A free business eBook from

Running a business keeps you busy. You
know you should take a hard look at ways
to improve cash flow and eliminate waste,
but who has time? We’ve taken the first
step for you, researching 10 simple ways
to cut common business costs; often
drastically.
To make our list, ideas had to be proven,
painless and offer immediate results—you
should recognize cost reduction within 30
days. We’ve also included how and why
each measure saves you money, along with
suggestions for implementing them in your
office. Discover how small changes like:
• 	
Changing lighting switches and bulbs,
• 	
Sharing resources,
• 	
Controlling supply inventory,
• 	
Forming marketing partnerships,
• 	
Encouraging healthy employee habits,
• 	
Going paperless,
• 	
Getting rid of landline phones,
• 	
Creating a part-time telework option,
• 	
Being a savvy shopper and
• 	
Focusing on what you do best
...can make a big difference in your bottom
line over time.
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CUTTING COSTS IN 30 DAYS
REALLY SEE THE LIGHT
Take a hard look at your lighting controls, bulb type and energy usage. The
Department of Energy reports that businesses can lower lighting cost by up to
30% simply by replacing traditional light switches with occupancy and vacancy
sensors that turn off lights in empty rooms. Dimmers are another way to reduce
energy usage, as well as give employees flexibility in their lighting. If you’re
not quite ready to change lighting controls, encourage staff to turn off lights,
computers and monitors when not in use. For instance, why light a conference
room that sits empty most of the day?
If you have incandescent bulbs, swap them out for compact fluorescents (CFL) or
LEDs, which lower your lighting budget through their significantly longer lifespan
and lower energy consumption.

SHARING IS SAVING
Think timeshare for office equipment. Many bigger ticket items, such as copiers
and fax machines, are essential and yet sit idle much of the day. Partner with one
or two other small businesses in your office building (or within close proximity) to
share purchasing and maintenance expenses for these items. Or maybe a nearby
business would allow you to use their conference room for a small fee, enabling
you to lease a smaller, less expensive office without one. We’ve also seen this idea
work with staffing, with two smaller businesses splitting the time and cost for an
administrative position.

KNOW YOUR STUFF
We know you’re an expert in your field; in this case, we are talking about knowing
your literal stuff--what supplies do you have on hand, how frequently do you need
to restock, are you getting the best value for items you rely on?
From pens to paper towels, storing everything in one central location and tracking
inventory saves on every level. You’ll avoid wasted money and space on ordering
items you didn’t need but couldn’t find, and ward off emergency purchases when
supplies run low, which often cost more than your normal ordering process.
To take this idea a step further, look into Loyal’s “never run empty” plan. We track
customer usage of everyday supplies like paper towels, trash bags and soap,
delivering exactly what you need each week. Let us worry about inventory tracking,
and free up storage for those sticky notes that always seem to disappear when you
need them.
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CUTTING COSTS IN 30 DAYS

ENCOURAGE HEALTHY HABITS

UNITE AND CONQUER

Healthy employees are not only happier, they cost
your company less through lower insurance premiums,
absenteeism, and are more productive. See if a nearby
gym or yoga studio would offer discounts to your
employees. On nice days, take staff meetings outside,
walking and talking, and keep healthy snacks in the
breakroom. Set up a friendly competition to see which
department can walk the most steps in a month.

Unite with a company in a complementary field, such
as a gym and a physical therapist, for a cross-promotional
advertising campaign featuring both of your businesses,
doubling your advertising reach and budget.

To survive cold and flu season, encourage employees
to use good hygiene (we’ve seen Loyal hand sanitizer
stations placed prominently by front doors, bathrooms
and kitchens as not-so-subtle reminders), get plenty of
rest and stay home at the onset of illness to prevent a
bug taking down the whole team.

