
Get clear here Your answer

What does the business offer?

Who is it for?

What customer need or problem does it address?

Why would someone choose you instead of you
competitors?

What to check What did you find?

Who are your main competitors or alternatives?

What do they offer?

What do customers appear to value?

Where could your business offer something different
or better?
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New Business Setup Checklist

Start with the basics. You should be able to explain what the business offers, who it is for and why
someone would choose it.

Before committing to your offer, look at the market around you. Search online, speak to potential
customers where possible and see how similar businesses position themselves.

A practical worksheet for turning a business idea into something ready to operate. Work through
the key decisions, setup tasks and customer-facing essentials, then identify what still needs
attention.

1. DEFINE THE BUSINESS

2. CHECK YOUR MARKET

 AUDIT  DATE: ____________________

THIS IS A STARTING POINT FOR SETTING UP YOUR NEW BUSINESS, NOT A COMPLETE BUSINESS START-UP GUIDE. WORK
THROUGH EACH AREA, NOTE WHAT NEEDS ATTENTION AND ADAPT THE CHECKLIST TO YOUR BUSINESS AND CIRCUMSTANCES.



Check Ready
Needs
work

Check Ready
Needs
work

Products/services defined ☐ ☐ Pricing considered ☐ ☐

Main customer benefit
clear

☐ ☐
Delivery/process
considered

☐ ☐

Offer is easy to explain ☐ ☐ Costs understood ☐ ☐

Customer next step is clear ☐ ☐
Profit margin
considered

☐ ☐

Financial check Estimate

Initial start-up costs £

Expected monthly running costs £

Average selling price / order value £

Estimated monthly sales needed £

Cash available to start the business £
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Decide what you will actually sell and make sure the offer is clear enough for a customer to
understand.

You don't need a complicated financial model to start, but you should understand what the
business will cost to set up and operate.

3. DEFINE YOUR OFFER

4. CHECK THE NUMBERS

 AUDIT  DATE: ____________________

THIS IS A STARTING POINT FOR SETTING UP YOUR NEW BUSINESS, NOT A COMPLETE BUSINESS START-UP GUIDE. WORK
THROUGH EACH AREA, NOTE WHAT NEEDS ATTENTION AND ADAPT THE CHECKLIST TO YOUR BUSINESS AND CIRCUMSTANCES.



Check Done
Needs

attention
Check Done

Needs
attention

Business name chosen ☐ ☐
Business structure
decided

☐ ☐

Domain checked/registered ☐ ☐
Registration
requirements checked

☐ ☐

Business email created ☐ ☐
Business bank account
considered

☐ ☐

Contact details established ☐ ☐
Tax responsibilities
checked

☐ ☐

Accounting method chosen ☐ ☐
Record-keeping system
ready

☐ ☐

Check Done
Needs

attention
Check Done

Needs
attention

Licences/permissions
checked

☐ ☐
Insurance requirements
checked

☐ ☐

Contracts/terms
considered

☐ ☐
Data protection requirements
checked

☐ ☐

Cancellation/refund
terms considered

☐ ☐ Industry-specific rules checked ☐ ☐
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Work through the practical setup requirements. What you need will depend on your business
structure, industry and how you operate.

Requirements vary between businesses. Check which rules, permissions and protections apply
before you start trading.

5. COMPLETE THE BUSINESS ESSENTIALS

6. CHECK LEGAL AND PROTECTION REQUIREMENTS

 AUDIT  DATE: ____________________

THIS IS A STARTING POINT FOR SETTING UP YOUR NEW BUSINESS, NOT A COMPLETE BUSINESS START-UP GUIDE. WORK
THROUGH EACH AREA, NOTE WHAT NEEDS ATTENTION AND ADAPT THE CHECKLIST TO YOUR BUSINESS AND CIRCUMSTANCES.



