	BASIC CHECKLIST FOR GETTING STARTED

	ACTION
	COMPLETED
BY
	NOTES

	Attend the Symposium to learn more!
	(
	

	Tell some friends
	10/20/05
	

	Practice on friends and family
	
	

	Decide this is right for you!
	
	

	Write down your mission statement
	
	

	Write down short term and long term goals
	
	

	Develop a professional team for advice
	
	

	Accountant
	
	

	Lawyer
	
	

	Insurance Agent
	
	

	Banker
	
	

	Join NAPO!
	
	

	Choose a Name
	
	

	Check out Trademark and Patent Site
	
	

	Check out Domain names
	
	

	Fill out Fictitious Name Form
	
	

	Get an EIN
	
	

	Open a Bank Account
	
	

	Set up an Office Space
	
	

	Cell phone
	
	

	Phone
	
	

	Voice mail
	
	

	FAX
	
	

	Computer
	
	

	Planner
	
	

	Develop Policies
	
	

	Office Hour
	
	

	Days off
	
	

	Rate Sheet
	
	

	Travel Policies
	
	

	Develop Stationary and Forms
	
	

	Business Card
	
	

	Letterhead
	
	

	Brochures
	
	

	Invoices
	
	

	Contact Manager
	
	

	Contact Forms
	
	

	Needs Assessment
	
	

	Agreement/Contract
	
	

	Confidentiality Agreement
	
	

	Releases
	
	

	Portfolio
	
	

	Financial Recordkeeping System
	
	

	
	
	


