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BUSINESS START-UP CHECKLIST

Starting your business is a busy time in any entrepreneur's life.  Critical steps can be easily overlooked until you are well into the process.  To help budding entrepreneurs in getting their businesses set up efficiently, legally, and soundly, here is a checklist of primary steps that every business needs to include. 

This checklist assumes that you already have an idea for a business and are ready to make it real.  If you are still at the stage of looking for the right business, take a look at Choosing the Right Business. 

Given everything else is in place, here is a checklist of the basic areas you need to cover before opening your business: 

· Choose and Register a Business Name     

· Decide on the Legal Form for the Business     

· Write a Business Plan     

· Set Up a Relationship with a Banker     

· Set Up Other Professional Relationships     

· Set Up a Relationship with an Attorney, if Needed     

· Meet Legal Requirements for Operating a Business     

· Get Licenses and Permits     

· Set the Price for Your Product or Service     

· Determine the Financing You Will Need and How You Will Get It     

· Obtain Office Space, Equipment and Suppliers     

· Plan for Risk and Insurance     

· Set up Recordkeeping Systems     

· Set up a Financial Management System     

· Develop a Marketing Plan     

· Hire Employees     

· Develop a Day-to-Day Managerial Plan     

Each of these areas needs careful consideration if your business is to become a reality and prosper.  You may feel comfortable with managing some of these areas, but not others.  Check out the links above for any of the areas that you are unsure about to learn more about how to handle that area of operating a business.  The goal is to have a solid base for your business so that it can grow and you can be freed from unexpected problems in the future. 

Business Name Brainstorming

List three ideas based on the products or services you plan to provide (e.g., children’s clothing, custom menu design, aromatherapy products):

1. _____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

List three ideas based on your special niche (e.g., affordable children’s special occasion clothes, exclusive designs for the small restaurateur, aromatherapy for the office environment):

1. _____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

List three ideas based on your special niche (e.g., affordable children’s special occasion clothes, exclusive designs for the small restaurateur, aromatherapy for the office environment):

1. _____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

List three ideas combining a favorite theme with your special niche: (e.g., Tea Party children’s party clothes, Table for Two menu designs, The Tranquil Desk aromatic office products):

1.  ____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

After you have decided which name you like best, ask yourself a few important questions

· Have you said it aloud to make sure it has easily understood and pronounced?  (Has it passed muster with your family?  Have you had a friend call to see how it sounds over the phone?)

· Have you checked your local Yellow Pages to make sure the same or a similar name is not already listed?

· Have you checked with your local business authority to make sure the name is available?

· Have you started your trademark search?

Mission Statement Worksheet

To develop an effective mission statement, ask yourself these questions:

· Why does my company exist?  Who do we serve?  What is our purpose?


_____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________

· What are our strengths, weaknesses, opportunities and threats?


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________

· Considering the above, along with our expertise and resources, what business should we be in?


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________

· What is important to us?  What do we stand for?


____________________________________________________________________________________________________


_____________________________________________________________________________________________________


_____________________________________________________________________________________________________


____________________________________________________________________________________________________

Now that you’ve answered those questions, you are ready to write your own mission statement.  Use the area below.

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

Demographic Analysis Worksheet

This worksheet will help you define your target audience by describing its demographic characteristics.  Answer all the questions on the work sheet.  When you are finished, compare your demographic profile against the demographic makeup of your market area.  This will help identify the number of people or businesses in your market area that match your demographic profile, which will help you determine the viability of your business.  If you are selling to more than one demographic group, describe them in different work sheets.

Customer Profile

1. Are your customers individuals or businesses?

2. If they are individuals, describe their gender, age, income level and any other significant demographic variables.

3. If they are businesses, describe the industries, sales levels and any other relevant descriptors of the businesses you will target.

Geographic Profile

4. Where are your customers located?

5. How many customers are located in your market?

6. How many unit sales are in your market each year?

7. What is the dollar value of the sales that occur in your market each year?

Startup Costs Worksheet

The following two worksheets will help you to compute your initial cash requirements for your business.  They list the things you need to consider when determining your startup costs and include both the one-time initial costs needed to open your doors and the ongoing costs you'll face each month for the first 90 days.

Startup Capital Requirements - One-time Startup Expenses

	Startup Expenses
	Amount
	Description

	Advertising
	
	Promotion for opening the business

	Starting inventory
	
	Amount of inventory required to open

	Building construction
	
	Amount per contractor bid and other

	Cash
	
	Amount needed for the cash register

	Decorating
	
	Estimate based on bid if appropriate

	Deposits
	
	Check with utility companies

	Fixtures and equipment
	
	Use actual bids

	Insurance
	
	Bid from insurance agent

	Lease payments
	
	Fee to be paid before opening

	Licenses and permits
	
	Check with city or state offices

	Miscellaneous
	
	All other

	Professional fees
	
	Include CPA, attorney, etc.

	Remodeling
	
	Use contractor bids

	Rent
	
	Fee to be paid before opening

	Services
	
	Cleaning, accounting, etc.

	Signs
	
	Use contractor bids

	Supplies
	
	Office, cleaning, etc. supplies

	Unanticipated expenses
	
	Include an amount for the unexpected

	Other
	
	

	Other
	
	

	Other
	
	

	
	
	

	Total Startup Costs
	
	Amount of costs before opening


Startup Capital Requirements - Repeating Monthly Expenses

	Expenses
	Amount
	Description

	Advertising
	
	

	Bank service fees
	
	

	Credit card charges
	
	

	Delivery fees
	
	

	Dues and subscriptions
	
	

	Health insurance
	
	Exclude amount on preceding page

	Insurance
	
	Exclude amount on preceding page

	Interest
	
	

	Inventory
	
	See **, below

	Lease payments
	
	Exclude amount on preceding page

	Loan payments
	
	Principal and interest payments

	Office expenses
	
	

	Payroll other than owner
	
	

	Payroll taxes
	
	

	Professional fees
	
	

	Rent
	
	Exclude amount on preceding page

	Repairs and maintenance
	
	

	Sales tax
	
	

	Supplies
	
	

	Telephone
	
	

	Utilities
	
	

	Your salary
	
	If applicable for first three months

	Other
	
	

	Total Repeating Costs
	
	

	Total Startup Costs
	
	Amount from preceding page

	Total Cash Needed
	
	


*Include the first three months’ cash needs unless otherwise noted.

**Include amount required for inventory expansion.  If inventory is to be replaced from cash sales, do not include here.  Assume sales will generate enough cash for replacements.

