new Prospects back on Wednesday to check in! No matter what!
Set appointments on Wednesdays.  Try to make this your only ‘meeting day’.
Don’t waste your Wednesday!  (Spend only up to 3 hours on new prospects).
Wednesday = 5-7 billable hours (Squeeze in billable hours between appts.!)
Tip: If you have time on Saturdays, scan for hot new prospects then & get a step ahead, by Wednesday you will have had time to prepare how to cater your call.  Try to think through your ‘cold calls’ during your commute too.
THURSDAY: is for being THANKFUL!
You should be thirsty for new leads on Thursdays.  

Force yourself to ask happy customers & every ‘completed’ project for referrals!  (Make a least 3 ‘warm’ calls early today)  Ask your employees if they have any connections or lead sources. Offer incentives!

Ask yourself, Who can I thank for a referral? Or other favor? or Congratulate for something?

Thursday = 6 billable hours (Schedule 11-5 to cram in billable time!)
Tip: “Be Thankful on Thursdays!” Try to write one ‘note’ of thanks per week.
FRIDAY:  is for FOCUS and REFLECTION!
Spend 30 minutes on Friday “first thing” doing the following:

Be ‘Frank’ on Fridays – look at the objectives you set on Monday and track progress.  If you see a lack of focus address it immediately.
Look at EVERYONE’s (including your own) Billable hours for the week by 9am on Friday.

Will you & everyone on your team have 24-30 billable hours?
If not, why not?   

Take 10 minutes to get folks back on track… Be Specific & help them Focus!  
Ask each team member, what’s most likely to distract you next week? 

& can we set an “appointment” Monday to address or focus on it?

Did your collection calls from Monday = Money in the bank? Were they returned?   If not, call back again on Friday morning. Be the ‘squeeky wheel’! (Checks are often cut on Fridays and you don’t want to be skipped).
Tip: Congratulate anyone who earned the right to leave early due to meeting billable hour goals.  It is a big deal!  It takes tremendous focus!
Tip: Don’t be bummed on Fridays… if you realized you have to work some on Saturdays to reach your goals… but always try to make Sunday a pure day of rest. Or occasionally schedule a mini-vacation. 

SATURDAY:  Should be available for SACRIFICE!  

Be willing to schedule 4-6 “Catch up” hours on Saturday… 
Your goals should be motivating and meaningful enough to warrant a few hours of sacrifice!   So, just decide to give up a part of your Saturdays for a few months, until you learn to fight the distractions during the week so you don’t have to ‘work on Saturdays’ anymore! 
If friends and family have sacrificed to help make your business successful ‘working Saturdays’ is a sign to them you are doing everything in your power to succeed. 
Tip: Don’t plan a bunch of big ‘todo’s’ or kids sporting events on Saturdays, plan to work, & if you are “free” consider it a BIG bonus! 
SUNDAY: is a FUN DAY! You need your ‘day of rest’ so you will be refreshed!
Have fun and play today! You did your best all week and its time to relax!

If you are the type who has to ‘do something’, recount your blessings!

&/or plan your next vacation or ‘stay-cation’ depending on your budget. 
SUMMARY: WEEK OF: __/__/____to __/__/____Completed by: _______________
WRITE 5 THINGS YOU ACCOMPLISHED THIS WEEK toward your goals!
1) 

2) 

3) 

4) 

5) 

WRITE FIVE THINGS YOU ARE LOOKING FORWARD TO:
1) 

2) 

3) 

4)

5) 

If you continue to set meaningful and motivating goals, and follow the guidelines, you will have the structure and renewed enthusiasm you need to succeed.

When you need motivation or encouragement call me!  I am here to cheer you on!
If you want to send me your Summary Sheet each week that would be great too!
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All the best, 





Kim Miller, CPA


Your personal CFO & Success Coach


� HYPERLINK "mailto:kim@kimmillercpa.com" ��kim@kimmillercpa.com�


321-266-7074














