Checklist for Starting a Business

Activity 

1. Decide on the type of business

2. Identify and consult sources of trade information

3. Select whether to locate at home, in a building or shopping center

4. Decide on a general location (city or suburban) for the business

5. Decide how to enter the business: buying business, starting new one, or franchise

6. Check zoning requirements if the business will not be located in established commercial area

7. Identify prospect characteristics within the trade area 
8. Plan your product or service line

9. Identify the trade area

10. Analyze the competition within the trade area

11. Prepare a Business Plan/ economic analysis of the business

12. Determine the necessary store size or office size (if appropriate)

13. Choose a business name, logo (if needed) and tagline (if desired)
14. Select & register a website domain name

15. Get a lawyer

16. Decide on and arrange the form of business structure or organization

17. Establish a business bank account

18. Get (or at least consult with) an accountant

19. Set up a bookkeeping system

20. Arrange for the building lease

21. Obtain the necessary federal, state and local licenses and permits

22. Make arrangements for utilities, especially phone, fax, 800 #
23. Obtain a listing in the classified telephone directory (Yellow Pages)

24. Obtain identity material (i.e. business cards, letterhead, envelopes, labels, etc.)

25. Develop (with help if needed) your website 
26. Design store layout or office layout  (if appropriate)
27. Develop sales, cost and cash flow projections

28. Determine cash requirements
29. Make arrangements for whatever outside financing is necessary

30. Identify and contact sources of supply

31. Establish lines of credit with suppliers

32. Place initial orders with suppliers

33. Obtain store furniture & fixtures and complete necessary remodeling
34. Obtain appropriate insurance coverage

35. Establish the business’ operating schedule

36. Create marketing plan & initiate beginning promotional and advertising activities

37. Obtain the merchandise

38. Establish business policies concerning pricing, personnel, etc.

39. Hire and train personnel as needed
40. Establish an inventory control system

41. Stock store

42. Open for Business

