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Small Business Planning Exercise

Business Owner
ANSWERS
Business Check List
Address each task with a yes or no as to whether it is “Required” or “Recommended”. Then prioritize each task from 1 – 23 (1 = Most Important to Do First).
	Task
	Required

(Yes/No)
	Recommended

(Yes or N/A)
	Priority

1 - 23

	Meet with Business Assistance Organization (e.g. JCBRC & SBDC)
	No
	Yes
	4

	Research Trade Name and Trade Mark (State of Colorado)
	No
	Yes
	11

	Research Trade Name and Trade Mark (US Patent & Trade Mark Office)
	No
	Yes
	12

	File Company Name and Articles of Organization with the Secretary of State (Form DR0592)
	Yes
	N/A
	14

	Obtain a Federal Employer Identification Number, aka Tax ID # or EIN (Form SS-4)
	Yes
	N/A
	13

	Obtain a Sales/Use Tax Number from the State of Colorado (Form CR100)
	Yes
	N/A
	15

	Obtain a Sales/Use Tax Number from the City of Lakewood (Application for Sales and Use Tax License)
	Yes
	N/A
	16

	Analyze & Find a Good Location
	No
	Yes
	5

	Obtain Traffic Counts/Flow of Location
	No
	Yes
	8

	Obtain Demographics of Area
	No
	Yes
	7

	Develop a Business Plan Including a Marketing Plan & Cash Flow Analysis
	No
	Yes
	3

	Carefully Negotiate a Lease
	No
	Yes
	9

	Design Store Layout
	Yes
	N/A
	10

	Submit Plans to City (or County)
	Yes
	N/A
	18

	Complete a Retail Food Application (Form 3000) & Submit Plans to Local Health Department
	Yes
	N/A
	19

	Submit Plans to Governing Fire Department
	Yes
	N/A
	20

	Hire Licensed Contractor(s)
	Yes
	N/A
	17

	Review Equipment Options & Costs
	No
	Yes
	1

	Review Vendor/Merchandise Options & Costs
	No
	Yes
	2

	Join Chamber of Commerce
	No
	Yes
	22

	Plan for Grand Opening
	No
	Yes
	23

	Evaluate Ingress & Egress for Location
	No
	Yes
	6

	Apply for Commercial Building Permit
	Yes
	N/A
	21
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List in Prioritized Order
	Task
	Required

(Yes/No)
	Recommended

(Yes or N/A)
	Priority

1 - 23

	Review Equipment Options & Costs
	No
	Yes
	1

	Review Vendor/Merchandise Options & Costs
	No
	Yes
	2

	Develop a Business Plan Including a Marketing Plan & Cash Flow Analysis
	No
	Yes
	3

	Meet with Business Assistance Organization (e.g. JCBRC & SBDC)
	No
	Yes
	4

	Analyze & Find a Good Location
	No
	Yes
	5

	Evaluate Ingress & Egress for Location
	No
	Yes
	6

	Obtain Demographics of Area
	No
	Yes
	7

	Obtain Traffic Counts/Flow of Location
	No
	Yes
	8

	Carefully Negotiate a Lease
	No
	Yes
	9

	Design Store Layout
	Yes
	N/A
	10

	Research Trade Name and Trade Mark (State of Colorado)
	No
	Yes
	11

	Research Trade Name and Trade Mark (US Patent & Trade Mark Office)
	No
	Yes
	12

	Obtain a Federal Employer Identification Number, aka Tax ID # or EIN (Form SS-4)
	Yes
	N/A
	13

	File Company Name and Articles of Organization with the Secretary of State (Form DR0592)
	Yes
	N/A
	14

	Obtain a Sales/Use Tax Number from the State of Colorado (Form CR100)
	Yes
	N/A
	15

	Obtain a Sales/Use Tax Number from the City of Lakewood (Application for Sales and Use Tax License)
	Yes
	N/A
	16

	Hire Licensed Contractor(s)
	Yes
	N/A
	17

	Submit Plans to City (or County)
	Yes
	N/A
	18

	Complete a Retail Food Application (Form 3000) & Submit Plans to Local Health Department
	Yes
	N/A
	19

	Submit Plans to Governing Fire Department
	Yes
	N/A
	20

	Apply for Commercial Building Permit
	Yes
	N/A
	21

	Join Chamber of Commerce
	No
	Yes
	22

	Plan for Grand Opening
	No
	Yes
	23








