
STARTUP CHECKLIST 

1. Build your start-up team. 

2. If it’s still just you, repeat step one. 

 Statistically, start-ups with co-founders rather than single founders are over 

twice as likely to receive investment; 

 Some will work evening and weekends until you can raise capital, but do 

ensure they are definitely ready to leave their jobs if you do; 

 

3. Agree that you want to start a company together. The next several dozen steps 

will test this. 

4. Agree on an idea. 

 The idea is much less important than the team as the idea will likely change 

and evolve; 

 

5. Agree on the time and money each of the founders will contribute. 

6. Agree on areas of responsibility. 

 Choose a co-founder who complements your skills, not one which duplicates 

them; 

 Who will be on the board? 

  

7. Agree on intellectual property ownership. This is essential. 

 The IP must reside in the company; 

 Create NDAs and employment contracts which you should ALL sign (even 

founders); 

 Create these even if you’re not paying yourselves anything; 

 

 



8. Agree on how you will handle personal guarantees, credit cards and other 

personal liabilities. 

 Steer clear of personal credit card debt if you can; 

 If you rack up directors’ loans against your start-up as long term liabilities, 

bear in mind you may be pressured by future investors to convert these to 

equity; 

 

9. Agree on founder compensation and equity allocation. 

 Allocate options to yourself and co-founder vesting (reverse vesting) over 

four years; 

 Include favorable terms for you the co-founders (eg six months’ redundancy 

pay, three months’ notice) and a three or six month probation period for staff 

– they may not work out; 

 

10. Agree on the exit strategy now. 

 This does not necessarily mean running your company toward a quick sale – 

you should focus on creating a valuable, scalable business – and your 

aspirations may change, but being aligned monetarily and on life goals 

provides a foundation to build toward the same end game.  

 

11. Agree on the capital structure at year three. 

 Create your own cap table now: a spreadsheet of how the capital 

structure/share register might look after two or three investment rounds. It also 

allows you to see what the investment will do to everyone’s equity; 

 Agree on the amount of equity for future employees and directors (create a 

share option pool – usually around 15 percent); 

 Allocate your employees or founding team options over four years; 

 If you are doing equity, not a convertible debt round, consider creating a 

class of non-voting shares and giving those to your angel round (if they will 

accept); 

 

 

 



12. Think hard about whether the first dozen steps are fair and equitable. Try to 

imagine whether they will still seem fair and equitable in a year, or three years. 

 If everyone in the founding team is not absolutely in agreement, stop and try 

to work it out; 

 Write a letter of agreement outlining all these points. It will not be legally 

binding, but gets down in writing what has been agreed and makes people 

really think about what they are agreeing to; 

 

13. Make sure your documents define the legal & corporate jurisdiction  

14. Confirm the previous eight steps by signing: 

 Employment agreements; 

 IP assignment agreements; 

 Share options letters; 

 Non-disclosure agreements; 

 

15. Agree on the company articles. 

 Change the standard articles so a 51 per cent vote is required to sell the 

company; 

 Provide for electronic communications for statutory shareholder requirements  

 

16. Check alignment among the founders for points 1-16. 

17. Find a least one very experienced advisor, mentor and/or coach who can 

review and confirm the previous five steps and can help to be a sounding board. 

 Choose someone who you both respect enough – and is strong enough – to 

challenge you; 

 Sector expertise is useful as you don’t want to spend all your time explaining 

everything 

 

18. Incorporate the company. 



19. Have the first board meeting to “hire” the officers and give them the authority to 

conduct business. 

 Have the first shareholders meeting and the first Annual General Meeting to 

elect the board; 

 

20. Celebrate! You own a company! 

21. Create a legal share register and issue share certificates. 

22. Have a board meeting to approve the capital structure and share register – 

another essential legal procedure. 

23. Create an electronic minute book and an electronic Due Diligence folder. 

 Place copies of all the paperwork, agreements, NDAs etc in the DD folder;  

 

24. Create a 12 month budget and five year financial projections. 

 Assume you will spend more than you will.  

 

25. Check that your projected capital structure still makes sense now that you have 

thought more about the numbers – update if necessary – at this stage you still can. 

26. Check again that you still have team alignment on all the previous 25 points. 

27. Appoint an accountant. 

 Early stage bootstrapping is all about saving money, but a horrible  

accountant now will cost you money later; 

 

28. Open a bank account. 

 Agree on signing authorities for financial management; 

 Make sure you have good online banking which ideally interfaces with your 

accountant’s software; 



29. Check again the team is in alignment with last 29 items. Sometimes small 

disagreements can be a sign of a deeper disagreement. 

30. Celebrate achieving the last 30 items! 

 It may not seem important, but it is for psychological reasons and bonding; 

 

31. Get a simple subscription agreement for the founders’ investment. 

 Pay for your start-up equity by transferring the par value cash into the bank; 

 

32. Learn about all of the taxes your company will have to pay. 

 Use an electronic expenses tool to collate your own and team accounts – 

most expenses are tax deductible; 

 

33. Make sure none of your employees think they can be contractors outside of 

working on your start-up. 

34. Get insurance  

35. Start planning you investment round and reaching out to investors. Make sure 

you adhere to legalities for private securities investing. 

36. Agree on a fair valuation. 

 Don’t state your valuation in your first conversation with angel investors; 

 

37. Celebrate completing all of the absolutely necessary steps in building a 

successful start-up! 

 

 

YOU SHOULD ALSO WORK ON: Your business model, inclusive if the product, 

validation, marketing, sales, recruiting, strategic relationships and exit 

strategy. Good luck! 


