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Congratulations on your decision to open a new business. 

Here is a checklist for success to cover all of the necessary steps to create, implement and grow a new venture: 

 

1. Select a Legal Structure and Prepare an Operating Agreement 

A. Discuss with your legal counsel or accountant, the appropriate legal structure for your business. You have many 

choices when selecting a legal structure and these choices may impact taxation, distribution of income and business 

succession, to name a few. 

Sole Proprietorship  

Partnership  

Limited Liability Company or Limited Liability Partnership  

Corporation or (S-Corporation for tax purposes) 

Not for Profit 

 

B. Develop By-Laws or an Operating Agreement based upon your legal structure. These documents outline key 

financial and functional decisions including rules, regulations, and provisions of the business.  

 

2. Select a Tax Structure and Obtain a Federal Employer ID Number (FEIN) 

Seek assistance from your CPA/Accountant to determine the best initial tax structure before you obtain your employer 

ID number. This will affect how you are taxed and how and when you must file annual tax forms and estimated tax 

payments. 

You will need a FEIN in order to open your bank account 

You will also need a FEIN in order to pay payroll and payroll taxes 

 

3. Obtain State Registration Numbers 

Seek assistance from your bookkeeper in order to properly register for state taxes in order to set the proper filing 

premise and avoid unneeded penalties for non-filing. 

State registrations may include: 

 State Payroll Withholding Taxes 

 State Labor and Unemployment Taxes 

 State Paid Leave Taxes 

State Sales Taxes 

 State Passthrough Entity Taxes and Estimates 

 State Franchise Taxes 
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4. Open the Company Bank Account 

Select a bank and open the company bank account. 

Consider whether your bank selection is most compatible with your accounting software. Discuss with your bookkeeper 

the best banks to use for this purpose. 

TIP: Contact the bank prior to opening the account to see what their specific requirements are to open a business 

checking account; some banks’ requirements are straightforward, and others may require more detailed participation in 

order to open a business account. Also consider whether you plan to open a company credit card. 

Develop a good banking relationship in order to have potential funding for projects and assets as you grow. 

 

5. Obtain Licenses and Permits 

A. Federal:   Depending on the type of business you are in; you may need a Federal license or permit. 

Most businesses do NOT require a Federal license or permit. However, if you are engaged in one of the following 

activities, you should contact the responsible Federal agency to determine the requirements for doing business: 

Investment advising (http://www.sec.gov) 

Drug manufacturing (http://www.fda.gov) 

Preparation of meat products (http://www.fda.gov) 

Broadcasting (http://www.fcc.gov) 

Ground transportation (http://www.dot.gov) 

Selling alcohol, tobacco or firearms (http://www.atf.gov) 

 

B.  State Licenses:   Some occupations and professions require a State license or permit. Laws vary from State to State, 

however, if you are engaged in one of the following professions, you should contact the responsible state agency to 

determine the requirements for your business: 

Building Contractors 

Banks 

Insurance Carriers 

Physicians 

Appraisers 

Accountants 

Barbers 

Real Estate Agents 

Auctioneers 

Private Investigators 

Private Security Guards 

Funeral Directors 

Bill Collectors 

Cosmetologists 

Hemp And Cannabis Sales 
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C.  State Licenses and Permits based on products sold. 

Some state licensing requirements are based on the product sold. Contact your state licensing authorities to determine 

the licensing requirements of your business. For example, most states require special licenses to sell regulated items. 

Check with your state in order to properly register. 

 

D.  Sales Tax Permit 

If your company sells physical products within the state where it does business, you may have to collect and pay sales 

tax. This is usually accomplished by obtaining a State Seller’s Permit or Resale Permit. 

Discuss with your bookkeeper the necessary sales tax collection actions and filings to be make 

 

E.  Business License 

Most Cities or Counties require you to obtain a business license, even if you operate a home-based business. This is a 

license granting the company the authority to do business in that city/county. 

 

6. Set up an Accounting and Record-Keeping System 

A. Discuss with your Accountant or Bookkeeper the possible accounting platforms that would best suit your business 

type and activity. There are many options for accounting systems, and it’s always recommended to discuss the best type 

for your business with the people who use these systems – bookkeepers and accountants! 

B. Review your system for possible App integrations to streamline your bookkeeping processes. There are ever-evolving 

software choices for recording sales, customer payments, bill pay, payroll and banking that integrate with your existing 

accounting software.  

Consider cloud-based accounting systems for true real-time information and ease of use. Speak with your bookkeeper to 

develop an accounting plan so that you can focus on growing your business. 

 

7. Lease Office, Warehouse or Retail Space (if not home-based) 

Depending on your type of business (retail, office or warehouse), arrange for office space to be leased. Contacting a 

commercial realtor in your area can be helpful. Also, make sure to arrange for utilities and office furniture. 

 

8. Hire Employees or Subcontractors (if applicable) 

Speak with your accounting professional to determine the applicable laws for defining and hiring employees versus 

subcontractors. There are very steadfast rules in making these determinations in order to protect your business.  

Once you have made those determinations, set up and implement a payroll and HR system with the help of your 

bookkeeper. You may want to use a payroll service to handle all aspects of payment, taxes and compliance, or keep your 

payroll in house, depending on the costs and your progression from start up to thriving business. 



 

4 
P 203-397-6482  / info@brightbooksusa.com / 35 Nutmeg Drive /  Suite 300A /  Trumbull ,  CT 06611  / brightbooksusa.com  

 

9. Obtain Business Insurance 

There are many types of insurance for businesses but they are usually packaged as “General Business Insurance” or a 

“Business Owner’s Policy”. This can cover everything from product liability to company vehicles. There is also Workers 

Compensation to obtain for all payroll- related insurance.  

 

10. Develop a Business Identity and Brand 

A. Professional Logo and Slogan  
A professionally created logo and slogan can make your business look professional and established, consider trademarks 
and registration. 
 
B. Develop a Website and Social Media Presence  
Today, an online presence is a must have. A majority of people will browse online to see which companies have well 
established websites before making their choice to do business with you. Social Media presence is also one of the largest 
marketing techniques and brand builders. Look into starting a Facebook, Instagram, Twitter, TikTok, YouTube, or 
LinkedIn Page. 
 
C. Get the Word Out 
Placing ads and utilizing local resources is a great way to spread the word of your new business. Leverage your 
community. Sponsorships, expos, community service, local business groups or chamber of commerce are all places to 
help the community get to know your business.  
 
D. Create Branded Marketing Materials 
Collateral or Marketing materials are always highly suggested when starting a business. I.e., business cards, pamphlets, 

posters, flyers, brochures, pens, stickers, etc. These all help to grow your brand awareness. 

 

 

 

If you need assistance with setting up your new business or are in need of bookkeeping services, please contact 

info@brightbooksusa.com to set up a free consultation. 
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