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	Designed for aspiring women entrepreneurs who want to move from an idea to a legally organized business.




Participant Name: ____________________________________________
Business Idea: ________________________________________________
Date Started: _____________________   Target Launch Date: _____________________


Empowering women. Building businesses. Strengthening communities.


How to Use This Workbook
This workbook walks an entrepreneur through the major steps for forming and organizing a domestic limited liability company (LLC) in New York. Use it as a planning guide, recordkeeping tool, and coaching resource. Complete each worksheet before moving to the next major filing step.
Important: This workbook provides general educational information and is not legal, tax, accounting, or financial advice. Business circumstances differ. Consult a qualified attorney, CPA, tax professional, or licensing agency when appropriate.
The LLC Roadmap
	Step
	Action
	What It Means

	1
	Clarify the business
	Define the product/service, customer, ownership and business address.

	2
	Choose a legal name
	Confirm that the proposed LLC name meets New York naming requirements.

	3
	File Articles of Organization
	File with the New York Department of State and pay the $200 filing fee.

	4
	Adopt an Operating Agreement
	New York requires a written Operating Agreement; it may be entered into before, at the time of, or within 90 days after filing.

	5
	Complete publication
	Publish the formation notice in two county-clerk-designated newspapers for six consecutive weeks and file the Certificate of Publication.

	6
	Obtain an EIN
	Apply with the IRS after the LLC is formed. The EIN is free from the IRS.

	7
	Set up business systems
	Banking, bookkeeping, insurance, tax registrations, licenses, contracts and recordkeeping.

	8
	Maintain compliance
	Keep business information current and file required state/tax reports, including New York’s biennial statement.




Step 1 — Define the Business Before Filing
An LLC filing creates a legal business entity, but it does not create the business model. Before filing, the entrepreneur should be able to explain what the company does, who it serves, how it will earn revenue, and who owns it.
Proposed business name
________________________________________________________________________________
________________________________________________________________________________
What product or service will the business provide?
________________________________________________________________________________
________________________________________________________________________________
Who is the ideal customer or client?
________________________________________________________________________________
________________________________________________________________________________
What problem does the business solve?
________________________________________________________________________________
________________________________________________________________________________
Will the LLC have one owner or multiple members?
________________________________________________________________________________
________________________________________________________________________________
What New York county will be listed as the LLC office location?
________________________________________________________________________________
________________________________________________________________________________
Will the business operate from home, a commercial location, online, or a combination?
________________________________________________________________________________
________________________________________________________________________________
Ownership Decision
	Single-Member LLC
	Multi-Member LLC

	One owner/member. Federal tax treatment is generally disregarded-entity treatment by default unless another classification is elected.
	Two or more members. Federal tax treatment is generally partnership treatment by default unless another classification is elected.


Step 2 — Choose and Check the LLC Name
New York requires the LLC name to include “Limited Liability Company,” “LLC,” or “L.L.C.” The name must also satisfy New York naming rules and be distinguishable in the Department of State’s records.
First-choice name: ________________________________________________________
Second-choice name: ________________________________________________________
Third-choice name: ________________________________________________________
Website/domain name considered: ________________________________________________________
Social media name considered: ________________________________________________________
Official resource: New York Department of State — Corporations & Business Entity Search
Step 3 — File the Articles of Organization
The Articles of Organization create the domestic New York LLC. The Department of State filing fee is $200. The filing receipt should be saved permanently with the LLC’s legal records.
	Information to Prepare
	Your Information

	Exact LLC legal name
	

	County in New York where the LLC office will be located
	

	Address for service of process/mail
	

	Organizer/filer information
	

	Email address for notices (if provided)
	

	Payment method
	


Official filing information: Articles of Organization — NYS Department of State
Formation Cost Snapshot
	Item
	Typical / Fixed Amount
	Notes

	Articles of Organization filing
	$200
	Required state filing fee.

	Publication notices
	Varies by county/newspaper
	Newspapers set their own charges; obtain quotes before filing if budget is tight.

	Certificate of Publication filing
	$50
	Filed with the Department of State after publication.

	EIN
	$0
	Free directly from the IRS.

	Biennial Statement
	$9
	State compliance filing generally required every two years.

	Professional help
	Optional / varies
	Attorney, accountant, registered agent, filing service, insurance, permits, etc.


