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	[bookmark: _Toc230674165]PURPOSE:



The primary purpose of these worksheets is to gather information to be used in preparation of the Confidential Business Review.  The financial information that you provide forms the basis of the financial presentation and the evaluation.  Please keep in mind that this information may be subject to verification by Telling Group LTD and certainly by any prospective buyer during the buyer's Due Diligence inquiry prior to the sale of the company.

In completing this outline, please fill all blank spaces or indicate "NA" for "Not Applicable."  All dollar values may be rounded to the nearest thousand.  Feel free to add pages to this outline.


	[bookmark: _Toc230674166]Required Documents:




	Date Sent 
	TGL will need copies of the following:

	
	Accountant prepared financial statements for the last five years, including all schedules (Excel or PDF)

	
	Quarterly internally generated monthly Balance Sheet and Income Statements since the last fiscal year end.  Also, put us on the update distribution going forward on statements. (Excel or PDF)

	
	Internally generated monthly Balance Sheet and Income Statements for all months ending in the last 12 months.
 (Excel or PDF)

	
	Internally generated monthly Balance Sheet and Income Statements for all months ending in the last 12 months.
 (Excel or PDF)

	
	Federal and State Income Tax Returns (signed) for the last five years, including all schedules.

	
	The latest Quarterly and annual payroll tax returns (e.g. Federal Form 941, 940).

	
	Accounts receivable Aging Report for the last three years.  (Excel or PDF)

	
	Explanation/reasoning for each customer whose outstanding balance exceeds agreed upon payment terms as listed on the most current Accounts Receivable Aging Report

	
	The current backlog list of: projects, estimated jobs and orders.  (Excel or PDF)

	
	A current inventory list of raw materials, work in process, and finished goods.  (Excel or PDF)

	
	Current detail listing by category and an estimated fair market value of all fixed assets.  (Excel or PDF)

	
	Listing of all excluded assets (i.e. assets which are not part of the sale).  (Excel or PDF)

	
	Schedule listing the model year and current mileage for each vehicle that is owned by the Company and is not listed as an excluded asset.  (Excel or PDF)

	
	Prepare a listing of equipment, products, or special tooling owned by customers.

	
	A current Aged Accounts Payable Report.  (Excel or PDF)

	
	A current listing of accrued benefits (i.e. amounts owed to employees for vacation, sick days, holidays, personal days, pension/401-K plans, etc.)  (Excel or PDF)

	
	Listing of each note payable and leases:  to include monthly payment amount, current balance, expiration date, and what note or lease is secured by it.  (Excel or PDF)

	
	Detail of any other amounts owed by the Corporation, not included above or in long-term liabilities.

	
	Listing of each stockholder of record:  number of shares owned, sales or liabilities.

	
	Listing of all employees - detailing job position, date of hire, current compensation, date of last pay increase, amount of last pay decrease

	
	Two copies of Employee Handbook and Benefit packages

	
	Copies of the sales compensation plan, personnel manuals, and benefit plans currently in effect

	
	Copy of each license and major contracts currently in effect

	
	Price lists/schedule for current year

	
	Product/services lists

	
	Listing of all litigation and claims against the Company

	
	A sample of the trade journals you subscribe to, including annual state of the industry

	
	Names of any industry directories and web sites

	
	List of industry associations and web sites
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	CATALOG NUMBER:
	
	CLIENT LOG NUMBER:
	

	Appraisers:
	
	Report Due Date By:       
	

	Referral Source:
	
	Effective Appraisal Date:
	

	Dates of Contact &
Site Visits:
	
	
	



Company Information
	Name:
	

	Mailing Address:
	

	City, State, Zip:
	

	Phone Number:
	

	Fax Number:
	

	Cell Number:
	

	E-Mail Address:
	

	Home Page Address:
	



Preferred contact information (secure to you)
	Mailing Address:
	

	City, State, Zip:
	

	Phone Number:
	

	Fax Number:
	

	Cell Number:
	

	E-Mail Address:
	




	[bookmark: _Toc230674168]
BUSINESS SUMMARY



	Ownership

	Name:
	
	
	
	

	Title:
	
	
	
	

	% Ownership:
	
	
	
	

	Mailing 
Address:
	
	
	
	

	City, State, Zip:
	
	
	
	

	Phone 
Number:
	
