
Tax Preparation Business Startup Checklist

Starting a tax prep business can feel confusing. I felt that too. There are many rules, forms, and

deadlines. I needed a clear plan.

A tax preparation business startup checklist shows what to do first. It tells you which

documents to keep and which licenses to get. Using a checklist keeps your business in line with

the Internal Revenue Service. It also saves time.

1. Register Your Business

Choose a business type: Sole Proprietorship, LLC, or S Corporation. Each type has different tax

rules. File your business name. Get an Employer Identification Number (EIN) from the Internal

Revenue Service. You need this to open a bank account or hire staff.

2. Set Up Accounting

Pick software like QuickBooks Online, Xero, or Wave Accounting. Track money, bills, and

payroll from day one. This helps when filling forms like 1040, 1065, or 1120. Clear records also

make Profit and Loss Statements and Balance Sheets easy to create.

3. Get Licenses & Certifications

Check state and local rules. Some states require a preparer license. Think about becoming a

Certified Public Accountant or Enrolled Agent. These certifications make clients trust you more.

4. Learn Forms & Rules

Know the forms you need: 1040, Schedule C, Schedule SE, 1065, and 1120. Track payroll forms

like W-2, W-3, 940, and 941. Knowing forms reduces mistakes and keeps you in line with Internal

Revenue Service.

5. Organize Client Records

Make a system to collect client papers. Keep W-2s, 1099s, receipts, and invoices safe. Use Excel

or Google Sheets to track them. Clear records save time and cut errors.



6. Plan Marketing & Clients

Even a good tax service needs clients. Make a simple website or use local ads. Use a checklist to

collect client info before tax season. This keeps your work organized.

7. Track Taxes & Deadlines

Know when quarterly Estimated Tax Payments are due. Track IRS and state deadlines. Paying on

time avoids penalties.

Takeaway: A tax preparation business startup checklist makes your first year smooth. It

guides you from registration to client work. It keeps you organized and compliant with the

Internal Revenue Service.


