Exhibit 110-1—New Office Checklist
	
	
	
	
	
	

	Firm Name, New Office Location, Date Open—Current Date Update
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	New Office: Post Office and Physical Address, Telephone, and Fax Numbers:
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Partner in Charge: Name, Mailing Address, Telephone Numbers, and E-mail Address
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Office Manager: Name, Mailing Address, Telephone Numbers, and E-mail Address
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Task
	Target Date
	Lead
	Team
	Status/Comments

	Technology
	
	
	
	
	

	T1 line
	Install/Test
	
	
	
	

	Telephone Systems/Cabling
	Select
	
	
	
	

	Hardware
	Order/Install
	
	
	
	

	Software
	Order/Install
	
	
	
	

	Telephone Service—Local
	Install
	
	
	
	

	Internet Provider
	Select/Order
	
	
	
	

	Telephone Service—Long Distance
	Select/Install
	
	
	
	

	Conference Phone
	Select/Install
	
	
	
	

	Remote Access
	Install/Test
	
	
	
	

	Training
	On-site or Multimedia
	
	
	
	

	Marketing
	
	
	
	
	

	Announcement Cards
	Print, Mail
	
	
	
	

	Letter from Managing Partner
	Print, Sign, Mail
	
	
	
	

	Paid Advertisement
	Approve, Place
	
	
	
	

	Press Releases
	Mail
	
	
	
	

	Letterhead, Business Cards, etc.
	Order/Deliver
	
	
	
	

	Database—Client
	Convert
	
	
	
	

	Database—Friends
	Convert
	
	
	
	

	Building Signage
	Design, Approve, Place
	
	
	
	

	Web site/Client Portal
	Update
	
	
	
	

	Local Directory Ads
	Approve, Place
	
	
	
	

	Brochures
	Draft Additions, Print, Mail
	
	
	
	

	Human Resources
	
	
	
	
	

	New Hire Forms
	Applications/Test
	
	
	
	

	Employee Orientation/Visit
	Distribute materials
	
	
	
	

	State Payroll Tax Registration
	Approve
	
	
	
	

	Group Insurance Enrollments
	Complete Apps., Issue Cards
	
	
	
	

	Time and Expense Reporting
	Review Daily, Process
	
	
	
	

	Employment Agreements
	Draft, Sign, File
	
	
	
	

	Facilities
	
	
	
	
	

	Lease
	Sign
	
	
	
	

	Build Out Specifications
	Approve
	
	
	
	

	Furniture & Office Equipment
	Select
	
	
	
	

	P.O. Box
	Secure
	
	
	
	

	Office Supplies
	Select, Order, Delivery
	
	
	
	

	Vendor Accounts
	Open
	
	
	
	

	Financial
	
	
	
	
	

	Insurance (Liability, Workers’ Compensation, and Property)
	Secure
	
	
	
	

	Bank Account
	Signature Cards, Statement Address
	
	
	
	

	Accounts Payable System
	Set Up Accounts, Payments
	
	
	
	

	Accounts Receivable System
	Key/Test
	
	
	
	

	Secretary of State Registration
	Complete Applications, etc.
	
	
	
	

	Peer Review Working papers
	Review
	
	
	
	

	State Board of Accountancy Registration
	Register firm and individuals
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