
Guides you through the process 
of setting up your business as a
corporation, without paying 
       expensive attorneys

One of the first decisions new business
owners must make is how their business
should be structured and operated. 
Incorporation has become the business
structure of choice.  Corporations are, 
generally, a more complex form of 
business operation and are subject to far 
more state regulations regarding both 
their formation and operation. 
But the most important advantage to the 
corporate form of business structure is 
the potential limited liability of the 
founders of and investors in the 
corporation. The liability for corporate 
debts is limited, in general, to the amount 
of money each owner has contributed 
to the corporation.  The personal assets 
of the owners are not at risk if the 
corporation fails.

This CD answers 
questions about:
• Setting up and operating 
  a corporation
• Issuing stock
• Taxation
• State-specified requirements
• Registration and 
  Documentation

*Windows® & Macintosh Compatible

Incorporate your Business provides
everything you need to incorporate
in any state without the high cost
of an attorney, including...
• Legal & Accounting Forms

• Marketing & Business Plans

• Articles of Incorporation

• Tax Forms

• Questionnaires

• Clear Instructions

• State-by-state Appendix

• Stock Certificates

   and more!



Incorporating your
Business on CD
Table of Contents
List of Forms on CD
Corporate Paperwork Checklist

Pre-Incorporation Worksheet

Pre-Incorporation Checklist

Document Filing Checklist

Application for Reservation of Corporate Name

Articles of Incorporation Checklist

Articles of Incorporation

Bylaws Checklist

Corporate Bylaws Amendment to Articles of 
Incorporation Checklist

Amendment to Bylaws Checklist

Resolution of Board of Directors Adopting 
Amendment to Articles of Incorporation

Resolution and Consent of Shareholders Approving 
Amendment to Articles of Incorporation

Certificate of Amendment of Articles of Incorporation

Resolution of Board of Directors Amending Bylaws 
and Calling for Special Meeting

Resolution and Consent of Shareholders Approving 
Amendment of Bylaws

First Board of Directors Meeting Checklist

Notice of First Board of Directors Meeting

Affidavit of Mailing of Notice of First Board of 
Directors Meeting 

Waiver of Notice of First Board of Directors Meeting

Minutes of First Board of Directors Meeting

Annual Board of Directors Meeting Checklist

Notice of Annual Board of Directors Meeting

Affidavit of Mailing of Notice of Annual Board of 
Directors Meeting

Waiver of Notice of Annual Board of Directors 
Meeting

Minutes of Annual Board of Directors Meeting

Special Board of Directors Meeting Checklist

Notice of Special Board of Directors Meeting

Affidavit of Mailing of Notice of Special Board of 
Directors Meeting

Waiver of Notice of Special Board of Directors 
Meeting

Minutes of Special Board of Directors Meeting

First Shareholders Meeting Checklist

Notice of First Shareholders Meeting

Affidavit of Mailing of Notice of First Shareholders 
Meeting

Waiver of Notice of First Shareholders Meeting

Authorization to Vote Shares (PROXY)