Operational check Ready Needs attention

Suppliers or materials arranged where needed ☐ ☐

Essential equipment and software available ☐ ☐

Enquiry/order process decided ☐ ☐

Quotes/invoices can be produced ☐ ☐

Payment method set up ☐ ☐

Customer information can be recorded ☐ ☐

Delivery/fulfilment process understood ☐ ☐

Customer follow-up considered ☐ ☐

Check Ready
Needs
work

Check Ready Needs work

Business name is
consistent

☐ ☐ Key message is clear ☐ ☐

Basic visual identity ready ☐ ☐
Website/landing page
ready

☐ ☐

Business email working ☐ ☐
Relevant business listings
set up

☐ ☐

Contact details easy to
find

☐ ☐
Relevant social profiles
considered

☐ ☐
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Think through what needs to happen from receiving an enquiry or order to completing the work and
getting paid.

Customers need to recognise the business, understand what it offers and know how to contact or
buy from you. Focus first on the channels your customers are actually likely to use.

7. SET UP HOW THE BUSINESS WILL OPERATE

8. BUILD THE BASIC BRAND AND ONLINE PRESENCE

 AUDIT  DATE: ____________________

THIS IS A STARTING POINT FOR SETTING UP YOUR NEW BUSINESS, NOT A COMPLETE BUSINESS START-UP GUIDE. WORK
THROUGH EACH AREA, NOTE WHAT NEEDS ATTENTION AND ADAPT THE CHECKLIST TO YOUR BUSINESS AND CIRCUMSTANCES.



Marketing channel Will we use it? What will it help us achieve?

Search / SEO ☐

Social media ☐

Paid advertising ☐

Email ☐

Local marketing / networking ☐

Referrals / partnerships ☐

Other: ____________ ☐

Customer should be able to… Yes Fix

Find the business online and offline ☐ ☐

Understand what you offer ☐ ☐

See why they should choose you ☐ ☐

Find the information they need ☐ ☐

Contact, enquire, book or buy ☐ ☐

Receive confirmation or a response promptly ☐ ☐

Understand what happens next ☐ ☐
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Choose marketing activities that make sense for your customer and business at this stage of
business development. 

Go through the experience as if you were a customer. Make sure someone can move from
discovering the business to taking action without unnecessary confusion.

9. DECIDE HOW CUSTOMERS WILL FIND YOU

10. CHECK THE CUSTOMER JOURNEY

 AUDIT  DATE: ____________________

THIS IS A STARTING POINT FOR SETTING UP YOUR NEW BUSINESS, NOT A COMPLETE BUSINESS START-UP GUIDE. WORK
THROUGH EACH AREA, NOTE WHAT NEEDS ATTENTION AND ADAPT THE CHECKLIST TO YOUR BUSINESS AND CIRCUMSTANCES.



Business Ready Fix Customer Ready Fix

Offer defined ☐ ☐ Can find us ☐ ☐

Pricing decided ☐ ☐ Understand the offer ☐ ☐

Costs understood ☐ ☐ Can contact/buy ☐ ☐

Setup requirements
checked

☐ ☐
Know what happens
next

☐ ☐

Operations ready ☐ ☐
Can see reasons to trust
us

☐ ☐

Payment process ready ☐ ☐ Follow-up process ready ☐ ☐

Priority Why it matters Action Who? By when?

1

2

3

4

5
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Use this final check to identify anything important that still needs to be completed before you start
actively looking for customers.

Don't try to perfect everything before you begin. Identify the most important gaps and decide what
needs to happen next.

Target launch / trading date: __________________________                 First review date: ________________________