	
	
	

	Fax Number:
	
	
	
	

	Cell Number:
	
	
	
	

	E-Mail 
Address:
	
	
	
	



	Company Founded:
	
	Corporate Structure:
	
	Fiscal Year End:
	

	State of incorporation:
	
	Date of Incorporation
	
	
	



	Street Address:
	

	City, State, Zip:
	

	Web Page:
	http://



	2008 Sales
	
	2009 Sales Estimate:
	
	
	

	Number of Employees
	
	Full Time:
	
	Part Time:
	

	Estimated Number of sub contractors available to you:
	
	
	



	Describe the physical space required to conduct business:

	Facility
	Address
	Estimated Square Feet
	Use

	
	
	
	



	“Mail to” Address (if different 
from Legal Address):
	

	City, State, Zip:
	

	Business Phone:
	

	Private Business FAX:
	

	Private E-Mail:
	

	Web Page:
	http://

	Cell Phone:
	
	Home Phone:
	
	Home Fax:
	



Special instructions regarding sensitivity of sale:
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Provide a brief description of “what company does”:
	



What do you do?
	


Provide a brief description of “how company does it”:  (Provide general descriptions of the COMPANY processes and how they relate to the finished products)
	



Provide a brief description of the client market(s) for your services and/or products:
	



Describe the skill sets required to be successful in your industry:
	



Describe the competitive advantage the COMPANY has over companies that provide similar services:
	



Describe the competitive disadvantage the COMPANY has over companies that provide similar services:
	




	List key individuals (excluding owners), that the Company relies on to be successful, indicating pay rate and bonuses:

	Name
	Title
	Function
	Compensation
	Years with Company
	Resume 
Available
	Industry Years 
Experience

	
	
	
	
	
	
	





	[bookmark: _Toc230674170]PRODUCTS & SERVICES:



Provide a list and brief summary of your specific products and/or services (include adv. Material), including the niche they serve:
	



Briefly describe the “uniqueness” of your product and/or service and how it may differ within your industry:
	




	Please list revenues by products category, i.e., consumer, industrial, medical, other:

	Product or service
	2008 % of Sales
	2009% of Sales (estimated)

	
	
	



Pricing Policy: How do you determine your prices?  How does this compare to competitors?
	



Describe significant barriers to entry in your industry (labor, technology, equipment, relationships, etc.):
	



Describe all exclusive agreements the COMPANY has with its clients:
	



List the historical strengths of the COMPANY, including special of unique features:
	



Discuss growth opportunities, including factors such as possible new product or services and expansion opportunities into new markets:
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	When Founded
	
	Where:
	



Why the COMPANY was started:
	



List all significant company milestones including sales, market share increases, acquisitions, capital investments, personnel additions, etc.  Include dates, amounts and brief narrative on each.  Include patents, if any (include articles).
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Provide information regarding recommendations, awards, achievements, special recognition, etc. about your company.  Enclose copies if possible.
	



List and/or send recent articles about your industry, company and/or your competitors:
	



	Estimate the $ size of your market:
	
	Geographic area of your market:
	



Briefly comment on your repeat sales, including percent of sales:
	



List your ten largest customers and the percentage of total sales each represents .  Names will not be disclosed to buyers without client’s prior approval.
	Customer
	% Total Sales
	Length of Relationship

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





	[bookmark: _Toc230674173]COMPETITION & COMPETITIVE ADVANTAGES:



	How many companies do you estimate compete in your immediate market?
	



Discuss, in detail, your direct competition, including any insight as to how they compete and any advantages or disadvantages you have with each:
	



List your major competitors, (If a public company, please put a “P” before name):
	Company
	City/State
	Estimated Sales
	Website

	
	
	
	



List 5-15 companies that provide products or services similar to yours,  that do not compete (even foreign companies) (If a public company, please put a “P” before name):
	Company
	City/State
	Estimated Sales
	Website

	
	
	
	



Describe the basis on which you compete i.e. price, quality, speed, etc.:
	



Describe the sales cycle in your business:
	



List or describe trademarks, proprietary processes:
	





	[bookmark: _Toc230674174]INDUSTRY INFORMATION:



Generic description of your industry:
	



Generic description of your product(s):
	



List and include copies of all industry studies, outlooks, forecasts or other information your company uses for market analysis:
	



Explain business conditions (this year versus last year):
	



Provide insight on any significant trends, technology advancements that will affect your industry directly or peripherally:
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Did you forecast revenues and profits for 2009?  If so, provide insight to your process:
	



	
	
	If yes, provide dates:
	



Details of any IRS and/or state tax audits:
	



What accounting firm(s) will you be using with regard to taxes, support, etc.?
	Firm
	Partner
	Address
	Admin.  Assistant
	Phone No.

