
Material discussed is meant for general informational purposes only and is not to be construed as tax, legal, or investment advice. Although 
the information has been gathered from sources believed to be reliable, please note that individual situations can vary. Therefore, the 

information should be relied upon only when coordinated with individual professional advice. 

Small Business Owner’s Checklist  

 

Please note: This manual provides high level guidance on business ownership. Some of the steps below are much more 

complex than they initially seem. You can find in-depth information by browsing the Small Business Owner’s section on the 

Sparks Financial Education website. If you need additional guidance, please email brad@sparksfinancialed.com. 

 

Use the checkboxes to track your progress. 

IDEA STAGE 

 Have a (good) idea!  

▪ As simple as it may sound, not every idea you have is a good one. Do some research 

to see if there is a large enough group of people that would be interested in what you 

want to offer 

 Create a Business “Plan” 

▪ Don’t be overwhelmed by the sound of it. A good “plan” for the purposes of starting a 

business just needs to have your goals outlined, a mission and/or vision, rough 

timelines of your growth, quick calculations of financial viability of the business, and a 

list of resources that may be able to help you start and how your business 

▪ Create a name 

 It needs to be Simple and Catchy and/or Explanatory of what you offer 

 Search that your name is not taken with your state 

FORMATION STAGE 

▪ Legal Legwork – the official documents needed to start a business 

 Obtain an Employer Identification Number with the IRS 

 Articles of Organization with your state 

 Operating Agreement with your state 

 (Optional) Trade name with your state 

▪ Financial Legwork – the items required by law, and the steps to be more efficient at making 

money 

 Create separate bank accounts for your business 

 Create separate tracking/organization for your business  

 Create a Marketing Plan (See ‘Marketing Tab’ on Sparks Financial Education website) 

▪ Must be clear, simple, and most importantly, lead directly to sales  

GROWTH STAGE 

▪ Create a method of capturing and tracking sales and interest 

 Find good Point of Sale (POS) vendor 

 Track current customers for repeat sales and good customer service 

 Generate leads for potential customers and sales 

▪ Attract and Retain Employees 

 Offer valuable benefits 

 Create a productive and positive work culture 

EXIT STAGE 

 Create a plan to leave 

▪ It is never too early to have an idea of how you would want to leave your business – 

retire, sell it, transfer to an employee or family member, etc. There are a lot of details 

to get right! 
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