Minutes of First Shareholders Meeting

Annual Shareholders Meeting Checklist

Notice of Annual Shareholders Meeting

Affidavit of Mailing of Notice of Annual Shareholders 
Meeting

Waiver of Notice of Annual Shareholders Meeting

Minutes of Annual Shareholders Meeting

Special Shareholders Meeting Checklist

Notice of Special Shareholders Meeting

Affidavit of Mailing of Notice of Special Shareholders 
Meeting

Waiver of Notice of Special Shareholders Meeting

Minutes of Special Shareholders Meeting

Directors Resolutions Checklist

Shareholders Resolutions Checklist

Resolution of Board of Directors

Resolution of Board of Directors Authorizing Contract

Resolution of Board of Directors Authorizing Sale of 
Real Estate

Resolution of Board of Directors Authorizing Purchase 
of Real Estate

Resolution of Board of Directors Authorizing 
Borrowing Money

Resolution of Board of Directors Authorizing Lease

Resolution of Board of Directors Authorizing Lawsuit

Resolution of Board of Directors Authorizing 
Appointing Lawyer

Resolution of Board of Directors Authorizing 
Appointing Accountant

Resolution of Board of Directors Authorizing Stock 
Dividend

Resolution of Board of Directors Authorizing Annual 
Dividend

Resolution of Board of Directors Authorizing 
Quarterly Dividend

Resolution of Board of Directors Authorizing 
Expense Reimbursement

Resolution of Board of Directors Authorizing 
Retention of Earnings



List of Forms on CD continued
Resolution of Board of Directors Authorizing 
Employee Stock Option Plan

Resolution of Board of Directors Authorizing 
Pension Plan

Resolution of Board of Directors Authorizing 
Profit-Sharing Plan

Resolution of Board of Directors Authorizing 
Healthcare Plan 

Resolution of Board of Directors Authorizing Group 
Insurance Plan

Resolution of Board of Directors Authorizing Death 
Benefit Plan

Resolution of Board of Directors Authorizing 
Employee Benefit Plan

Resolution of Board of Directors Authorizing 
Rescinding Prior Resolution

Resolution of Board of Directors Authorizing Loan 
to Corporate Officer

Resolution of Board of Directors Authorizing 
Officer’s Annual Salary 

Resolution of Board of Directors Authorizing 
Stock Transfer

Resolution of Board of Directors Authorizing 
Change of Location of Registered

OfficeResolution of Board of Directors Authorizing 
Purchases by President

Resolution of Board of Directors Authorizing Bonus

Resolution of Shareholders Authorizing Sale of All 
Corporate Assets

Consent Resolutions

Consent Resolution of Board of Directors

Stock Checklist

Corporate Stock Certificate (Front)

Corporate Stock Certificate (Back)

Stock Transfer Book

Receipt for Stock Certificate

Lost Stock Affidavit

Shareholders Stock Purchase Agreement

S-Corporation Checklist

Notice of Special Shareholders Meeting Regarding 
S-Corporation Status

Affidavit of Mailing of Notice of Special Shareholders 
Meeting Regarding S-Corporation Status

Waiver of Notice of Special Shareholders Meeting 
Regarding S-Corporation Status

Minutes of Special Shareholders Meeting Regarding 
S-Corporation Status

Resolution of Shareholders Regarding S-Corporation 
Status

Dissolution Checklist

Resolution of Board of Directors Approving 
Dissolution and Calling for Special Meeting

Resolution and Consent of Shareholders Approving 
Dissolution

Articles of Dissolution

1. Deciding to Form a Corporation
A. Sole Proprietorship
B. Partnership
C. Limited Liability Company
D. Corporation 
E. S-Corporation

2. Operating a Corporation
A. Shareholders
B. Directors
C. Officers

3. Corporate Paperwork
A. The Importance of Corporate Recordkeeping
B. How to Use This CD
C. Corporate Paperwork Checklist

4. Pre-Incorporation Activities
A. Pre-Incorporation Worksheet
B. Pre-Incorporation Checklist
C. Document Filing Checklist
D. Application for Reservation of Corporate Name

5. Articles of Incorporation
A. Articles of Incorporation Checklist
B. Title and Introduction
C. Name of Corporation 
D. Purpose and Powers of the Corporation
E. Duration of Corporation
F. Minimum Capitalization
G. Authorization to Issue Stock
H. Par or No-Par Value
I. Name of Registered Agent
J. Address of Registered Agent 
K. Name(s), Address(es), and Age(s) of Incorporator(s)
L. Number of Directors
M. Name(s) and Address(es) of Initial Director(s)
N. Preemptive Rights 



O. Preferences and Limitations on Stock
P. Additional Articles
Q. Closing and Signatures
R. Sample Completed Articles of Incorporation

