MASTER BUSINESS DOCUMENT
My Publishing Company & Record Label — Business Action Plan
The Music Business LLC Workbook · RecordLabelSetup.com
Music Business Course · St. Petersburg College
	Student / Owner Name
	

	Semester
	

	Instructor
	

	Last Updated
	



HOW TO USE: This is your “business brain” — one document containing ALL critical information about your two businesses. Save it to Google Drive. Update it after EVERY week of the course. Redact your SSN and full bank account numbers in any copy you submit or print. This becomes your business action plan for your final presentation.


1. Business Identity (Weeks 1–3)
Publishing Company
	Final publishing company name
	

	Cleared: Secretary of State (date)
	

	Cleared: PRO publisher database (date)
	

	Cleared: .com domain (date)
	


Record Label
	Final record label name (different from publishing!)
	

	Cleared: Secretary of State / USPTO (date)
	

	Domain(s) secured
	

	Social handles secured (list platforms)
	


2. Classification & Virtual Infrastructure (Week 4)
	Primary NAICS code (publishing)
	512230 — Music Publishing

	Label division NAICS code
	512250 — Record Production & Distribution

	Virtual mailbox provider
	

	Complete business address
	

	Business phone number & provider
	

	Primary business email
	

	Domain name & registrar
	

	Total monthly infrastructure cost
	$


3. Publishing LLC Formation (Week 5)
	Legal LLC name
	

	State of formation
	

	Filing date
	

	State document / file number
	

	Registered agent (self or company)
	

	Management structure
	Manager-Managed

	Certificate of Organization stored at
	

	Annual report due date
	

	Total formation cost
	$


4. EIN & Operating Agreement (Week 6)
	EIN (XX-XXXXXXX)
	

	EIN issue date
	

	EIN letter (CP 575) stored at
	

	Operating Agreement created using
	

	Effective date
	

	Officer provision included?
	Yes / No

	Copyright dissolution clause included?
	Yes / No


5. Record Label DBA & W-9 (Week 7)
	Label DBA name
	

	DBA filing date
	

	DBA certificate number
	

	DBA filing fee
	$


Master W-9 Template
ATTACHED: A blank IRS Form W-9 (Rev. March 2024) is attached at the end of this document — see Attachment A. It is also included with the workbook as fw9.pdf, or download the latest at irs.gov/FormW9.
	Box 1 (personal name)
	

	Box 2 (LLC name)
	

	Box 3 classification
	Individual / sole proprietor or single-member LLC

	TIN used
	SSN (never EIN — disregarded entity)

	W-9 template stored at
	

	W-9 provided to (log)
	


6. Banking & Distribution (Week 8)
	Bank name
	

	Publishing account nickname
	PUBLISHING ROYALTIES

	Publishing account opened (date)
	

	Label account nickname
	MASTER / LABEL INCOME

	Label account opened (date)
	

	Signed as
	Managing Member

	Direct deposit authorization form stored at
	

	Distributor
	

	Distributor fee & renewal date
	$


SECURITY: Do not record full account or routing numbers here if you will share this document. Note where they are stored instead.
7. Copyright Registrations (Week 9)
	copyright.gov account email
	

	Pre-release protection active since
	


Registration Tracker
	Song(s)
	Form (PA/SR)
	Filed Date
	Case #
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


8. SoundExchange — Both Sides (Week 10)
	Rights Owner (label) account # / confirmation
	

	Rights Owner registration date
	

	Ownership % claimed
	100%

	Performer (artist) account # / confirmation
	

	Stage / artist name registered
	

	My royalty split
	%

	Payments route to
	LABEL account


9. PRO — Writer + Publisher (Week 11)
	PRO selected
	ASCAP / BMI

	Writer account # / registration date
	

	Writer IPI number
	

	Publisher company name (assigned)
	

	PUBLISHER IPI NUMBER (key to Week 12!)
	

	Publisher registration date & fee
	$


10. Mechanical Royalty Accounts (Week 12)
	The MLC member account #
	

	MLC Publisher Number (starts with P)
	

	MLC registration date
	

	Unclaimed royalties search done (date/result)
	

	Music Reports confirmation / date
	

	Harry Fox publisher # (from MLC)
	

	Harry Fox registration date & fee
	$


Song Code Master Tracker
	Song Title
	ISWC
	ISRC
	UPC
	MLC/HFA/MRI ✓

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


11. Additional Revenue Streams (Week 13)
	LyricFind registration / date
	

	Musixmatch registration / date
	

	Sync platform joined
	

	Sync sheets prepared for (songs)
	

	YouTube Content ID method
	

	Print / sheet music outlet
	

	International collection plan
	


12. My Money Map (Week 14)
Every dollar my music earns flows into one of two accounts. If a stream is not listed with an active account, that is a registration gap.
© Publishing Account collects
	PRO royalties (ASCAP/BMI/SESAC)
	Active? Y/N

