
 

Building Your Business Checklist 
 
 
Business basics (Ensure you have the following items completed): 
 
Business name ___________
Website ___________ 
Linkedin Account ___________  
Legal business structure ___________ 
Phone ___________ 
Google business account ___________  
HIPAA Compliant Fax* ___________ 
 
*You can set up an electronic fax line in less than 5 minutes. If you are going to opt for an 
electronic fax line I suggest you wait until you actually need to send or receive a fax so you don’t 
waste money paying for it before you actually need it.  
 
Business goals: 
 

1.) If you have not done it yet, write out your idea of an  
“ideal client”.  

      2.) If you haven’t done it yet, write out your idea of your ideal  
business including schedule, amount of income, etc ___________ 

 
 

Promotion checklist: 
 

1.) Decide which avenues of promotion you are going 
 to use to procure clients. ___________ 

2.) Block out a scheduled time to do your regularly occurring 
 promotion. ___________ 

3.) Decide what you want to communicate to your prospective  
clients. (I suggest you write your message as though you  
are talking to your ideal client.) ___________ 

4.) Email me the message so I can help you make sure it  
communicates what it needs to. ___________ 

5.) Start outflowing! ___________ 
6.) Track your promotion using the “Promotion Tracker” ___________ 

 


