NOTE ON USAGE: after doing any needed editing, copy the content below to your clipboard then paste it into a message that you have created with your email program 
-----------------------------------

Dear <<client name>>

You have asked that we assist you in forming a corporation that you can use in the operation of your business. I understood from you that you wanted to create a corporation and not a limited liablity company (LLC). Let me know if that is not correct..

Please reply to this message with answers to the following question: 

1.  What will be the name of the new corporation?

2.  What will be its mailing address of the new corporation?

3.  What will be its street address (if different)?

4.  What is the name and address of the "incorporator" (the person signing the incorporation documents)

5.  Who will be the "registered agent"?  (this will be the person designated to receive legal documents on behalf of the company)

6.  What is the registered agent's street address?

7. At a minimum, a corporation requires a President and Secretary (but you can designate additional officers if desired). What are the names of the individuals who will serve as the intial officers? Note: a single person can hold more than one office.

8.  A corporation is governed by a board of directors.  At a minimum, a corporation must have at least one director. The total number of directors, however, is up to you.  Please state the names of the people who will serve on the initial board of directors?

9. The owners of a corporation are called "stockholders" who are issued "shares" of stock to represent their ownership interest. What are the names of people who are to be the stockholders of the new corporation 

--------------------
Answer the following additional questions if there is to be MORE than one stockholder
--------------------

10. What percentage of the total issued stock of the corporation will each stockholder own?

11.  Will any of the stockholders be required to pay for the their shares? If so state the total dollar amount that each will be expected to pay. .

After you respond to this email message I will call you on the phone to flesh out the details if necessary.  Call me if you have questions.  My number is <<enter  number>>.