You can also take this partnership in-house, referring
customers to one another, linking to each other’s
websites, including co-branded materials with invoices
and at point of purchase and sharing each other’s social
media posts. Our marketing firm, Imagine, Inc., started
doing cross-promotional social media posts with Loyal
and our customers, and we’ve seen an uptick in post
engagement and heard from customers who appreciate
the shout out, strengthening the client relationship.
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CUTTING COSTS IN 30 DAYS

MOVE FILES ONLINE

CUT THE PHONE CORD

SEND ‘EM HOME

The benefits of storing invoices, contracts
and other information digitally are
manyfold. It results in hard cost savings,
in the form of less money spent on paper,
ink cartridges and copier maintenance
and repair. And nobody is going to
miss those cumbersome filing cabinets
towering over them.

Businesses who switched from landline
to VoIP reported reducing phone
expenses by an average of 45% per
month, according to an article by ITWorld.
These savings come from a variety
of factors. Monthly per line rates are
approximately 50% less with VoIP, and
there are no extra fees for long distance
or international calling. Additionally,
most plans let you add services and users
through an online dashboard, rather than
requiring a visit from an onsite technician.
VoIP also increases flexibility, with options
for routing calls to remote offices or an
employee’s cell phone.

Telework savings can quickly add up.
Employees working from home mean you
are spending less money on incidentals,
such as paper towels and breakroom
coffee. It also cuts back on the energy
and water usage. Entrepreneur reported
that for each employee working from
home just half the time, a typical business
would save $11,000 per year.

Of course, you’ll want to create backups
of these files. If you use a cloud based
service for data backup, such as Carbonite
or Office365, you’ll have remote access,
enabling workers to be productive on the
go and protecting your essential business
records in the event of an emergency,
such as flood or fire.

Additionally, telework programs are
a cost effective to improve employee
retention and satisfaction. In the same
article, employees said that teleworking
increased their sense of job loyalty,
satisfaction and productivity. Telework
programs have also been shown to lower
rates of unscheduled leave.
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CUTTING COSTS IN 30 DAYS
SHOP AROUND
Most of us do this in our home lives, but
don’t always apply our shopping savvy
to business expenses. Set up calendar
reminders a month out from the renewal
dates of contracts and insurance plans,
and use those weeks to see what the
competition has to offer. If you’re satisfied
with your provider, this is still the best time
to negotiate for lower rates or extra perks,
and to do away with any services you are
paying for but not using.

paying in advance or buying in bulk. For
items you use regularly, many companies
offer price breaks for customers who set up
subscription plans that trigger automatic
orders at regular intervals. Loyal customers
find that they save money in this way: After
auditing how quickly a company goes
through hygiene products (hand soaps,
sanitizers, toilet paper, etc.), we set them
up with weekly deliveries that keep them
fully stocked, all at a flat monthly fee,
which also helps to stabilize cash flow.

Carve out some time to check with
vendors to see if they offer discounts for

SAVE DIY FOR THE WEEKENDS
With an anxious eye on the bottom line,
many small businesses try to tackle tasks
outside their area of specialty. Accounting,
legal documentation, marketing...these are
all areas where “saving” money can come
at great cost in terms of time, finances and
brand reputation.
Instead of wasting three months of
sleepless nights (time you could spend
growing your business) to piece together

a Weebly website that makes you cringe,
a design firm can build you a state-of-theart, full-featured website with seamless
user interface in half the time. From our
own experience, bringing in Imagine, Inc.,
to oversee social media, collateral design,
content creation, etc., has resulted in
higher quality communications and freed
up time for us to focus on what we do
best--being there for our customers 24
hours a day, 7 days a week.
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We recommend selecting just one or
two ideas initially. Once they are fully
integrated into your workflow and you
have measurable savings as motivation,
you can slowly introduce more. Be sure
to include employees in the cost cutting
crusade. Help them understand the value
of reducing expenditures, such as more
capital for salaries, and ask for their input
in implementing changes. They may have
more ideas for saving the company money.
If you have questions about getting
started, or would like to learn how Loyal
services can be part of your cost cutting
strategy, give us a call: 800-368-3166. From
bathroom to breakroom to better business
practices, we’ve got you covered!
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