Launch Your
Business Legally
Checklist

Notice: We do include links to other websites and services. However, we are NOT endorsing these products, and we do not receive any
sort of profit for your use of those services or websites. We simply included those links because we think they could be useful to you and
your business.
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OUR MISSION
Legaleasy, LLC is a business
services

company

created

for the express purpose of
educating

entrepreneurs,

creatives,

and

small

business leaders in the legal
matters

that

involve

HOW WE TEACH YOU
The Legaleasy Podcast
Facebook

www.facebook.com/legaleasyllc)
www.legaleasyllc.com

(

Business Law Made Easy Digital Course
(launching 2021)

their

businesses.

We are PASSIONATE about
equipping
legal

you

with

knowledge

the

necessary

to make better decisions for
you and your business.

Most

people

overwhelmed
jargon,

aka

take

feel

by

legalese.

complex

concepts

legal

and

We

WE MAKE
LEGALESE...
LEGALEASY.

legal

make

them

simple and easy so that you
gain true UNDERSTANDING.

We've

all

heard

that

knowledge is power, but we
believe

that

knowledge

without

understanding

is

DISCLAIMER:

Here's the deal: we are not your attorney(s)

or your law firm.

While the owner and some employees of

Legaleasy, LLC are licensed attorneys, (a) we may not be
licensed in your state, and (b) even if we are, we are not your
attorney(s).

useless.

That's

why

we

make legalese... Legaleasy.

(Of course we have a disclaimer, we practice

what we preach!)

Legaleasy, LLC is NOT a law firm.

we are not representing you in any capacity.

Quite simply,

The information

presented in this checklist is not intended to be legal advice
and does not constitute an attorney-client relationship.
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QUICK CHECKLIST
NAME THE BUSINESS
PURCHASE DOMAIN
CHOOSE BUSINESS LOCATION
REGISTER THE BUSINESS ENTITY WITH YOUR STATE

CREATE OPERATING AGREEMENT OR BY-LAWS
OBTAIN FEDERAL and/or STATE TAX ID NUMBER (EIN)

OPEN A COMPANY BANK ACCOUNT
OBTAIN LICENSES AND PERMITS
CHOOSE AN ACCOUNTING SYSTEM
OBTAIN BUSINESS INSURANCE
WEBSITE & EMAIL SET-UP
PRIVACY POLICIES, DISCLAIMERS, T&Cs, etc.
HIRE EMPLOYEES
BRAND PROTECTION
LEGALEASY, LLC. ALL RIGHTS RESERVED.
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expanded CHECKLIST
1. NAME THE BUSINESS
Before you decide on your business name, it’s a great idea to do a quick internet
search for those potential name possibilities as well as perusing your state's
website. Searching the internet for other businesses with the same or a similar
name will tell you how widely used your proposed name is in the marketplace.
Searching your state website for other businesses registered with the same
name will tell you how likely it is that your name will be approved by the state.
Some items to consider when choosing a name are:
Is the name being used by another business in your same field?
Would the name you choose cause customer confusion with a similarlynamed business?
Does the name allow for business growth?

2. PURCHASE DOMAIN
In today's digital world, your business MUST have a website. But, before you can
build and design your website, you must secure your domain. Here are a couple
of places you might use to purchase your domain:
Google Domains (https://domains.google/)
Bluehost (https://www.bluehost.com/domains)

3. CHOOSE BUSINESS LOCATION
Are you a virtual business? Will you have a brick and mortar? Both? Knowing
where you will conduct business and receive mail is essential for registering
your location and mailing address with your state and/or county. If you are
initially unsure, there are several co-working companies that can offer you a
physical address, mail collection, phone answering, office space, and more.
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expanded CHECKLIST
4. REGISTER THE BUSINESS
A fundamental part of setting up your business legally is registering your chosen
name and entity structure with your state’s appropriate department. The most
common business entities are Limited Liability Companies (LLC) and
Corporations (INC).
For an LLC, a document named the Articles of Organization should be filed.
For an INC, a Charter (For-Profit) should be filed.
In most states, the department that handles this registration is the Secretary of
State.

Additionally, most states allow for online registration through their

official website. If you are unsure how to register your entity, call your state for
guidance, hire an attorney, or sign-up for our digital course!
P.S. It is always a good idea to consult with a CPA when deciding which entity
structure is best for your business.

5. CREATE AN OPERATING AGREEMENT
OR BY-LAWS
Even if you are a solo-preneur, you want a document that acts as the legal
“bible” for your company. That document is called an Operating Agreement for
an LLC, and Corporate By-laws for an INC.
Major items that document should cover are:
Who are the members or shareholders of the company?
What percentage did each person contribute to the start-up costs?
What roles will each member or shareholder fulfill?
What happens when one of the members or shareholders dies?
What happens in the event you need to oust a member or shareholder?
What happens if you need to shut down the company?
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6. OBTAIN FEDERAL AND/OR STATE TAX
ID NUMBER (EIN)
Now that you have registered your entity with the state…time to register with the
IRS and/or your state department of revenue!
Federal EIN: Head on over to www.irs.gov and click the link to “Apply for an
EIN" or click HERE. One item to mention, you will need to enter either your
social security number or an already existing EIN to establish the responsible
party for the company.
State Tax ID: If your state requires you to have a state Tax ID number, you will
need to register separately with your state. Please check your state's specific
guidelines to see if this applies to you.
Remember, these numbers are needed to open your company bank account,
obtain company credit, pay your employees, and pay your taxes!

