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CHECKLIST FOR CREATIVES AND ENTREPRENEURS

Does it feel like you’re going to go to jail for everything you 

do in your business? Then make sure you go through this 

checklist to see if you’ll be able to stay out of jail, or if there’s 

something you might need to fix!

DON’T GO 
TO JAIL®
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THE BACKSTORY BEHIND THIS GUIDE

Getting a business started is hard. There’s the neverending work, the friends + family who 
keep trying to connect you to their “friend in HR” and the grocery trips that end in the self-
checkout line (because it’s a lot easier to keep trying your maxed out cards there instead of 
with a real human cashier).

But what if you could get started much more quickly? What if you could know for sure 
that you had done everything correctly, AND had a roadmap to follow to overcome your 
overwhelm because you knew exactly where to start? What if you could offer those friends 
+ family members jobs instead of the other way around? WHAT IF YOU COULD BUY THE 
NICE STATIONERY AT TARGET INSTEAD OF THE STUFF FROM THE $3 BIN AT THE FRONT 
OF THE STORE?!

I want you to be able to do all those things and more. I’ve placed the business essentials in 
order of how I’d do them if I set up a new blog or business from scratch, knowing now what I 
wish I’d known four years ago.
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This is the equivalent of a social security number, but it’s for your 
business. In fact, you can use it in place of your SSN when opening 
bank accounts, working with clients and anything else that’s for 
your business. I sleep much better at night knowing people have 
access to my EIN instead of my SSN.

This is free! The only catch is that the IRS website has hours of 
operation. I know, I know, smh.

The link to apply for your EIN is here, and the place to do so is by 
clicking the blue “Apply Online Now” button about halfway down 
the page. Remember, if it doesn’t work, the IRS website is offline, 
and you can try again when they open for business the next day.

There’s no sorcery or trickery—the application is pretty 
straightforward.

Printers. Remember those cute little things? Print a copy of the 
“Tax ID Letter” you get with your EIN. Your accountant may need 
it one day.

And since it’s not the 80s anymore, save this baby to the cloud, 
your phone, etc. Essentially, don’t lose it.

GET AN EIN, AKA 
AN “EMPLOYEE 

IDENTIFICATION 
NUMBER”

STEP 1 

GET YOUR TAXES IN ORDER
ESTIMATED TIME: 5 minutes (15 with printer troubles, because #duh)

“Nothing will send you to jail faster 

than missing a tax payment.”

CONFUCIUS

SAVE YOUR 
EIN AND 
PRINT IT.

1
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https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
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There are so many things that ask me for my EIN. Clients. Banks. 
Jimmy John’s online ordering system (kidding about that one). But 
for real, I am using this thing at least once a week. I should know it 
by now but I don’t. If you’re like me and would rather spend your 
brain power figuring out when Ron Howard will finally make an 
Arrested Development movie, then write this number down on a 
post-it and put it somewhere accessible. Or better yet, print out 
our Turnkey Business Binder and keep it safe there!

WRITE DOWN 
YOUR EIN FOR 
EASY ACCESS.

3

https://thecontractshop.com/products/turnkey-business-binder
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HINT, IF YOU NEED HELP, CLICK HERE!

You can have a business without a website, Instagram account or 
marketing plan, but you cannot have a business without clients or 
customers of some sort.

Every business needs to have a contract to run properly. Here are 
some examples:

• A blogger sells ads and sponsored posts, they need a Terms & 
Conditions + Privacy Policy for site visitors to disclaim their 
earnings, and they need a Brand Collaboration Agreement to 
work with brands/companies on sponsored posts.

• A photographer sells photography services, and needs a 
contract that accounts for things like inclement weather, 
cancelled weddings, no-show clients and travel fees. Here are 
some options for photographers:

• Wedding Photography Contract Template

• Portrait Photography Contract Template

• Equine Photography Contract Template

• Print Release Contract Template

• Model Release Contract Template

• A calligrapher needs to clearly convey exactly the number and 
type of pieces his/her client can expect, and how/when things 
will be delivered, plus what happens if a proof editing date is 
missed (and how will that affect delivery). Clients can also be 
very naughty, and do things like photocopy the invitations you 
made and blow them up onto things like menus, place cards, 
table settings, and so forth. A Calligraphy Client Contract 
Template accounts for all these and more, saving you from 
awkward asks and frustrated feelings later.

EVALUATE 
WHAT KIND 

OF CONTRACT 
YOU NEED.

