Operations Requirement Checklist

Check off and date the following items as they are completed.  This checklist should be handed in with your first set of reports.

	ITEM
	DATE
	DETAILS

	(  Business Name registered
	
	

	(  Business Bank Account opened
	
	

	(  GST registered
	
	

	(  PST registered
	
	

	(  Graphic Designer contacted
	
	

	(  Home office set up
	
	

	(  Commercial space secured
	
	

	(  Business telephone installed
	
	

	(  Business equipment purchased
	
	

	(  Business/auto insurance obtained
	
	

	(  Bookkeeping set up
	
	

	(  Invoicing system set up
	
	

	· Necessary forms designed (receipts, invoices, estimates, etc.)
	
	

	(  Business Cards printed
	
	

	(  Brochures printed
	
	

	(  Accountant obtained
	
	

	(  Lawyer obtained
	
	

	(  Necessary contracts developed
	
	


NETWORKING:

List any networking groups, clubs or professional associations you plan to join:

PROFESSIONAL DEVELOPMENT:

List any training courses or seminars that you plan to attend:

