Business Start-up Checklist
This is an exercise to help you organize your thoughts, ideas and needs to start your business. It is not a “to do list” at this time. Doing the investigative work is part of the process in getting ready to launch your business. You need to know what these things will cost, how long they will take, and who to contact for the proper information. Calling a real estate broker to get an idea on leases, costs and repairs is a good thing to know before deciding if you will be a home based business at first or will you have the revenue to handle an office or building.
On these pages you will find seven sections devoted to startup costs and investigative questions.
These questions are for you to decide whether or not you need to do this for your business. In the first column you will select either yes, I need to do this or no, this does not apply to me and my business concept. Once you have identified the areas you need to investigate identify who will help you with this. You can select a member of your support network, a web site for research, a government agency for state and federal requirements, attorney, CPA, realtor, yourself or whatever applies. 
This exercise will also help you discover areas of continued education you might need to pursue. If you want to do your own bookkeeping and ultimately your own taxes, you may need to take a class to help you accomplish this. 
Vendors are a key in discovering some of your costs. Select a few that does the same thing and compare their services and products before you make a decision on which you will do business with.
Will you do your own printing on your computer at home for your business cards, letterheads and logo creation or will you out source this on line or with a local business? Check out all your options before you make a decision or an investment.
Next you will set a date to complete the task with your final decision and any notes you need for future use.
Have fun with this exercise and keep your research, we will visit this at the beginning of the Launch Your Business series.
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Explore and Define Your Business: Business Start-up Checklist 
	
BUSINESS STRUCTURE ORGANIZATION
	Completed
	WHO WILL HELP?
	COMPLETION DATE
	NOTES

	
	Select entity type
	Yes   No
	 
	 
	 

	
	Prepare and register organizing documentation
	Yes   No
	 
	 
	 

	
	Obtain federal tax ID number
	Yes   No
	 
	 
	 

	
	Apply for an assumed name
	Yes   No
	 
	 
	 

	
	Obtain required permits and licenses
	Yes   No
	 
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	FINANCING
	NEED TO DO?
	WHO WILL HELP?
	COMPLETION DATE
	NOTES

	
	Determine how much I need
	Yes   No
	 
	 
	 

	
	Figure out where I will get it
	Yes   No
	 
	 
	 

	
	Determine my credit readiness
	Yes   No
	 
	 
	 

	
	Gather my investment
	Yes   No
	 
	 
	 

	
	Obtain financing
	Yes   No
	 
	 
	 

	
	Gather necessary materials for a loan application
	Yes   No
	 
	 
	 

	
	   Business plan
	Yes   No
	 
	 
	 

	
	   Personal financial statements
	Yes   No
	 
	 
	 

	
	   Tax returns
	Yes   No
	 
	 
	 

	
	   Loan application forms
	Yes   No
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	




	
	
	

	
	
	
	
	
	

	FINANCIAL MANAGEMENT
	NEED TO DO?
	WHO WILL HELP?
	COMPLETION DATE
	NOTES

	
	Select bank and open business account
	Yes   No
	 
	 
	 

	
	Select and learn an accounting system 
	Yes   No
	 
	 
	 

	
	Hire qualified bookkeeper or accountant
	Yes   No
	 
	 
	 

	
	Hire a payroll service
	Yes   No
	 
	 
	 

	
	Obtain liability, worker's comp and other required insurance
	Yes   No
	 
	 
	 

	
	Price products and services
	Yes   No
	 
	 
	 

	
	Prepare cash flow projections
	Yes   No
	 
	 
	 

	
	Organize inventory control procedures
	Yes   No
	 
	 
	 

	
	Select an attorney
	Yes   No
	 
	 
	 

	
	
	
	
	
	

	BUSINESS IMAGE DEVELOPMENT
	NEED TO DO?
	WHO WILL HELP?
	COMPLETION DATE
	NOTES

	
	Design company logo
	Yes   No
	 
	 
	 

	
	Order letterhead, business cards, invoices, price lists, etc
	Yes   No
	 
	 
	 

	
	Create promotional items
	Yes   No
	 
	 
	 

	
	Install signage
	Yes   No
	 
	 
	 

	
	Select and order uniforms
	Yes   No
	 
	 
	 

	
	Prepare pre-opening marketing including ad copy, costs
	Yes   No
	 
	 
	 

	
	Prepare on-going marketing campaign
	Yes   No
	 
	 
	 

	
	Plan grand opening festivities
	Yes   No
	 
	 
	 

	
	




	
	
	
	

	OPERATIONS START UP
	NEED TO DO?
	WHO WILL HELP?
	COMPLETION DATE
	NOTES

	
	Select vendors
	Yes   No
	 
	 
	 

	
	Apply for credit with vendors
	Yes   No
	 
	 
	 

	
	Order initial supplies
	Yes   No
	 
	 
	 

	
	Select and learn cash register, train employees
	Yes   No
	 
	 
	 

	
	Set up daily opening and closing routines
	Yes   No
	 
	 
	 

	
	Plan and walk through an opening day routine
	Yes   No
	 
	 
	 

	
	Conduct a test run of the production process
	Yes   No
	 
	 
	 

	
	
	
	
	
	

	SITE SELECTION & PREPARATION
	NEED TO DO?
	WHO WILL HELP?
	COMPLETION DATE
	NOTES

	
	Select a location for your business
	Yes   No
	 
	 
	 

	
	Obtain confirmation of proper zoning
	Yes   No
	 
	 
	 

	
	Finalize lease after legal review
	Yes   No
	 
	 
	 

	
	Complete a floor plan
	Yes   No
	 
	 
	 

	
	Identify required leasehold improvements
	Yes   No
	 
	 
	 

	
	Obtain two bids to complete leasehold improvements
	Yes   No
	 
	 
	 

	
	Complete improvements
	Yes   No
	 
	 
	 

	
	Obtain furnishings, equipment and fixtures
	Yes   No
	 
	 
	 

	
	Test all equipment
	Yes   No
	 
	 
	 

	
	Obtain vehicle
	Yes   No
	 
	 
	 

	
	Install security system
	Yes   No
	 
	 
	 

	
	Order phone, utilities and garbage services
	Yes   No
	 
	 
	 

	
	
	
	
	
	

	HUMAN RESOURCES
	NEED TO DO?
	WHO WILL HELP?
	COMPLETION DATE
	NOTES

	
	Prepare initial hiring documents (applications, W-4's, I-9's)
	Yes   No
	 
	 
	 

	
	Interview and hire initial employees
	Yes   No
	 
	 
	 

	
	Conduct customer service and other pre-start training
	Yes   No
	 
	 
	 

	
	
	
	 
	 
	 



