Exhibit 11A - Starting a Mew Business Checklist

What To Do When Starting A New Business
Checklist

The checklist below shows some of the many things that have to be done when starting a new
business -- before the starf-up, once the business is in operation and on an engoing basis therafter.*

e ——
BEFORE START-UP START-UF
O Chooss management advisers = » certified public O Estsblish prices lor your goods and ssrvices
secouniant, an atcrney and a banker, O FPromote the business's opening throagh
O Develop a husiness plan, including ¢ash flow projectiona. 1. Press releases
o mmwmmﬁhlmnmmm 1. Advertising
banker. Poasible bank services include: 3, Déreci-mail announcement
1. Credij-card merchani socaumni d. Other (This depenids on the targed market
1, Business checking accoant defined in the business plan. For example, a
3. Warking eapital lodn restawrant or sone might send special coupons
4. Equipmend loan fiur dizeount to local residens ar present o grand
8. Lock-hox services apening event and send invilations 1o prospective
O Select the legal entley and yearend cusmmers, or & mamufncturer ar supplier of
O Find a location for the business affics supplies might offer special discounts 1o
O Megolisic a leass Inczal businesses. )
O Design the kot of the facility O Besck, inserview and make offers o job condidses
O Prepare all the necessary legal documents, as applicable: O Select and mplement & fnancial recordkesping
L. Partnewship sgroememnis sysiem. {while this can be either manual or
2. Articles of incorporstbon and firs organizational compaterized, it mast be implemented consistently, 17
mulites tlee business records & paribouler fype of ransasiion
3. Bylsws ane way ot the start, such transactions mus continws
4. Federnl identification mumber (55=4) 1 be recorded iz a similar manser to avabd conflusion.)
& Siate and local license applications Aspects of recondkeeping inchade:
6, Sales fax identification 1. Accounts payable
T. Stage umemployment number 1. Accounts reccivalibe
B, Industry-apecific license 3. Invemiory tracking
O Obiain quates for end then order office furniiure and d. Ovder entry
exjulprent
O Order affice supplics ONGOING OPERATIONS
O Order tuisiness cards and business stallanary O Develop pessoninel policles and procsdures
O Order office telephone namber O Prepars quarerly payrall returns and werlly timely ta
O Puschass sdequaste insarance depasils
1. Healih O Prepare quarterly or monthly financinl sintements
1. Malpracibes O Perform yearend taoc planning. at kst one momnth
3 Lishility hefore ihe yearend
4. Worker's compensation O Prepare annual federal, state, and payroll retuns,
5. Lifs O Develap smployes job descriptions
6. Fidekity bond O Review existing Insaranee coverage &t least once a year
7. Comguier equipment O Prepare and maintain personnel files
8. Umbrella O Estshlish & pesty cash fund snd policy
9. Employec O Establish snswering mechanism for afler hours
O Register the business nasme with local asd swaie O Join industry associations and groups
nufhariiies O Verify lisiing in the yellow pages of area phane
direciories.
0O Regisier rademarks (wond, nume, symbol ar devios)

il indicate o unigue identity on which your business is
bailding.

* Tha Laiki fn el & guidstcs, kineceer, ind po fesl codcluilond ilssiild e resched by compleging H withoul fisther reverw and commulisten.



