
TIME LINE FOR STARTING A BUSINESS


This is a guideline.  Time periods will vary from business to business.  This should serve as a reminder and a framework for budgeting time and expenditures to lay a solid foundation for a new business.


9-12 months prior

– Prepare preliminary business plan and budget.

– Interview bankers and/or potential investors.

– Explore the required business permits & licenses [city, county, state] and obtain them. 

– Check zoning ordinances.

– Check utility requirements.

– Decide on business location.

Externals

– Visit your support network: attorneys, bankers, CPAs, consultants, competitors.

– Contact/join local Chamber of Commerce.

– Subscribe to local papers.

– Check out community amenities.

– YELLOW PAGES publication date?


6-9 months prior

– Determine office/plant layout and design.

– Prepare leasehold improvement plan.

– Obtain bids on major business equipment.

– Interview and choose advisors: attorney, CPA, insurance agents, consultant etc.

– Review leases and contracts with attorney and advisors.

– Obtain bids on major business equipment.

4-6 months prior

– Decide form of business structure: sole. proprietor, incorporation [C; S, LLC etc].

– Prepare final budget and review with banker.

– Order business systems: receivables, disbursements; payroll etc.

– Purchase office equipment and furniture, and arrange delivery dates.

– Determine business hours.

– Prepare advertisements.

– Design and order exterior and interior signage.


0-4 months prior

– Contact IRS for Federal employer ID number [irs].

– Check state Department of Commerce for employer/employee rules and requirements.

– Obtain payroll withholding booklets from tax authorities.

– Contact state Department of Revenue for sellers permit, tax forms and employer’s obligations.

– Review tax requirements with accountant.

– Make sure business filings and license applications are complete.


______________

– Determine pricing.

– Arrange for insurance.

· Open checking account.

– Establish petty cash fund.

– Install telephone lines/wireless.

– Sign up credit card system.


______________

– Write job descriptions.

– Determine work policies, and employee benefits.  

​ Write policy manual for employees.

​ Advertise for new personnel and interview.

​ Hire and train employees.


______________ 

​ Order supplies: business cards, stationary, note pads, pens etc.

​ Start setting up office. 

– Order industry publications, association magazines, and reference materials. 

– Arrange for movers. 

– Arrange for janitorial service, waste removal, laundry etc.

– Schedule utilities to be turned on.


Externals

– Give talks to local community groups.

– Join local civic and church groups.

– Prepare press release. 

– Begin advertising.

– Mail announcements.

– Plan for Open House?

              _______________

What else?
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