
How can you make your budget – both personal 
and business – work as hard as you do? With 
some creative thinking and a bit of discipline for 
starters. There are ways to both save and spend 
wisely so that your expenditures go further, and 
knowing just what you’re spending your money 
on is a good place to begin. 

The following tips can help you identify savings 
opportunities and improve your cash flow—
while promoting your business or working 
towards your financial or personal goals. It’s 
important to remember that budgeting is a tool 
to help you improve your life and business so 
approach it with flexibility and an open mind. 
After all, it should be designed to work for you.

Tips, Insights & Tactics
The Seven Secrets to Cost-Cutting Success at Home 
and at the Office

1. Give yourself options
Shop around. Keep your current suppliers competitive by inviting new 
ones to bid, and compare prices in-store and online. Get at least three 
bids on purchases or new work to keep your current vendors on the ball 
and uncover new opportunities you may not have considered. 

Keep an active eye on all contracts, leases and agreements to make 
sure you’re getting the best deals available. And try calling your phone, 
internet and utility providers every 6-12 months to see if you can cash in 
on any current promotions or unadvertised discounts. 

2. Opportunity marketing
Make the most of opportunities to share advertising and marketing 
costs or savings with neighbouring businesses, friends and colleagues. 
Create alliances by sharing mailing lists, coupons, distribution channels 
and suppliers with peers that sell complementary goods or services. 
Double your advertising might by piggybacking on your invoice mailings 
and having materials (coupons, newsletters etc.) ready at point-of-
purchase. Services like Groupon can provide discounts on many of the 
products you use every day, and is also a great place to run your own 
business specials.

3. Start Talking 
The beauty of the internet is the freedom it provides businesses of all 
shapes and sizes to network and advertise. It’s also a great source for 
budgeting resources and ideas both at home and in the office. There 
are countless opportunities to join either newsgroups or chats, or create 
a blog and increase your social capital by talking up your skills, opinions 
and expertise.  Social media also invites sharing of audio, video and 
images so you can promote your business easily and conveniently, all the 
while building relationships and a positive brand.

4. Maximize profitability
Keep tabs on your competition and the marketplace. You want your 
pricing to be competitive—neither too far above nor below the market. 
Use sales or coupons to make temporary price reductions for a specific 
period to combat short-term market adjustments. With employees, take 
advantage of downtime when sales are slow to redistribute work; sales 
people can use a break from admin work to focus on creating sales for 
example, or training customer service help in other aspects of work can 
pay off later down the road.



Remote work does require being 100% mobile-wired, meaning you can 
be reached for business at any time and from anywhere. With Apple® 
AirPrint™ you can print email, photos and important office documents 
directly from your Apple iPhone® or iPad® with no drivers to install and 
no cables to connect.

7. Update procedures
Avoid getting bogged down in sending packages or documents 
overnight and save money by sending virtually everything electronically. 
The same can be said for automating office processes to end 
redundancy and free employee’s time. Consider business automation 
software or creating an apps ecosystem to get everyone on the 
same page. These tools can help you handle file sharing, project 
management, and internal and external collaboration. These systems 
have been proven to increase efficiency and quality of work. 

Xerox® ConnectKey and Xerox® ConnectKey® App Technology create 
the right environment for upping your productivity while lowering your 
costs. 

5. Speed payments
To improve your cash flow, reduce the time it takes to collect 
payments due. Options to explore: adjust terms, require a deposit, 
ask for prepayment, charge late fees, and follow-up quickly on past 
due invoices. Consider an incentive for early payment. Leverage your 
customers’ fiscal years and help them spend year-end budgets. And did 
you know that adding colour to your invoices speeds up response by up 
to 30%? Use it to highlight the due date or early payment incentives. 
Check out our office printing and technology solutions for affordable 
ways to keep up with today’s speed of business.

6. Suite savings
If you’re a home-based business you’re no stranger to early conference 
calls or emailing clients in casual business attire that may include a robe 
and slippers. But if you talk to peers and associates you’ll find the trend 
for many larger, more classically corporate businesses is moving toward 
remote working. By one estimate, telecommuting has risen 79 percent 
between 2005 and 2012 and now makes up 2.6 percent of the American 
work force, or 3.2 million workers* 

Remote workers are generally more productive and happier, and 
employers save on overhead costs so it’s a win-win. Employees can 
also save on costs such as travel, business attire, meals and gas. If your 
business does require a physical business address, consider renting an 
executive suite part time. This will allow you to meet a range of needs, 
including access to a private mailbox and a receptionist to answer or 
forward calls to your home office. 

Visit us on the web or ask your local Xerox provider  
about our comprehensive line of printers and 
multifunction printers available to help you keep  
your workflow flowing. www.xerox.ca/office

Let Us Help You
At Xerox, we’re always on the lookout for ways to help you work 
better and with greater ease. Our time-saving technology and 
services can help you keep a handle on costs and focus on what 
matters to you most.   

Programs that Help You Limit Costs
• Trade-in your old printer for a new one and get a rebate of 

up to 10% or $ 610 on a new Xerox® printer. 

• Earn merchandise credits for the Genuine Xerox® Rewards 
program every time you reorder Genuine Xerox® Supplies for 
your Xerox® device. 

Want More Tips?
Check out Tips and Free Tools To Reduce Costs 
on our Small Business Tips page, along with:

• Take Control of Hidden Costs at the Office

• Cash Flow Imperatives

Want More Downloads?
Enjoy our Small Business Templates page for 
downloads of the following helpful items:

• Action Item/To Do Lists

• Office Cost-Saving Tips Posters

• Brochure and Newsletter Templates

*The American Community Survey
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