New Business Tax and Registration 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 client that already has its legal entity and now needs every tax and registration account in place. Replace the state items.]
	Item
	Entry

	Entity name, type and state
	[Details]

	EIN and date issued
	[EIN, date]

	Date business starts and date first employee or sale expected
	[Dates]

	States where the business has people, property, inventory or customers
	[List]



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

	EIN confirmation letter in the file
	
	
	
	

	Entity classification election status recorded (default, Form 8832 or Form 2553)
	
	
	
	

	Electronic payment enrollment for federal tax deposits
	
	
	
	

	Responsible party and mailing address on file with the IRS are correct
	
	
	
	

	Form 941 or 944 filing and Form 940 filing requirements noted if employees will be hired
	
	
	
	



2. State and local, for each state
	State
	Income / franchise
	Payroll withholding
	Unemployment insurance
	Sales and use tax
	Local business license
	Account numbers noted

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



3. Employees, if any
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Workers’ compensation coverage
	
	
	
	

	Payroll provider chosen and engagement signed
	
	
	
	

	State new hire reporting set up
	
	
	
	

	Form I-9 process and file in place
	
	
	
	

	Required labor law posters
	
	
	
	

	Form W-4 and state withholding forms collected for each employee
	
	
	
	



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

	Bank accounts and credit cards in the entity’s name
	
	
	
	

	Bookkeeping system set up with the chart of accounts
	
	
	
	

	Filing calendar for the first twelve months delivered to the client
	
	
	
	

	Document retention rules given to the client
	
	
	
	



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.