	
	
	
	
	



Special Instructions:
	



What law firm will you be using with regard to the sale of the business?
	Firm
	Partner
	Address
	Admin.  Assistant
	Phone No.

	
	
	
	
	



Special Instructions:
	



What other advisors (consultants, financial planners, investment bankers, etc) will you be using with regard to the sale of the business?
	Firm
	Address
	Contact
	Phone No.

	
	
	
	



Special Instructions:
	



Intangible Assets (including that which is not noted on the Balance Sheet).
Are there any patents or other intangible assets of the COMPANY which need further explanation?  Please discuss life, cost and utilization of the asset(s):
	




If you have audited financial statements, skip this section.  To properly present financial information about your company, we must be advised if any of the following practices currently exist, or if they were practiced in the past five years:
	Have You:
	 Y
	 N

	Deferred current expenses to another accounting period?
	
	

	Kept cash-received records open after the end of a period closing disbursements early?
	
	

	Made unusual entries at or near the end of an accounting period?
	
	

	Forestalled writing off bad loans or worthless assets?
	
	

	Ignored liabilities such as long-term commitments, significant contingencies or post-retirement liability?
	
	

	Failed to make adequate provision for depreciation?
	
	

	Overestimated the collectibility of accounts receivable?
	
	

	Ignored the obsolescence of fixed assets?
	
	

	Buried losses under continuing operations?
	
	

	Improperly capitalized research and development, start-up costs, advertising, interest charges, repairs or the like?
	
	

	Exchanged similar assets and counted what is received at fair market value?
	
	

	Taken aggressive positions on unsettled, difficult or controversial accounting issues?
	
	



If you answered “yes” to any of these questions, please explain:
	




OWNER’S COMPENSATION AND BENEFITS
Indicate all compensation, benefits and other expenses/perquisites that have been expensed on the Company’s financial statements that pertain to the Company’s owners.  Please add any additional categories not mentioned.  The amounts provided should correspond to the Company’s fiscal year and not the individual’s tax year.
	
	Owner 1
	Owner 2
	Owner 3

	Salary

	2009 Salary
	
	
	

	2008 Salary
	
	
	

	2007 Salary
	
	
	

	2006 Salary
	
	
	

	Bonus

	2009 Bonus
	
	
	

	2008 Bonus
	
	
	

	2007 Bonus
	
	
	

	2006 Bonus
	
	
	

	Owner’s Profit Sharing/Pension*

	                      2009 Portion
	
	
	

	2008 Portion
	
	
	

	2007 Portion
	
	
	

	2006 Portion
	
	
	

	Auto Expenses

	2009 Expense
	
	
	

	2008 Expense
	
	
	

	2007 Expense
	
	
	

	2006 Expense
	
	
	

	Personal Auto Lease

	2009 Lease
	
	
	

	2008 Lease
	
	
	

	2007 Lease
	
	
	

	2006 Lease
	
	
	

	Other

	
	
	
	


* Is the Profit Sharing/Pension adequately funded?   




Business Perquisites
	
	2009
	2008
	2007
	2006

	Travel & Entertainment
	
	
	
	

	Dues & Subscriptions
	
	
	
	

	Medical Reimbursement
	
	
	
	

	Officer’s Life Insurance
	
	
	
	

	Other:

	
	
	
	
	



Are any of your above expenses classified in cost of sales?     If yes, explain:
	



List all personal vehicles and other assets which are not to be sold:
	Year, Make & Model
	Net Book Value s of date

	
	



Describe these assets:
	



INVENTORY & SUPPLIES INFORMATION (Provide a summary of inventory)
Do you carry any inventory?     If yes, describe:
	



List key vendors/suppliers by products:
	Name
	Products/services purchased
	% of purchases
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List the Company’s significant capital expenditures (not projected) as follows:
	Fiscal Years
	Sales Level 
($ in 000’s)
	Capital Expenditures
($ in 000’s)
	Description

