Cost Control Checklist for Businesses

1. Set Clear Budget Limits

e Define monthly and yearly budget goals.
e Assign budgets department-wise (marketing, HR, IT, etc.).

e Communicate budget limits to all managers.

2. Track Every Expense

e Use accounting software (QuickBooks, Zoho, etc.).
e Review bank statements weekly.

e Categorize expenses properly (Fixed vs Variable).

3. Conduct Regular Cost Audits

e Schedule quarterly expense audits.
e |dentify recurring hidden costs (subscriptions, utilities, etc.).

e Eliminate unnecessary or outdated expenses.

4. Vendor Management

e Review vendor contracts annually.



e Compare quotes from at least 3 vendors before renewing.

e Negotiate better terms or bulk discounts.

5. Optimize Utilities and Office Costs

e Install energy-saving appliances.
e Conduct monthly electricity and water usage reviews.

e Encourage "switch-off" policy after work hours.

6. Train and Involve Employees

e Conduct quarterly cost-awareness workshops.
e Set rewards for departments/employees who save costs.

e Involve staff in brainstorming cost-cutting ideas.

7. Lean Inventory Practices

e Implement Just-in-Time (JIT) inventory systems.
e Track slow-moving inventory.

e Liquidate or repurpose unsold stock quickly.

8. Focus on Automation

e Identify repetitive tasks that can be automated.

e Use automation tools (Zapier, Monday.com).



e Monitor the efficiency gains after automation.

9. Outsource Smartly

e Outsource non-core tasks (payroll, IT support, etc.).
e Review outsourced service performance quarterly.

e Ensure outsourcing doesn't affect core business quality.

10. Monitor and Review KPlIs

e Set Key Performance Indicators (KPIs) for cost control.
e Review performance monthly.

e Adjust strategies if targets are not being met.

@ Quick Tip:

Download and print this checklist — stick it in your office workspace or share it with your
team during budget meetings!
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