	Mechanical royalties (MLC / Harry Fox / Music Reports)
	Active? Y/N

	Sync fees — publishing side
	Active? Y/N

	Lyric display (LyricFind / Musixmatch)
	Active? Y/N

	Print / international
	Active? Y/N


℗ Label Account collects
	Master mechanical royalties (distributor)
	Active? Y/N

	Master performance royalties (SoundExchange)
	Active? Y/N

	Sync fees — master side
	Active? Y/N

	YouTube Content ID & social
	Active? Y/N


13. Business Bible Index (Week 14)
	01 · LEGAL folder location
	

	02 · COPYRIGHTS folder location
	

	03 · REGISTRATIONS folder location
	

	04 · CATALOG folder location
	

	05 · CONTRACTS folder location
	

	06 · REVENUE folder location
	

	07 · BANKING folder location
	

	08 · MARKETING folder location
	


14. Final Presentation Notes (Week 15)
My 5-part presentation outline: (1) my two businesses, (2) what I own — © and ℗, (3) my Money Map walkthrough, (4) why I am investment-ready, (5) my next 12 months.
	Presentation date / time slot
	

	Portfolio JSON exported (date)
	

	Final portfolio submitted (date / confirmation)
	




Attachment A — IRS Form W-9 (Rev. March 2024)
Complete per Section 5: Box 1 = your personal name, Box 2 = your LLC name, Box 3 = Individual/sole proprietor or single-member LLC, Part I = your SSN. Full instructions are in the included fw9.pdf and at irs.gov/FormW9.
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Request for Taxpayer
Identification Number and Certification

o W-9

Fov. March 2024)

Depariment of e Treasuy
Intama Revene Service

G0 to www.rs.gov/FormWs for instructions and the latest information.

Give form to the
requester. Do not
send to the IRS.

Bofore you begin. For guidance related [0 the purpose of Form W-9, see Purpose of Form, below-
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Taxpayer Identification Number (TIN)

Enter your TIN n the appropriate box. The TIN provided must match the name given on fin 1 to avoid
backup withholding. For ndividual, this is generally your social security number (SSN). However, for a
resident alfen, sole proprietor, or diregarded eriity, see the instructions for Part |, late. For other
entites, t s your employer dentfication number (EIN. If you do not have a number, see How o get a

TN, tater.

Note: I the account is in more than one name, see the instructions for ine 1. See also What Name and

Number To Give the Requester for guidelines on whose number to enter.

o rumber

[ZII Certification

Under penalies of perury, | cerify that

1. The number shown on this for is my correct taxpayer identiication number (or | am wating for 2 number to be issued to me); and
2.1am not subject to backup withholding because a) | am exempt from backup withholding, or (5) | have not been nofified by the Intemal Revenue
Service (IRS) that | am subject to backup withhoiding as a result of a failure o report all inferest o dividends, o () the IRS has notified me that | am

o longer subject to backup withhalding and
3.1ama US. citizen o other U.S. person (defined below); and

4.7The FATCA codefs) enterad on this form (f any) ndicating that | am exempt from FATCA reporting is corect.
Certification instructions. You must cross out tem 2 above ifyou have been notifed by the IRS that you are currently subjectto backup withholding
because you have falled o report al interest and dividends on your tax rturn. For rea estate ransactions, e 2 does not apply. For morigage iterest paid
acquisiton or abandonment of secured propery, cancalation of debt, conirbutions to an indvidual retremen arangement (IRA), and, generaly, payments.
other than inerest and dividends, you are not required to sign the certfication, but you must provide your correct TIN. See the nstructions for Part I, later.

Sign

Signature of
Here

US.person

oate

General Instructions

Section references are to the Intemal Revenue ode unless otherwise
noted.

Future developments. For the latest information about developments
related to Form W-9 and ts instructions, such as legisiation enacted
afte they were publshed, go to Wt rs. gov/FormivS.

What's New

Line 3 has been moified to carity how a disregarded entity completes.
s line. An LLG that s a disregarded entity should check the
appropriate box for the tax cassification of its owner. Otherwise, it
hould check the “LLG" box and entor its appropriats tax classification.

New line 3b has been added to this form. A flow-through entiy s
required to complete this line to ndicate that t has direct or indirect
foreign partners, owiners, or beneficiaries when it provides the Form W-9
to another flow-through entity in which It has an ownership interest. This.
change s intended to provide a flow-through entity with information
regarting the status of s indirect oreign partners, owners, or
benefciares, 5o that t can satisfy any applicable reporting

requirements. For example, a partnership that has any indirect oreign
partners may be required to complete Schedules K-2 and K-3. See the
Partnership Instructions for Schedules K-2 and K-3 (Form 1065)

Purpose of Form

An individual or enity (Form -8 requester) wh s required 1o fle an
information return with the IRS s giving you this form becauso they
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