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Do you know how long you could continue to 
operate with no additional income?

Do you forecast your cashflow? 

Do you use an accounting package?

INTRODUCTIONS 



WHAT IS CASHFLOW FORECASTING?

Cash flow forecasting involves estimating your future income and 
expenses. A cashflow forecast is a vital tool for any organisation 

because it will tell you if you'll have enough cash to run the 
organisation or expand it. 

It will also show you when more cash is going out of the organisation 
than in and how long your organisation can sustain that position. 



Refer printed 
example provided



WHERE DO YOU START ?

Monthly Average

If you use Xero or another accounting software this figure comes from your Cash Summary Report

● Select the date range for the previous financial year
● Compare with “Average” (default selection in Xero)
● Select “Gross” under tax on operating activity to include GST 

Averages for the last 
financial year will help you 
to predict your expenses in 

the coming year



WHERE DO YOU START ?

Non Operating Movements

Consider what purchase of equipment is planned or might be needed during the period being forecasted:

● Computer Equipment
● Office Equipment
● Vehicles 
● Website Development

Other Expenses

Consider what other expenses you may have to fund during the period being forecasted:

● GST Payable
● PAYE & KiwiSaver
● Accrued annual leave



WHERE DO YOU START ?

Opening Bank Balance

Actual amount you have in the bank on 1st of month one. 

Unexpended / Unspent Funds

If you receive grant or contract 
funding that has conditions attached 
that have not yet been met / reporting 
completed and accepted by the 
funder. 

If funding terms & conditions cannot 
be met funds and you may be in the 
position of needing to return funds to 
the funder you need to allow for this 
in your Cashflow Forecasting. 



THE BOTTOM LINE 

Actual available funds, less 
Unexpended / Unspent Grants

Effectively no funds remaining 
dependant on amount of Unexpended 

/ Unspent funds



FINANCIAL POSITION IN A SNAPSHOT

A good visual for 
your board 

automatically 
populated by 

Cashflow Forecast 
spreadsheet



TOP TIPS

Change current month heading and figures from PREDICTED to ACTUALS to see what impact that has 
on your forecasting 

Regularly check / update your average monthly expenses if there are fluctuations in spending

Be conservative with predicted income, include only what you know is a sure thing

Knowing your average monthly expenses from your Cash Summary Report is useful

If your organisation is not in a great financial position add another month as you complete ACTUAL figures



TOP TIPS

Know what “alert” point is i.e. when cashflow is predicted to be less than 3 months worth of 
operating costs.

Have a plan for what to do if you are predicted to reach the “alert” point

Use Purchase Orders in your accounting software for large items so that you can keep a track of 
expected expenses



XERO - KEEPING CASHFLOW UP TO DATE
According to Xero 4 Tasks to keep your cash flow up-to-date:

1. Connect Accounts

All bank accounts, including credit cards, debit cards, loan accounts set up in Xero with a direct bank feed.

If you operate a Petty Cash account set that up as a bank account

Direct fee payment services such as PayPal, Stripe etc

2. Reconcile Frequently 

This is to make sure that the money coming in and going out of your accounts match your business transactions. It's an 
important task to make sure that the information used by reports and business performance tools are accurate and up-to-date.

3. Manage Expenses
Managing expenses helps you to maintain an accurate representation of your organisation outgoings.
Check bill statements to ensure all expenses are paid and there are no unexpected expenses coming your way

4. Add Payment Dates
When an invoice won’t be paid by the due date, add an expected payment date, so you have a more accurate record of when 
money is likely to come into your accounts. This helps better inform the Money coming in graph in your Sales overview and the 
Invoices owed to you tile on your dashboard.

https://central.xero.com/s/article/Add-an-expected-payment-date-to-an-unpaid-invoice?userregion=true


XERO - EXPECTED PAYMENT DATE



XERO - DASHBOARD



XERO - DASHBOARD
Once added to your Dashboard 
click here to:
1. Edit Accounts watchlist
2. Edit Budgets
3. Show Budget Columns

✓ tick box to left of “Show” to display on 
your Dashboard



XERO - SHORT TERM CASHFLOW
Xero Dashboard - Business / Short-term cash flow

Ability to update 
expected income 

and expenses

Maximum projection 
period 30 days.

Additional periods 
available through 
Analytics Plus



XERO - SHORT TERM CASHFLOW
Xero Dashboard - Business / Business Snapshot

Select period to 
view



XERO - SHORT TERM CASHFLOW
Xero Dashboard - Business / Business Snapshot

Largest Operating 
Expenses

Current Year 

Prior Year



NEXT WORKSHOPS

Reading Financial Reports
28 July

GST & Payroll
25 August

Annual Financial Statements
22 September


