
 

Starting a Business Checklist 

1. Determine the viability of your idea 

• Prepare a Business Plan (see details below) 

• Include a detailed Financial Forecast (see details below) 

 

2. Decide on a business structure 

• Sole Proprietor (register with the County Courthouse where you are located) 

Note that Sole Proprietor does not provide any legal protection of your personal assets in the event 

of a lawsuit. 

• LLC - You can find more detailed instructions on Starting an LLC at 

https://howtostartanllc.com/illinois-llc#file-the-articles-of-organization 

• Corporation (requires Articles of Incorporation and Corporate Minute Book – best done by an 

attorney) 

• Corporations and LLCs must be renewed annually via an annual report 

 

3. Create an Operating Agreement or Buy/Sell agreement – not required for single owner companies; highly 

recommended if you have two or more owners. 

 

4. Choose your tax filing status (for LLC or Corporation) 

• If LLC  

o Default is filing taxes as a Sole Proprietor for single owner LLC 

o You can elect to file taxes as a Subchapter S Corporation (S Corp.) This will allow you to take a 

paycheck; requires you to file two tax returns: one for the LLC, one personal; Profits/Losses from 

LLC are reported on personal taxes via K-1 form 

• If Corporation 

o Most small business corporations elect to file taxes as a Subchapter S Corporation (S Corp.) 

S Corp election form: https://www.irs.gov/pub/irs-pdf/f2553.pdf 

Consult with a tax professional before making a final decision about business structure and tax filing status. 

5. Request an EIN from www.irs.gov This will give you a business “id” so you don’t have to use your SSN. 

 

6. Open a separate business bank account and track all business transactions separately from personal 

spending. 

 

7. Register with the State of Illinois: https://www2.illinois.gov/rev/businesses/Registration/Pages/default.aspx 

• If applicable, you will receive a sales tax ID 

 

8. Check if your business requires any licensing or certification from the state, and if your local municipality 

requires business registration 

https://www.idfpr.com/profs/proflist.asp 

 

9. Consider a business insurance policy (talk to a business insurance broker)  



Business Plan (Use template provided) 

1. Summary - Describe your business as if talking to someone who knows nothing about it 

2. Funding Needed - Indicate the amount of money it will take to open the business (see financial 

forecast) 

3. Company - give some details about the company (e.g. structure, location, hours) 

4. Products/Services - Describe the product(s) and/or service(s) you plan to offer – break them out and 

describe in enough detail so an outside party will understand 

5. Markets - Identify your target market(s) – in other words, describe your ideal customer type(s) and 

why they would choose your product/service 

• Include detail on each market segment or niche that you plan to target 

6. Competition - Describe the competitive landscape 

• Direct and indirect competitors (so, where are your customers currently finding the same or 

similar products/services 

• Competitive advantages – why will the customer choose to purchase from you 

• Competitive positioning – describe how your business compares to your competitors (pricing, 

features, value, level of service, etc.) 

7. Marketing – What activities will you do to raise awareness of your business; what will these 

activities cost 

8. Operations – Provide detail on how your business will function (if this is not complex, you can 

include it with your company information  

9. Management and Staffing – Include your bio/credentials, as well as bios for any other owners; 

describe employee positions and f/t or p/t 

10. Financials – refer to Financial Forecast 

 

Financial Forecast (Use template provided) 

1. Start-up costs – capital expenses, itemized (e.g. equipment, furniture, buildout, etc.) 

2. Start-up costs – one-time expenses, itemized (e.g. web site, supplies, starting inventory, pre-opening 

marketing) 

3. Start-up costs – one-time expenses for professional services (e.g. legal, architect) 

4. Start-up costs – first payment or deposit (e.g. rent, utilities, insurance) 

5. Working capital – how much money you need to have in the bank to get to the point of break/even 

(this can be calculated by the spreadsheet) 

6. Financing sources – how much money will you invest; how much is needed other sources 

7. Monthly Operating Budget – monthly and other regular expenses (rent, utilities, marketing, etc) 

8. Product/Service unit pricing – list of products and/or services offered, and unit pricing (by piece, 

purchase, hour, job, etc.) 

For example:  

• Retailer - group by product categories; average purchase by group 

• Restaurant – group my meals or other services offered; average price per meal (e.g. breakfast, 

lunch, dinner, catering, alcohol) 

• Service provider – group by types of services offered (or most purchased); average price per job 

or hour 

9. Product/Service unit cost 

• Price for inventory, supplies , contract labor or other costs that can be specifically attributed to 

the sale of that product/service unit 

10. Sales forecast – project the number of units to be sold per month 


