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Step-by-Step Guide to Setting Up a Company
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1. Executive Summary

Overview:

● Brief description of the business idea.
● Purpose of the business.
● Mission and vision statements.
● Summary of the key steps involved in setting up the business.

2. Choose a Business Structure

Options:

● Sole Proprietorship: Single owner, full liability.
● Partnership: Two or more partners, shared liability.
● Limited Liability Company (LLC): Separate legal entity, limited liability.
● Corporation (C-Corp): Separate legal entity, limited liability, subject to double

taxation.
● S Corporation (S-Corp): Similar to C-Corp but with pass-through taxation.
● Non-Profit Organisation: Organised for charitable, educational, religious, or other

purposes.
● Cooperative: Member-owned, shared liability.
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Considerations:

● Legal implications.
● Tax implications.
● Liability concerns.
● Administrative requirements.

3. Select a Business Name

Steps:

● Brainstorm and shortlist potential names.
● Check availability with the local registry.
● Ensure the name complies with naming regulations.
● Reserve the business name (if applicable).

4. Register Your Business

Steps:

● File the necessary paperwork with the local business registry.
● Obtain a Certificate of Incorporation or equivalent.
● Draft and submit Articles of Incorporation or Organization.
● Pay the required registration fees.

Key Documents:

● Articles of Incorporation/Organization.
● Partnership Agreement (if applicable).
● Operating Agreement (for LLCs).

5. Obtain Necessary Licences and Permits

Steps:

● Identify the licences and permits required for your industry.
● Apply for federal, state, and local licences.
● Ensure compliance with zoning laws and regulations.

Common Licences:
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● Business licence.
● Health and safety permits.
● Environmental permits.
● Signage permits.

6. Open a Business Bank Account

Steps:

● Choose a bank that meets your business needs.
● Gather necessary documents (e.g., Certificate of Incorporation, EIN).
● Open the business bank account.
● Consider setting up a merchant account for processing payments.

7. Set Up Accounting and Record-Keeping Systems

Steps:

● Choose accounting software or hire an accountant.
● Set up a chart of accounts.
● Establish record-keeping procedures.
● Ensure compliance with financial reporting requirements.

Considerations:

● Cash vs. accrual accounting.
● Financial statement preparation.
● Budgeting and forecasting.
● Tax compliance.

8. Register for Taxes

Steps:

● Obtain an Employer Identification Number (EIN) from the IRS.
● Register for state and local taxes.
● Apply for sales tax permits (if applicable).
● Understand and comply with tax obligations (e.g., income tax, payroll tax).
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9. Understand Employer Responsibilities

Steps:

● Familiarise yourself with labour laws and regulations.
● Set up payroll systems.
● Understand employee benefits requirements.
● Comply with health and safety regulations.

Key Areas:

● Minimum wage laws.
● Overtime regulations.
● Employee classification (full-time, part-time, contractor).
● Workers’ compensation insurance.

10. Maintain Compliance with Legal Requirements

Steps:

● Stay updated on regulatory changes.
● File annual reports and renew licences.
● Maintain proper records and documentation.
● Conduct regular compliance audits.

Considerations:

● Corporate governance.
● Data protection and privacy laws.
● Environmental regulations.
● Industry-specific regulations.

Conclusion

Setting up a company involves a series of critical steps and careful planning. By following
this step-by-step guide, you can ensure that your business is legally compliant, financially
sound, and well-prepared for success. For personalised assistance and expert consulting
services, visit Grant and Graham.

For more information or support please contact us at www.grant-graham.co.uk
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