	2009
	
	
	

	2008
	
	
	

	2007
	
	
	

	2006
	
	
	



Have there been any significant expenditures that were expensed for, but should have been capitalized?     
If yes, describe the amounts and years incurred:
	



Please indicate estimated normal annual recurring capital expenditures anticipated over the next five years:
	



Assuming potential future sales levels, please estimate the required additional space (facilities) and capital expenditures (equipment) required.
	Sales level ($ in 000’s)
	Additional Space
	Capital Expenditures

	
	Square Footage
	Annual Rent
	Description
	Cost

	
	
	
	
	



Comment on any facility and/or personnel expansion currently in progress:
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(Provide a current aging of accounts receivable)

Describe the basic terms you give your customers::
	



Indicate potential uncollectable Accounts Receivable in excess of current Allowance for Bad Debts:
	



Do any individual customers account for over 10% of your Accounts Receivable?     
 If yes,, explain, including customer and average balance:
	



Explain all Notes Receivable:
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(Provide a current aging of Accounts Payable)

What is your current Accounts Payable Policy?  (i.e. discounts, special terms, etc.)
	



Please explain any Payables that are currently past due:
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Profit Margins can be a significant factor in projecting a Pro Forma income statement,  A discussion of past and expected margins is key to understanding the future profitability of the company.

Gross Profit Margin (%) per financial statements:
	Gross Margin
	2009 (projected)
	2008
	2007
	2006
	2005

	
	
	
	
	
	



Explain why the historical gross profit margins have changed:
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Nonrecurring, discretionary or discontinued income or expenses can materially affect the Company’s results of operations in any one year.  To properly recast the financial statements, these terms should be identified to the extent possible.  Bear in mind that these items should be able to withstand the scrutiny of a prospective buyer.

Provide detail on any nonrecurring (one-time only) or discontinued (no longer applicable) Income and/or expenses:
	Description
	Rec*
	2009
	2008
	2007
	2006
	2005

	
	
	
	
	
	
	


*Indicate if these items are recorded in (C)ost of sales, (O)perating Expenses or other (I)ncome/(E)xpenses


	[bookmark: _Toc230674181]LITIGATION:



Provide details of any current or pending litigation:
	



Describe Warranties on your products/services:
	



Describe any product claims:
	



Comment on any significant research and development:
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Does your company have a contract employee handbook??     If yes, include a copy with this Worksheet.  If no, complete this section.

Describe the rates paid to various contract workers and the reasons for any differences:
	






	[bookmark: _Toc230674183]AREAS OF IMPROVEMENT:  



Comment on those areas of your operations that could be improved, including areas such as management, marketing, products/services, etc.::
	





	[bookmark: _Toc230674184]ENVIRONMENTAL – PHYSICAL PLANT AND PROPERTY:  



Provide a list and a brief summary of any possible source of environmental concern:
	



Are there any above or underground storage tanks on site?    If yes, provide location and a description of the contents:
	



Describe any known spills or leaks on your property or within one (1) mile of your property location:
	



Describe any discharges from your property to surface water or to adjacent properties:
	



Please list the name(s) and contact information of knowledgeable personnel familiar with the condition of the plant and property, both past and present:
	



Has the property been inspected by regulatory or compliance officials (i.e. fire, health, code enforcement, auditors, etc.)?  
  If yes, please list the agency, the nature of the inspection and the results:
	



Please provide copies of any environmental site assessments conducted on owned or leased properties.  Please list dates:
	





	[bookmark: _Toc230674185]REGULATORY COMPLIANCE CONSIDERATIONS – OPERATIONS:



Please list all hazardous materials used in the process of the business:
	



	
	Y
	N

	Are hazardous materials properly labeled and stored in compliance with local municipal, state and federal regulations?   
	
	

	Are personnel properly trained?
	
	

	Is training documented and current for all personnel?
	
	

	Are waste materials properly sorted and disposed of in compliance with all local municipal, state and federal regulations?
	
