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CLEANING BUSINESS START-UP CHECKLIST
	Status
	To-Do List

	
	Contact your local Small Business Administration Office or small business center to see if they have any free information about starting a business in your state. Most states have a small business start-up guide that will let you know exactly what you need to do to start a business.

	
	Prepare a comprehensive business plan and thoroughly estimate your start up costs.  This does not have to be along document unless you’re seeking financing. The business plan will help guide you and force you to look at all aspects of your business.

	
	Interview and select your support team – accountant, insurance broker, and attorney. They will be able to advise you on the next steps.

	
	Choose a name for your business. Pick a name that distinguishes you from your competition and is easy to remember. Check to see if the business name you’ve chosen is available through your Secretary of State’s office and then register the name. It’s also a good idea to do a trademark search for the name to see if it’s already trademarked. This can be done at www.uspto.gov . Also check to see if the corresponding domain name is available for your business (ie: www.mycompany.com). 

	
	Choose a business structure (sole-proprietorship, partnership, LLC, S-Corp, C-Corp). 

	
	Obtain an Employer ID Number (EIN) with the IRS.
http://www.irs.gov/businesses/small/article/0,,id=98350,00.html 

	
	Obtain any required business licenses.

	
	If your state requires that you pay sales tax on services or products you sell, then you need to obtain a Sales and Use Tax number.

	
	Select a location for your business. Call your local Planning and Zoning Office to see if the location you have selected for your business is properly zoned for your cleaning business. If applicable, sign lease or rental agreement.

	
	Set up a business bank account for your business.

	
	If necessary, secure financing for your business.

	
	Work with your insurance broker to determine your insurance needs. This may include liability insurance, bond, workman’s compensation, health, and disability.

	
	Develop a record keeping system for tracking income and expenses, a system for paying taxes, payroll systems, and inventory tracking (if applicable). Seek the advice of the accountant you have hired for your business. 

	
	Establish customer payment policies.

	
	If you will have employees, create an employee handbook or operations manual. Develop job descriptions, hiring and orientation procedures, training programs and evaluation procedures so you are ready when you need to hire employees.

	
	Identify your suppliers.

	
	Have a logo created for your business.

	
	Have business cards and collateral materials printed. 

	
	Purchase any needed office equipment (office furniture, phone, fax, computer, printer, office supplies)

	
	Purchase cleaning supplies and equipment.

	
	Start marketing your business following the marketing plan you outlined in your business plan.
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