New Nail Salon Owner Checklist

Pro Tip: Complete this checklist during your first 90 days in business to help establish a strong
foundation for long-term success.

Business Setup

B Choose your business structure (Sole Proprietorship, LLC, Partnership, S Corporation, etc.)
H Obtain an Employer Identification Number (EIN)

M Register your business with state and local agencies as required

H Obtain all required salon licenses and permits

B Purchase business insurance coverage

M Create a business email address

Ml Establish a professional business phone number

Banking & Financial Setup

H Open a dedicated business checking account

B Open a business savings account for taxes and emergencies
B Apply for a business credit card (if appropriate)

B Avoid mixing personal and business expenses

H Establish a system for tracking income and expenses

Bl Select bookkeeping software or hire a bookkeeping professional

Sales Tax Compliance

B Determine whether your services and products are subject to sales tax
Bl Register for a sales tax account if required

W Understand your filing frequency and due dates

H Set up procedures to properly collect and track sales tax

W Save copies of all sales tax filings

Payroll & Hiring

B Determine whether workers are employees or independent contractors
B Obtain workers' compensation insurance if required

H Set up a payroll system

H Collect all required employee forms

B Understand payroll tax filing requirements

B Create procedures for tracking hours worked

B Maintain personnel records



Recordkeeping

B Save all business receipts and invoices

H Keep copies of lease agreements and contracts

H Retain bank statements and credit card statements
B Store records digitally whenever possible

B Create monthly folders for financial documents

B Back up important records regularly

Tax Planning

B Understand federal, state, and local tax obligations

H Estimate annual tax liability

Bl Set aside money for taxes each month

B Determine whether quarterly estimated tax payments are needed
B Schedule periodic tax planning reviews

B Mark important tax deadlines on your calendar

Financial Management

H Review financial statements monthly
B Monitor profitability regularly

Bl Create a budget for salon operations
M Track inventory and supply costs

B Monitor cash flow

B Establish financial goals for the first year

Marketing & Growth

H Claim and optimize your Google Business Profile
B Create social media accounts

B Encourage customer reviews

Ml Develop a referral program

M Build a customer contact list

W Track marketing results

Year-End Preparation

H Reconcile all bank accounts

M Verify payroll records

W Organize receipts and supporting documentation

B Review profit and loss statements



W Schedule a tax preparation appointment

B Prepare for year-end tax filings

Need Help?

Opening a salon comes with many responsibilities, but you don't have to navigate them alone.
Professional guidance can help you stay compliant, avoid costly mistakes, and focus on growing
your business. MAS specializes in helping nail salon owners with bookkeeping, payroll, sales tax
compliance, income tax preparation, and business guidance. www.melissasadminservices.com