	



If you answered “no” to any of these questions, please explain:
	



Please list any citations, fines or assessments related to health, safety or environmental compliance matters:
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	[bookmark: _Toc230674187]
TYPE OF APPRAISAL AND OWNERSHIP INTEREST BEING APPRAISED:



	Type Property Appraised :
	
	
	
	

	Type of Appraisal:
	
	
	
	

	Type of Report:
	
	
	
	

	Ownership Interest Being Appraised:
	
	% 
	( Specify)
	

	Proposed Fee:                                                    $
	
	
	

	



	[bookmark: _Toc230674188]STANDARD OF VALUE AND FUNCTION AND USE:



	Standard of Value:  
	
	
	

	
	
	
	
	

	Function & Use:
	



	PRINCIPALS:       (Owners, Shareholders, Officers)
	

	Name:  
	
	

	Ownership Interest
	
	

	Title:
	
	

	Address:
	
	

	City, State, Zip:
	
	

	Phone Number:
	
	

	Fax Number:
	
	

	Cell Phone:
	
	



List Other Owners/Shareholders And Their Ownership Interest (No. Shares or %):
	
	

	
	

	
	




	
	

	[bookmark: _Toc230674189]ADVISORS:




	
	Accountants:
	
	Attorneys:

	Name:
	
	Name:
	

	Company:
	
	Company:
	

	Address:
	
	Address:
	

	City, State, Zip:
	
	City, State, Zip:
	

	Phone/Fax:
	
	Phone/Fax:
	

	Represents:
	
	Represents:
	

	E-mail:
	
	E-mail:
	

	
	
	
	

	Name:
	
	Name:
	

	Company:
	
	Company:
	

	Address:
	
	Address:
	

	City, State, Zip:
	
	City, State, Zip:
	

	Phone/Fax:
	
	Phone/Fax:
	

	Represents:
	
	Represents:
	

	E-mail:
	
	E-mail:
	



	[bookmark: _Toc230674190]BRANCHES/STORES/ OTHER LOCATIONS:



	





	[bookmark: _Toc230674191]BUSINESS STRUCTURE AND OWNERSHIP INFORMATION:




	State of Incorporation:      
	
	Date:
	

	# of Common Shares Authorized:
	
	# of Preferred Shares Authorized:     
	

	# of Common Shares Issued:
	
	# of Preferred Shares Issued:           
	

	# of Common Shares Outstanding:
	
	# of Preferred Shares Outstanding:   
	

	# of Treasury Shares:
	
	# of Preferred Treasury Shares:        
	



Other Classes of Stock: (Describe)
	



History of Stock Transfers:
	



History of Dividend Payments:
	





	[bookmark: _Toc230674192]MARKETABILITY OF STOCK:
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Describe pricing and profit margins: (shop rates, labor rates, billing rates, etc.)
	



Expansion or growth potential for products, services, geographic market areas:
	



Five year annual growth in sales, expenses and earnings:  (need copy of annual or five year forecasts)
	



Company strength and weaknesses:
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(Need samples of ads, brochures or marketing letters)

	
	% Local Area
	Key State of
	

	
	% Other States   
	

	
	% International Countries
	




	Source of New Business:

	
	% Walk Ins  
	
	% Outside Sales Staff   
	
	% Word of Mouth & Referrals  
	
	% Advertising



	Advertising Methods:
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	How often is a physical inventory taken?  

	

	

	Explanation of any significant difference between Inventory On Hand and Amount Shown On Books:

	

	

	How much of existing inventory is Obsolete/Outdated? (% or $)

	

	

	Inventory Valued Based On:  

	
	



	LEVEL OF INVENTORY ON HAND:
	
	Normal Level
	
	Current Level

	
	
	
	
	

	Raw Material
	$
	
	$
	

	Work In Progress
	$
	
	$
	

	Finished Goods
	$
	
	$
	

	Parts
	$
	
	$
	

	Used Items
	$
	
	$
	

	TOTAL INVENTORY
	$
	
	$
	

	
	
	
	
	

	VALUE OF SUPPLIES ON HAND: 
	$
	
	$
	

	(Office Supplies, Shop Supplies, and items expensed upon purchase)
	
	
	
	



	Other information about inventory and supplies:

	





	[bookmark: _Toc230674196]CONTINGENCY CONSIDERATIONS:



	Legal considerations:
	Explanation:

	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Pending violations of government regulations:
	

	(If yes to any of the following, describe below)
	

	
	

	
	

	
	

	
	






	[bookmark: _Toc230674197]INDUSTRY INFORMATION:



