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Sales
Other revenue

(A) Total receipts

LESS PAYMENTS

Accounting 
Bank fees
Drawings
General expenses
Marketing
Materials and stock
Overheads (Rent, power, etc)
Repayment of Loans
Staff Wages and Salaries
Tax

(B) Total payments
(C) Net cash flow (A-B)
(D) Opening bank balance

Closing bank balance

1

2

3 4

Fill in your expected revenue for each month. Add 
any bank lending amounts below “Other revenue”.1
Fill in your expected or known outgoings for each 
month.

You can add to the suggested cash payments titles for 
any costs not listed in these examples. 

2

Enter the amount of cash in the bank at the opening 
month.3
The cash flow tool will calculate the totals for you, 
including opening and closing balances for each 
month.

4

Once complete, this will show you how much cash 
you have coming in and going out of the business 
each month and can be a good indicator of the need 
for an overdraft or other lending.

HOW TO USE THIS TEMPLATE
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