6. Corporate Bylaws
A. Bylaws Checklist
B. Title
C. Corporate Office and Registered Agent
D. Date and Time of Shareholders Annual Meeting
E. Shareholders Special Meetings
F. Place of Shareholders Meetings
G. Notice of Shareholders Meetings
H. Shareholders Entitled to Notice, to Vote, or to 
     Dividends
I. Shareholders Quorum
J. Shareholders Proxies 
K. Shareholders Voting
L. Shareholders Consent Resolutions
M. Shareholders Cumulative Voting Rights
N. Powers of the Board of Directors 
O. Number of Directors and Term of Office 
P. Date and Time of Annual Meeting of the Board of  
    Directors 
Q. Special Meetings of the Board of Directors 
R. Place of Board of Directors Meetings
S. Notice of Board of Directors Meetings
T. Board of Directors Quorum
U. Board of Directors Voting
V. Board of Directors Consent Resolutions
W. Removal of Directors
X. Filling Directors Vacancies 
Y. Salaries of Directors
Z. Fiduciary Duty of Directors
AA. Number of Officers
BB. Appointment and Terms of Officers
CC. Removal of Officers
DD. Filling Officers Vacancies 
EE. Duties of the President 
FF. Duties of the Vice-President
GG. Duties of the Secretary
HH. Duties of the Treasurer
II. Salaries of Officers
JJ. Stock Certificates 
KK. Financial Matters 

LL. Loans to Officers or Directors 
MM. Amendments to the Bylaws
NN. Signatures Clause
OO.Sample Completed Corporate Bylaws

7. Amendments to Corporate Articles and 
    Bylaws
A. Amendment to Articles of Incorporation Checklist
B. Amendment to Bylaws Checklist
C. Resolution of Board of Directors Adopting 
     Amendment to Articles of Incorporation
D. Resolution and Consent of Shareholders Approving 
     Amendment to Articles of Incorporation
E. Certificate of Amendment of Articles of 
    Incorporation
F. Resolution of Board of Directors Amending Bylaws 
    and Calling for Special Meeting
G. Resolution and Consent of Shareholders Approving 
     Amendment of Bylaws

8: Corporate Directors Meetings
A. First Board of Directors Meeting Checklist
B. Notice of First Board of Directors Meeting
C. Affidavit of Mailing of Notice of First Board of 
    Directors Meeting
D. Waiver of Notice of First Board of Directors Meeting
E. Minutes of First Board of Directors Meeting
F. Annual Board of Directors Meeting Checklist
G. Notice of Annual Board of Directors Meeting
H. Affidavit of Mailing of Notice of Annual Board of 
    Directors Meeting
I. Waiver of Notice of Annual Board of Directors 
   Meeting
J. Minutes of Annual Board of Directors Meeting
K. Special Board of Directors Meeting Checklist
L. Notice of Special Board of Directors Meeting
M. Affidavit of Mailing of Notice of Special Board of 
     Directors Meeting
N. Waiver of Notice of Special Board of Directors 
     Meeting
O.Minutes of Special Board of Directors Meeting

9. Corporate Shareholders Meetings
A. First Shareholders Meeting Checklist 
B. Notice of First Shareholders Meeting
C. Affidavit of Mailing of Notice of First Shareholders 
    Meeting



D. Waiver of Notice of First Shareholders Meeting
E. Authorization to Vote Shares (PROXY)
F. Minutes of First Shareholders Meeting
G. Annual Shareholders Meeting Checklist
H. Notice of Annual Shareholders Meeting
I. Affidavit of Mailing of Notice of Annual 
   Shareholders Meeting
J. Waiver of Notice of Annual Shareholders Meeting
K. Minutes of Annual Shareholders Meeting
L. Special Shareholders Meeting Checklist
M. Notice of Special Shareholders Meeting 
N. Affidavit of Mailing of Notice of Special 
    Shareholders Meeting 
O. Waiver of Notice of Special Shareholders Meeting
P. Minutes of Special Shareholders Meeting