11. CHECK WHETHER YOU ARE READY TO TRADE

12. CHOOSE YOUR PRIORITIES AND MAKE AN ACTION PLAN

 AUDIT  DATE: ____________________

THIS IS A STARTING POINT FOR SETTING UP YOUR NEW BUSINESS, NOT A COMPLETE BUSINESS START-UP GUIDE. WORK
THROUGH EACH AREA, NOTE WHAT NEEDS ATTENTION AND ADAPT THE CHECKLIST TO YOUR BUSINESS AND CIRCUMSTANCES.
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	SEO Mini Audit
	A practical worksheet for reviewing the key areas that affect your website’s organic search performance. Check your on-page, technical and off-page SEO, identify the biggest gaps and decide what to improve next.
	1. CHECK YOUR SEARCH VISIBILITY
	Start by seeing what a potential customer sees. Search for your business and the products or services you want to be found for.
	Searches where your business appears at the top of the result
	...............................................................................................................................................................................
	...............................................................................................................................................................................
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	...............................................................................................................................................................................
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	☐ We know the main terms customers use to find our products/services.
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	☐ Pages match the likely search intent.
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	☐ Priority keywords are based on relevance and opportunity, not search volume  alone.
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	___________________________________________
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	........................................................................................................................................................................................
	........................................................................................................................................................................................
	........................................................................................................................................................................................
	........................................................................................................................................................................................
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	BACKLINKS & AUTHORITY
	The aim is quality and relevance, not simply collecting as many links as possible.
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	Strongest existing source of authority:
	........................................................................................................................................................................................
	........................................................................................................................................................................................
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	........................................................................................................................................................................................
	........................................................................................................................................................................................
	........................................................................................................................................................................................
	........................................................................................................................................................................................


	6. CHECK YOUR LOCAL SEO
	Complete this section if customers search for your business by location.
	☐ Google Business Profile is complete and accurate.
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	☐ Name, address and contact details are consistent online.
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	☐ Relevant local/business listings are accurate.
	☐ Customer reviews are being generated naturally.
	☐ Reviews are monitored and responded to.
	☐ Website clearly communicates the areas served.
	☐ Important local searches are being monitored.
	Local SEO issue to address:
	........................................................................................................................................................................................
	........................................................................................................................................................................................


	7. BRING THE AUDIT TOGETHER
	Don't try to fix everything at once. Use what you found to identify the areas most likely to improve search visibility, relevance and customer experience.

	8. CHOOSE YOUR PRIORITIES
	Choose the three improvements that matter most, then decide what needs to happen next.
	Review date: ______________________
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	3. DEFINE YOUR OFFER
	Decide what you will actually sell and make sure the offer is clear enough for a customer to understand.

	4. CHECK THE NUMBERS
	You don't need a complicated financial model to start, but you should understand what the business will cost to set up and operate.
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	5. COMPLETE THE BUSINESS ESSENTIALS
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	6. CHECK LEGAL AND PROTECTION REQUIREMENTS
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	7. SET UP HOW THE BUSINESS WILL OPERATE
	Think through what needs to happen from receiving an enquiry or order to completing the work and getting paid.
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	11. CHECK WHETHER YOU ARE READY TO TRADE
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	Digital Marketing Mini Audit
	A practical worksheet for reviewing how your business appears and performs online. See what customers see, assess your digital channels and touchpoints, then identify practical ways to strengthen your online presence.
	1.SEE YOUR BUSINESS THROUGH A CUSTOMER’S EYES
	Check your online visibility. Start where a customer might start. Search for your business, then search for the products or services you offer using the words a customer is likely to use
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	..............................................................................................................................................................................................
	...............................................................................................................................................................................................
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	3. REVIEW YOUR DIGITAL CHANNELS
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	Which channel currently brings the most useful enquiries, sales or customer interest?
	...............................................................................................................................................................................................
	...............................................................................................................................................................................................
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	..............................................................................................................................................................................................
	...............................................................................................................................................................................................

	4. FOLLOW YOUR OWN CUSTOMER JOURNEY
	Choose one important product or service and follow the journey yourself. Start with discovery and continue until you reach the point where a customer would enquire, book or buy. Check it on both mobile and desktop where relevant.
	DISCOVER → VISIT → EXPLORE → DECIDE → TAKE ACTION → EXPERIENCE → FOLLOW UP
	Follow the journey from the customer’s point of view, from first discovering your business to receiving your product or service and what happens afterwards. Look for anything that creates confusion, friction or makes the next step harder than it needs to be.
	5. SEE WHAT CUSTOMERS ARE SAYING
	6. LOOK FOR EVIDENCE
	7. DECIDE WHAT NEEDS ATTENTION
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