STEP 2

GET YOUR CLIENT CONTRACT TOGETHER
ESTIMATED TIME: 10 minutes

1

http://thecontractshop.com
https://thecontractshop.com/products/terms-conditions-privacy-policy-for-your-website
https://thecontractshop.com/products/terms-conditions-privacy-policy-for-your-website
https://thecontractshop.com/products/brand-collaboration-contract-template
https://thecontractshop.com/products/wedding-photography-contract-template
https://thecontractshop.com/products/portrait-photography-contract-template
https://thecontractshop.com/products/equine-photography-contract-template
https://thecontractshop.com/products/print-release-contract-template
https://thecontractshop.com/products/model-release-template
https://thecontractshop.com/products/custom-calligraphy-or-stationery-contract-template
https://thecontractshop.com/products/custom-calligraphy-or-stationery-contract-template
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• An influencer is working with brands, speaking on stages and 
running a million miles a minute. He or she needs:

• Brand Collaboration Contract Template for sponsored 
Instagram posts and blogs

• Speaker Contract Template for his/her speaking gigs on 
stage or online

Questions about contracts? Just click here and learn everything 
you need to know about contracts!

Understand your contract with one of our companion guides, 
included with the purchase of every template. They walk you 
through each section of your template so you can confidently 
answer questions about your contract when clients ask.

Include some sort of welcome magazine or client guide with your 
contract. This is a helpful place to remind clients about the “finer” 
points of your contract you don’t want them to forget.

IMPLEMENT 
YOUR 

CONTRACT... 

SEND YOUR 
CONTRACT, 

WITH 
CONFIDENCE, 

TO CLIENTS.

2

3

...into an easy-as-pie system that auto-fills the client’s information 
for you and can send contracts in less than a minute.

• HoneyBook is the ONLY client management software I 
recommend. It is what I personally use after LOTS of testing 
out tons of programs and software. 

• Psst, they will pay me a small commission if you use my link 
here, but I’ll also be sending you $200 store credit to use at 
The Contract Shop® to thank you for signing up through me!

Try HoneyBook and get free concierge onboarding to start 
working with your first clients.

“Contracts are exactly the opposite 

of a box of chocolates—you know 

exactly what you’re going to get.”

JENNY

https://thecontractshop.com/products/brand-collaboration-contract-template
https://thecontractshop.com/products/workshop-or-conference-speaker-contract-template
https://thecontractshop.com/search?type=article&q=*contract*
https://thecontractshop.com/search?type=article&q=*contract*
https://thecontractshop.com/blogs/posts/why-i-don-t-use-dubsado-and-what-i-use-instead
https://thecontractshop.com/blogs/posts/why-i-don-t-use-dubsado-and-what-i-use-instead
https://www.honeybook.com/invites?code=gq97d
https://www.honeybook.com/invites?code=gq97d
http://share.honeybook.com/gq97d
http://share.honeybook.com/gq97d
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I’m right there with you. Set this system up now so you don’t have 
to think about it later.

• You can have a business without a website, Instagram account 
or marketing plan, but you can’t have a business that loses 
money month after month. That’s a hobby.

• If you have a system, it runs itself! Mindless tasks are the 
best ones, because they get done. Even when your life is 
falling apart on some days, your work is getting completed on 
autopilot.

• I have some tools below to help you automate this! They’re 
not scary, just relaxation-inducing.

This should be one of your first hires! It’s also one of the cheapest 
things to outsource.

I recommend Steadfast Bookkeeping. I’ve been working with them 
for two years (and no, they don’t pay me to refer them!)

Please note: I’m an affiliate of the following products but have been 
using them myself for 2+ years!

SHOEBOXED is the tool you always wanted but never knew 
existed. Sure, your bank probably has an app that makes it easy for 
you to take a picture and upload. But when I’m treating a customer 
to an experience like dinner, or meeting up with potential partners 
at a conference, I’m not about to pause their thought so I can take 
a picture of the receipt. 

STEP 3

SET UP A BOOKKEEPING RITUAL
ESTIMATED TIME: 10 minutes

UGH, 
NUMBERS.

IF A SYSTEM 
ISN’T YOUR 

THING, TRY A 
BOOKKEEPER.

WHETHER 
YOU DIY OR 

HAND IT OFF, 
YOU’LL WANT 
THESE TOOLS 

TO MAKE IT 
EASIER AND 

FASTER.

1

2
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https://www.steadfastbookkeeping.com/
http://ssqt.co/mzbq0HR


© 2018 CHRISTINA SCALERA LLC DBA THE CONTRACT SHOP®

It’s rude and there’s a better tool than that if you ask me—
Shoeboxed sends me a prepaid “magic envelope” as often as once per 
week, and collects 150+ receipts for less than $30 bucks a month. 