10. Corporate Resolutions
A. Corporate Resolutions Checklists
B. Directors Resolutions
C. Shareholders Resolutions
D. Resolution of Board of Directors
E. Resolution of Board of Directors Authorizing 
    Contract 
F. Resolution of Board of Directors Authorizing Sale 
    of Real Estate
G. Resolution of Board of Directors Authorizing 
     Purchase of Real Estate
H. Resolution of Board of Directors Authorizing 
     Borrowing Money
I. Resolution of Board of Directors Authorizing Lease
J. Resolution of Board of Directors Authorizing 
    Lawsuit
K. Resolution of Board of Directors Authorizing 
     Appointing Lawyer
L. Resolution of Board of Directors Authorizing 
    Appointing Accountant
M. Resolution of Board of Directors Authorizing Stock 
     Dividend
N. Resolution of Board of Directors Authorizing 
     Annual Dividend
O. Resolution of Board of Directors Authorizing 
    Quarterly Dividend
P. Resolution of Board of Directors Authorizing  
    Expense Reimbursement
Q. Resolution of Board of Directors Authorizing 
     Retention of Earnings 

R. Resolution of Board of Directors Authorizing 
    Employee Stock Option Plan
S. Resolution of Board of Directors Authorizing 
    Pension Plan
T. Resolution of Board of Directors Authorizing 
    Profit-Sharing Plan
U. Resolution of Board of Directors Authorizing 
     Healthcare Plan
V. Resolution of Board of Directors Authorizing 
    Group Insurance Plan
W. Resolution of Board of Directors Authorizing 
      Death Benefit Plan
X. Resolution of Board of Directors Authorizing 
     Employee Benefit Plan
Y. Resolution of Board of Directors Authorizing 
    Rescinding Prior Resolution
Z. Resolution of Board of Directors Authorizing Loan 
     to Corporate Officer
AA. Resolution of Board of Directors Authorizing 
        Officer’s Annual Salary
BB. Resolution of Board of Directors Authorizing 
       Stock Transfer
CC. Resolution of Board of Directors Authorizing 
       Change of Location of Registered Office 
DD. Resolution of Board of Directors Authorizing 
        Purchases by President
EE. Resolution of Board of Directors Authorizing 
       Bonus
FF. Resolution of Shareholders Authorizing Sale of 
      All Corporate Assets
GG. Consent Resolutions
HH. Consent Resolution of Board of Directors

11. Corporate Stock
A. Stock Checklist
B. Corporate Stock Certificate (Front)
C. Corporate Stock Certificate (Back)
D. Stock Transfer Book
E. Receipt for Stock Certificate
F. Lost Stock Affidavit

12. Corporate Shareholder Agreement
A. Shareholders Stock Purchase Agreement

13. S-Corporation Status 
A. S-Corporation Checklist 
B. Notice of Special Shareholders Meeting Regarding 
     S-Corporation Status



C. Affidavit of Mailing of Notice of Special 
    Shareholders Meeting
D. Regarding S-Corporation Status
E. Waiver of Notice of Special Shareholders Meeting 
    Regarding S-Corporation Status
F. Minutes of Special Shareholders Meeting Regarding 
    S-Corporation Status
G. Resolution of Shareholders Regarding 
     S-Corporation Status
H. Sample IRS Form 2553: Election by a Small 
     Business Corporation

14. Taxation of Corporations
A. Sample IRS Form 1120: U.S. Corporation Income 
     Tax Return
B. Sample IRS Form 1120S: U.S. Income Tax Return 
    for an S Corporation
C. Sample IRS Form 1120-A: U.S. Corporation 
    Short-Form Income Tax Return

15. Dissolving a Corporation
A. Dissolution Checklist
B. Resolution of Board of Directors Approving 
    Dissolution and Calling for Special Meeting
C. Resolution and Consent of Shareholders 
     Approving Dissolution
D. Articles of Dissolution

APPENDIX: 
State Incorporation Information

GLOSSARY
Corporate Legal Terms


