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 Task Notes 

❑ Choose type of legal entity 
✓ LLC, LLP, C-Corp, etc.—Incorporation is key to providing legal protection for the individual and the 

business 

❑ Register entity with Pennsylvania 
✓ Need to have articles of incorporation prepared by attorney 
Confirm chosen corporate name is available 

❑ Register “fictitious name” with Pennsylvania 
✓ Needed if deciding to use name other than legal name for advertising or dropping labels from name 

(i.e. John’s Plumbing, LLC would be advertised as John’s Plumbing or John Boy’s Plumbing) 

❑ Get EIN from IRS  

❑ Decide on taxing structure of entity 

✓ LLC—Reported as Schedule C for 1 member, or on separate partnership or corporate return for 2+ 
members 

✓ S-Corporation—Can be elected for entities owned by 1 or more individuals and legally set up as LLC, 
C-Corp or PC 

❑ Get any required state licenses ✓ May be needed for both individual and business (for various service industry licenses) 

❑ Prepare PA-100 
✓ Need to fill out to request sales tax filing registration, employment account registration, lottery sales 

registration, cigarette or fuel tax registration, etc 

❑ Get separate bank account 
✓ Important to segregate business and personal expenses for accurate record keeping for tax and 

possible audit purposes (income, sales, or payroll) 

❑ Set up accounting software 

✓ Accounting software (even simple versions) help track income and expenses to prepare accurate tax 
returns, ensure all expenditures are accounted for and deducted at year end, and are invaluable tool 
in event of income, sales, or payroll audits 

✓ Create paper trail for all transactions by using checks or debit/credit cards for all purchases 
✓ Reconcile bank and credit card accounts monthly to ensure all business transactions are properly 

recorded in accounting records 

❑ Determine Employees vs Subcontractors 
✓ Paying individuals as 1099 subcontractors when they are indeed employees according to DOL or IRS 

regulations could result in costly penalties and interest if appropriate withholdings are not done 
throughout the year 

❑ Payroll processing 
✓ Decide on outside payroll provider or do-it-yourself payroll (via QuickBooks or other accounting 

software)—Third party assistance may still be advised for quarterly and year end reporting 

❑ Make quarterly estimated tax payments 
✓ If necessary, based on tax structure, make quarterly estimated tax payments to avoid penalties and 

interest when filing year-end tax return 

❑ 
Determine other apps/programs that are 
helpful 

✓ How will you account for inventory, mileage, etc 

 