7. OPEN A COMPANY BANK ACCOUNT
With your EIN/Tax ID, you can open a separate company bank account! Please,
please, please do NOT commingle business funds with your personal funds.
Learning to not commingle funds is business law, business accounting, and
business sense 101! Provide your bank with the following to open your new
account:
Entity registration documentation (i.e. Articles of Operation for an LLC or
Charter for an INC).
Entity operating document if you have one.
EIN letter from the IRS and/or your state Tax ID info.
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expanded CHECKLIST
8. OBTAIN LICENSES AND PERMITS
Licenses and permits are not needed for every type of business. If your business
does require one, do NOT skip this step. Check out this list from the Small
Business Association (https://www.sba.gov).

It outlines the types of

businesses that require permits and licenses. Some examples of industries that
require businesses to obtain permits and/or licenses are:
Cosmetology (salons and spas)
Food
Alcohol, Gambling, and Firearms
Construction Trades (plumbers, electricians, etc.)
Real Estate Brokers

9. CHOOSE AN ACCOUNTING SYSTEM
You are starting a business to make money, right? Do NOT start off on the
wrong foot here...you need an accounting system for bookkeeping!

Some

business owners prefer to hire a bookkeeper from the beginning. If so, that's
great, but make sure to have access to the accounting system the bookkeeper
uses. Remember, you (as the boss) need to be on top of your business. You
don't have to perform all the work functions for your business, but you do need
to have access to and understand those tasks and systems. A few accounting
systems to explore are:
Xero (https://www.xero.com/us/)
Quickbooks (https://quickbooks.intuit.com/)
FreshBooks (https://www.freshbooks.com/)
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10. OBTAIN BUSINESS INSURANCE
Just because you have certain protections through your status as an LLC or an INC
does not mean you can skip out on insurance. It cannot be stressed enough the
importance of maintaining proper business insurance. The type of insurance you
need depends upon your business type and model. Some examples of business
insurance are:
General liability insurance
Product liability insurance
Professional liability insurance
Commercial property insurance
Home based business insurance
We recommend consulting with an insurance agent who has experience in business
insurance when making these decisions.

11. WEBSITE & EMAIL SET-UP
Even though it goes without saying, here it is anyway...you need a website and
an email address. The website doesn't have to be super slick, but you do need a
website that clearly and simply conveys what your business does and how
customers can contact you. You also need an email address that matches your
website. You can set these up separately, with or without the assistance of a
web designer, or through a do-it-yourself services.
A few do-it-yourself services to mention are:
Squarespace (https://www.squarespace.com)
Wix (https://www.wix.com)
GoDaddy (https://www.godaddy.com)
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12. PRIVACY POLICIES, DISCLAIMERS,
TERMS and CONDITIONS, ETC.
Don't forget about the fine print! Remember: legal jargon doesn't have to be
complex. You can make the legalese, Legaleasy! (Pun absolutely intended!)
Your business and industry will determine what types of disclaimers, terms and
conditions, privacy policies, etc. you need.

Don't skip this step.

Do your

homework and determine what disclosures you need to make to your customers
and potential customers.

13. HIRE EMPLOYEES
Will you need to start your business with employees? If so, there are several
items to consider to ensure that you, the boss, are protected legally.
W2 Employee vs. 1099 Independent Contractor. Many factors weigh in to
determine whether you employ a traditional W2 employee or a 1099
contractor; the main factor is control. The more control you have over the
employee, the more likely they are a W2 employee. You need to determine
which type of employee best fits in your business model, as each type carries
different legal implications.
Payroll company:

We strongly suggest using the services of a payroll

company to handle your payroll. Most payroll companies will handle all
taxes, provide your employees with direct deposit, and issue end of the year
statements.

Additionally, they usually offer HR services like creation of

company handbooks, offer letters, and termination letters. Online payroll
companies include:
Gusto (https://www.gusto.com/)
ADP (https://www.adp.com/)
Justworks (https://justworks.com/)
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14. BRAND PROTECTION
If part of your business is developing a brand, it may benefit you to protect your
intellectual property on a state or federal level. Trademarks and Copyrights
protect intellectual property.
A trademark or service mark is used to identify and distinguish the
goods/services of one seller/provider from those of others. They can be any
word, name, symbol, or device--or any combination of those.
By registering your mark with the appropriate authorities you have a legal
remedy should someone else try to use your mark--much more so than if
you don't register!
A copyright is a form of protection for original works of authorship that are
fixed (written, coded, etc.) and tangible.
Although your copyright exists the moment you create a tangible work,
filing for copyright protection can provide proof that you came up with
and wrote down your idea first!
If you decide to take the steps to protect your intellectual property, we
absolutely suggest consulting an attorney experienced in applying for
trademarks and copyright protection.

This is one of the instances where

spending a little more money upfront can save you loads in the end.

Additional Disclaimer: This checklist does NOT provide a comprehensive or thorough guide
on how to start a business, but instead provides a brief list of items we think are important
to remember when launching a business. For more information, seek additional legal
guidance and/or check out our additional teaching tools.
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Thank you for
downloading our
checklist!
Hello! I'm Kelly Greene Elrod,
the founder of Legleasy, LLC.
I help small business owners by
finding the simple in the
complex and then teaching
them to be the confident CEO
of their business.
Specifically, I teach small business owners that YOU ARE
SMART ENOUGH to understand business law basics and
operate your business legally. I believe that whether you
do or don't want to understand business law doesn't
really matter, because YOU MUST. In order to make wise
and knowledgeable decisions about your business you
MUST understand business law basics.
And it's your lucky day, 'cause I'm just dying to teach it to
you!
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