	One-Person Business Checklist

	Use this checklist to make sure you have all your bases covered as you get your one-person business off the ground.

	□  Describe your business in 25 words or less. Include what you do and how you will get paid. 

	□  Decide on a business structure. Most one-person businesses are sole proprietorships. For more information, check out the Small Business Administration at www.sba.gov.

	□ Choose a business name. Make sure it describes your business and that it’s available, in some form, as a domain name. Check to make sure no one else in your market area is using the same name.

	□  Register your business name. Reserve your domain name and username across social networks. Unless you’re registering your business under your own name, you’ll need to register a fictitious or assumed name at the county or state level.

	□  Prepare for paying business income taxes. As a self-employed businessperson, your income taxes won’t be withheld, so it’s up to you to set aside funds to pay income tax and self-employment taxes directly.

	□  Check out local government requirements. Most cities and many counties require even one-person businesses to register and — you guessed it — pay a business tax. Check out the Small Business Administration website for state-by-state information.

	□ Open a bank account for your business. Separating your personal and business finances is crucial for managing business finances, tracking revenue and expenses, and monitoring business profits. 

	□  Get a business credit card. This can help you separate business expenses from personal expenses. 


	□  Establish a financial recordkeeping system. For more information, check out Chapter 9.

	□  Set up your workspace. Make sure the place you plan to do business is zoned for business.

	□  Get the appropriate insurance coverage. Your homeowners’ policy may be enough if you’re running a business out of your house, but you may need to add additional amendments, so check with your agent.

	□  Develop marketing materials. Business cards, stationery, business forms and, of course, a website are essential to most solo entrepreneurs.

	□  Check out resources for outsourcing. As a one-person business, you can’t do everything. Look for options for outsourcing the stuff you can’t or don’t want to do, such as bookkeeping.

	□  Establish operational processes. Decide in advance how you’ll keep track of clients, how you’ll produce and bill for your products or services, and how you’ll follow up with customers to ensure quality and maintain contact.


