Corporation Formation and S Election Checklist
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it for a new corporation, including one that will elect S corporation status. Legal steps and minutes are the attorney’s work.]
	Item
	Entry

	Proposed name and state
	[Name, State]

	Incorporators and initial shareholders
	[List]

	Number and classes of shares; price per share
	[Details]

	Intended tax treatment
	[C corporation / S corporation]

	Tax year beginning date
	[MM/DD/YYYY]



1. Formation
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Choose the state and a registered agent
	
	
	
	

	File the articles or certificate of incorporation
	
	
	
	

	Adopt bylaws; name the directors and officers
	
	
	
	

	Hold and minute the organizational meeting
	
	
	
	

	Issue stock certificates or electronic share records, and keep the stock ledger
	
	
	
	

	Record capital contributions and the shares issued for each
	
	
	
	



2. S corporation election, if intended
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Confirm every shareholder is eligible and that there is only one class of stock
	
	
	
	

	Determine the date the corporation’s first tax year begins
	
	
	
	

	Calendar the Form 2553 deadline: no more than 2 months and 15 days after the beginning of the tax year the election is to take effect
	
	
	
	

	Obtain each shareholder’s signature and consent on Form 2553 or on a separate consent statement
	
	
	
	

	File Form 2553; keep proof of filing
	
	
	
	

	Follow up for the IRS acceptance letter
	
	
	
	

	If late, review the late election relief the IRS describes in the Form 2553 instructions
	
	
	
	



3. Tax and payroll setup
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Obtain the EIN (Form SS-4)
	
	
	
	

	Register for state income, franchise, payroll and sales tax accounts as required
	
	
	
	

	Plan reasonable compensation for shareholder-employees, and set up payroll
	
	
	
	

	Decide on the accountable plan for reimbursements
	
	
	
	

	Set up shareholder loan and distribution tracking, and a basis worksheet for each shareholder
	
	
	
	



4. Ongoing
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Open the bank account in the corporation’s name
	
	
	
	

	Calendar the state annual report and franchise tax
	
	
	
	

	Calendar annual director and shareholder meetings and minutes
	
	
	
	

	Calendar federal and state return due dates and estimated tax payments
	
	
	
	

	Check current federal beneficial ownership reporting status on FinCEN’s site and record the result
	
	
	
	



Sign-off
	Role
	Name
	Initials
	Date

	Prepared by
	[Name]
	
	[MM/DD/YYYY]

	Reviewed by
	[Name, Title]
	
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