Step 4 — Create the Written Operating Agreement
New York requires LLC members to adopt a written Operating Agreement. It may be entered into before filing, at the time of filing, or within 90 days after the Articles of Organization are filed. It is an internal company document and is not filed with the Department of State.
☐ LLC legal name and purpose
☐ Member(s) and ownership percentages
☐ Initial contributions
☐ Who manages the LLC
☐ Voting/decision-making rules
☐ How profits and losses are allocated
☐ Banking and spending authority
☐ How new members may be admitted
☐ What happens if a member leaves, dies, or becomes unable to participate
☐ How the LLC can be dissolved
☐ Recordkeeping and tax responsibilities
Step 5 — Complete New York’s Publication Requirement
Most newly formed New York LLCs must publish a copy of the Articles of Organization or a notice related to formation in two newspapers for six consecutive weeks. The newspapers are designated by the county clerk in the county identified as the LLC office location. One is generally a daily newspaper and the other a weekly newspaper.
After publication, each newspaper provides an Affidavit of Publication. The LLC then files a Certificate of Publication with both affidavits attached and pays a $50 filing fee. New York states that failure to complete publication and file the Certificate within 120 days results in suspension of the LLC’s authority to carry on, conduct, or transact business until compliance is completed.
☐ Contact the county clerk for the designated newspapers.
☐ Request publication quotes from both newspapers.
☐ Confirm the formation notice exactly matches Department of State records.
☐ Publish in both designated newspapers for six consecutive weeks.
☐ Receive an Affidavit of Publication from each newspaper.
☐ Complete the Certificate of Publication.
☐ Attach both affidavits and submit the Certificate with the $50 fee.
☐ Save copies of everything in the LLC record book.
Official guidance: Forming an LLC in New York — Publication Requirement
Step 6 — Obtain the EIN from the IRS
After the LLC is legally formed with New York, apply for an Employer Identification Number when required or useful for banking and business administration. The IRS issues EINs free of charge. Do not pay a third-party website merely to obtain an EIN unless you intentionally want that service.
☐ LLC legal name exactly as filed
☐ Formation date
☐ Business mailing address
☐ Responsible party’s name and taxpayer identification number
☐ Entity type and number of members
☐ Principal business activity
☐ Reason for applying
Official IRS application: Get an Employer Identification Number (EIN)
Step 7 — Build the Business Infrastructure
Once the entity exists, separate the business from the owner’s personal finances and create systems that allow the company to operate professionally.
	System
	Why It Matters
	Done

	Business bank account
	Use the LLC legal name; banks commonly request formation documents, EIN information and identification.
	☐

	Bookkeeping system
	Track revenue, expenses, receipts, owner contributions/distributions and taxes from the beginning.
	☐

	Insurance
	Review general liability, professional liability, property, cyber, workers’ compensation or other coverage as relevant.
	☐

	Licenses and permits
	Requirements depend on the activity and location. Certain professions have special New York licensing rules.
	☐

	Sales tax registration
	If selling taxable goods or services, determine whether New York sales tax registration is required before making taxable sales.
	☐

	Contracts
	Use written client/customer/vendor agreements appropriate for the business.
	☐

	Business email/domain
	Use professional contact information and protect access credentials.
	☐

	Record book
	Keep Articles, filing receipt, Operating Agreement, EIN confirmation, publication affidavits, Certificate of Publication and major resolutions/contracts together.
	☐


Step 8 — Maintain the LLC
Formation is the beginning of compliance, not the end. Maintain accurate records, keep addresses current, meet tax obligations, renew licenses, and monitor required state filings. New York domestic LLCs are required to file a Biennial Statement every two years.
☐ Calendar the New York biennial statement due period.
☐ Keep the Department of State service-of-process address current.
☐ File federal, state and local tax returns that apply to the business.
☐ Maintain required insurance and licenses.
☐ Document major member/manager decisions.
☐ Keep personal and business funds separate.
☐ Update the Operating Agreement when ownership or governance materially changes.
☐ Review the business annually with a tax professional or attorney when appropriate.
Official resource: New York Biennial Statements
Master LLC Launch Checklist
☐  1. Business purpose and customer are clearly defined
☐  2. Ownership structure selected
☐  3. Three possible LLC names identified
☐  4. Name checked in New York business records
☐  5. County/business address decision made
☐  6. Articles of Organization prepared
☐  7. Articles filed and $200 state fee paid
☐  8. Filing receipt saved
☐  9. Written Operating Agreement adopted
☐  10. County clerk contacted for publication newspaper designations
☐  11. Daily and weekly publication completed for six consecutive weeks
☐  12. Both Affidavits of Publication received
☐  13. Certificate of Publication filed with $50 fee
☐  14. EIN obtained from IRS (when needed/desired)
☐  15. Business bank account opened
☐  16. Bookkeeping system created
☐  17. Tax registrations reviewed/completed
☐  18. Licenses/permits reviewed/completed
☐  19. Insurance needs reviewed
☐  20. Contracts/forms prepared
☐  21. Record book assembled
☐  22. Biennial statement reminder calendared
30-Day Entrepreneur Action Plan
	Priority
	Action
	Target Date
	Completed

	1
	
	
	☐

	2
	
	
	☐

	3
	
	
	☐

	4
	
	
	☐

	5
	
	
	☐

	6
	
	
	☐

	7
	
	
	☐

	8
	
	
	☐


Coach’s Discussion Questions
Why is an LLC the right structure for this business at this stage?
________________________________________________________________________________
________________________________________________________________________________
What financial resources are available for filing, publication, insurance and startup costs?
________________________________________________________________________________
________________________________________________________________________________
What risks does the business face, and how will the entrepreneur manage them?
________________________________________________________________________________
________________________________________________________________________________
What does the entrepreneur need to understand about taxes before accepting revenue?
________________________________________________________________________________
________________________________________________________________________________
What systems must be established before the first customer/client is served?
________________________________________________________________________________
________________________________________________________________________________
What professional help (legal, tax, bookkeeping, licensing) is needed?
________________________________________________________________________________
________________________________________________________________________________
Official Resources
• NYS Department of State — Forming an LLC in New York
• NYS Articles of Organization
• NYS Business Entity Search
• NYS Biennial Statements
• IRS — Get an EIN
• IRS — Single-Member LLCs
Participant Commitment
I understand that forming an LLC is one step in building a sustainable business. I will keep accurate records, seek qualified professional advice when needed, and complete the legal, financial, tax and operational steps that apply to my business.
Participant Signature: __________________________________________
Date: _____________________
Coach/Mentor: ________________________________________________
Mercy Institute Career Development for Women
Entrepreneur Coaching Program
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