I stash all my receipts in my wallet when I put my card or cash 
away, then once a month, dump them into my magic envelope 
where it’s delivered back to Shoeboxed, scanned, uploaded and 
connects to my Quickbooks account for auto-classification and my 
originals are sent back to me in a neat little stack (not the jumbled 
mess I forward to them).

Sure, it costs money. $30. The cost of about two hours of a virtual 
assistant’s time. And trust me, I’m not super organized, which 
means if I had a VA collecting all my receipts  and doing the same 
thing Shoeboxed does, I’d be spending way more per month. If I 
tried to do this myself… well, it might not happen until… never 

Click here to get Shoeboxed.

QUICKBOOKS has been around forever, which is why it took 
me so long to try it. I’m a bit biased to startups and new companies, 
because typically they are less complacent, cheaper and more 
eager to please. So I tried them all. All the ones you hear about on 
podcasts, blogs and other corners of this entrepreneurial journey 
you’re on. 

None of them worked as well as Quickbooks. To boot, Quickbooks 
has only gotten even better and easier to go through since I 
switched to them. Add to that an easy function to add both my 
bookkeeper and CPA (no more annoying password sharing), and 
this is an easy add to any business.

Click here to get 50% off your Quickbooks subscription.

HONEYBOOK Click here to get Honeybook

“Math is universal.”

SOUTH PARK

http://ssqt.co/mzbq0HR
https://www.referquickbooks.com/s/Christina38
https://www.referquickbooks.com/s/Christina38
http://share.honeybook.com/gq97d
http://share.honeybook.com/gq97d
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I’m not good at talking about myself. In fact, I was recently in a car with 
some of the top influencers in the online world (Jenna Kutcher, Jamie Eason, 
Beth Kirby...) We were going around and telling the driver what we did for a 
living. When it was my turn to tell the group what I did, my response was, “I 
have a website.” So, yeah. But, my publicist and friends think it’s important 
I at least humble brag a little, lest I fool you into thinking I’m just be some 
loser in a basement getting Doritos crumbs all over my keyboard.

I’m Christina Scalera, and I do indeed have a website. It’s called The Contract 
Shop®. It’s an online contract template store that provides immediate digital 
downloads of the contracts you need to run your business 24/7. I got my 
start in a top 20 law school here in the States, then went to work in-house 
(aka, got a 9-5 job) as a trademark attorney. So far that is probably gibberish 
to most of you, so let me tell you the juicy stuff you actually want to know 
about:

I almost got kicked out of law school. Twice. For refusing to do what I still 
consider to this day to be busy work (and saying as much to the wrong Dean 
of the law school).

I have a separate law firm from The Contract Shop®, and literally the best 
clients ever. You have read their books and follow them on Instagram. 
They’re a big f-in deal. If you’re a super sleuth you can see who I’m talking 
about (it’s public record, but I won’t tell you where).

I’ve had as many as 17 team members, and as few as 1 (yours truly). We’re 
holding steady at lucky 7 for the time being.

Our affiliates have made over $10k in the past two months. You go you little 
Glen Cocos!!

I’ve entertained over 30 speaking engagements in the past two years. I’m 
bad at math but that’s at least one per month!! One was even to a group of 
nearly 2000 :scream:

I’ve been in charge of finding great guests for podcast I co-founded. It has 
nearly 300 reviews and was even featured on Entrepreneur as one of the top 
24 female-hosted podcasts of 2017!

I do indeed enjoy eating Doritos at my computer, but not in a basement.

I must confess—I still believe, 
Christina

Photo by Lindsey LaRue Photography

WHO AM I TO TELL YOU THIS STUFF?

Disclaimer: I wouldn’t be a good attorney without 
one of these. For the love of all things you can 
put butter on, please, please contact a licensed 
attorney if you have a legal issue or question. If you 
broke your leg, you wouldn’t search Pinterest for 
“fun cast alternatives,” instead of going to the ER, 
so please don’t do that with your business either. 
Nothing in this checklist is legal advice. It’s purely 
for your education, and if I am successful in making 
you laugh at least once, your entertainment too. 
Downloading, using, drop kicking or otherwise 
interacting with this download and/or my related 
communication(s) doesn’t create an attorney-cli-
ent privilege. Ain’t nobody got time for that, and 
by ‘nobody’ I mean ME. I’m super picky with who 
becomes a client #sorrynotsorry. K that’s it, bye.

Please print this guide out 
and enjoy it on its own, or as a 

companion to our super popular 
Turnkey® Business Binder!

https://thecontractshop.com/
https://thecontractshop.com/
https://thecontractshop.com/products/turnkey-business-binder

