LLC Formation and Tax Setup 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 LLC. State filing steps and fees differ, so replace the state items from the Secretary of State site. The operating agreement is the attorney’s work.]
	Item
	Entry

	Proposed name and state
	[Name, State]

	Members and ownership %
	[List]

	Manager or member managed
	[Choice]

	Intended tax treatment
	[Disregarded entity / partnership / S corporation / C corporation]

	Target start date
	[MM/DD/YYYY]



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

	Confirm the name is available and complies with state rules on the entity ending
	
	
	
	

	Choose and appoint a registered agent in the state
	
	
	
	

	Confirm members, percentages and capital contributions agreed in writing
	
	
	
	

	Confirm with an attorney that an operating agreement is drafted
	
	
	
	

	Discuss tax treatment and the effect on self-employment tax, payroll and state taxes
	
	
	
	

	Check whether the business needs any license or permit
	
	
	
	



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

	File the certificate or articles of organization with the state
	
	
	
	

	Pay the state filing fee and any publication fee
	
	
	
	

	Obtain the filed, stamped copy
	
	
	
	

	Adopt the operating agreement; every member signs
	
	
	
	

	Record initial capital contributions in the books
	
	
	
	



3. Federal and state tax setup
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Apply for an EIN (Form SS-4) if one is needed
	
	
	
	

	Decide on a tax election: Form 8832 or Form 2553, or the default classification
	
	
	
	

	Calendar the election deadline from the IRS instructions for the form chosen
	
	
	
	

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

	Register with local tax and licensing offices
	
	
	
	

	Set up payroll if there will be employees, and complete the federal and state account steps
	
	
	
	



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

	Open a business bank account in the entity’s name and EIN
	
	
	
	

	Set up the accounting system and chart of accounts
	
	
	
	

	Get business insurance quotes with the client’s insurance agent
	
	
	
	

	Calendar the state annual report or franchise tax due date and fee
	
	
	
	

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

	Hand the client a one-page calendar of filings for the first year
	
	
	
	



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.