	Trade Organizations:

	

	

	Trade Journals:

	





	[bookmark: _Toc230674198]MANAGEMENT AND STAFFING:



	Number of Employees:
	
	Active Owners
	
	Full Time
	
	Part Time

	

	Employee Turnover:
	

	

	Owners:

	Name
	Age
	Background
	Duties

	
	
	
	

	
	
	
	

	
	
	
	

	

	Family members who work in the business:

	Name
	Job Function

	
	

	
	

	
	



	Employee benefits                         
	Who Pays (Company/Employee)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	(Profit Sharing, Stock Purchase, ESOP, Etc.)
	Describe:




	

	

	

	

	Employees
	Terms of Agreements

	
	

	
	

	
	

	
	

	

	Parties
	Terms of Agreements

	
	

	
	

	
	

	
	

	
	

	Parties
	Terms of Agreement
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(Need Copy Of Leases)

	Item:
	Vendor:
	Remaining Payments
At Appraisal Date
	
	Monthly Cost

	
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	

	
	
	
	$
	



	[bookmark: _Toc230674200]NONOPERATING ASSETS:

	

	





	[bookmark: _Toc230674201]MAJOR ASSETS INCLUDED:


(Note assets included in sale but not included on the company's balance sheet or assets owned individually)

	Assets used by the business, but not owned by the business

	





	[bookmark: _Toc230674202]CAPITAL EXPENDITURES:  



	Major Capital Expenditures During Past Five Years:

	

	

	Capital Expenditures Needed For Growth:

	




	[bookmark: _Toc230674203]COMPUTERS & SOFTWARE:  



	Number of Computers:
	
	Type of Computers:
	

	
	
	
	

	Software:
	
	
	

	
	


	

	

	

	Describe (Nature of software and estimated costs to develop):

	





	[bookmark: _Toc230674204]FACILITIES:  



	REAL ESTATE OWNED BY:  
	
	
	

	
	
	
	
	

	
	
	
	
	

	REAL ESTATE LEASED FROM:  
	
	
	

	
	
	
	

	
	
	
	
	

	TYPE OF BUILDING:
	
	
	
	

	
	
	
	
	

	
	Name of Center:
	Name of Building:     
	Name of Park:  
	Name of Warehouse:    

	
	
	
	
	

	
	
	
	
	

	BUILDING SQ. FT.:
	
	
	
	

	Describe: (Number bays, Seats, Capacity, Office, Showroom, Warehouse, Etc.):  

	

	LAND SQ. FT.:
	
	

	Describe: (Number Parking Spaces, Fenced, Other Features): 

	

	MONTHLY RENT:
	$
	

	

	PERCENTAGE RENT:

	Describe: 

	

	SCHEDULED RENT INCREASES:

	Describe:

	

	OTHER CHARGES MONTHLY:

	Common Area Maintenance:  
	$
	Insurance:
	$
	

	Real Estate Taxes:
	$
	Signs:
	$
	

	Trash Pick Up:
	$
	Water:
	$
	

	

	LEASE DEPOSIT:    
	$
	

	
	
	

	TERM OF LEASE:  
	Started:
	
	Expires:
	
	

	
	
	

	RENEWAL OPTIONS:

	

	

	RESTRICTIONS:

	

	




	LEASE TRANSFER FEE: 

	
	

	Amount
	$
	To whom the fee is to be paid
	

	

	Name of tenant on lease: 
	

	Name of landlord:     
	

	Management company: 
	

	Contact person: 
	

	Mailing address: 
	

	Phone number: 
	

	

	

	Amount Due
	Current Status

	$
	

	
	

	

	

	

	

	

	





	[bookmark: _Toc230674205]REAL ESTATE INFORMATION:



	

	Price:
	
	

	Terms:
	
	

	

	Buildings: (Size, # Floors, Type Building, Construction, Condition, Age)

	

	

	Land: (Location, Size, & Other Improvements)

	

	

	Legal Description:

	

	

	Real Estate Taxes:

	

	

	Real Estate Insurance:

	

	

	Air conditioning & Heating:

	No Units
	Size
	Condition

	
	
	

	

	Utilities:
	Source of Utility:
	Who Pays: (Landlord / Tenant)

	
	
	

	Water:
	
	

	Sewer:
	
	

	Gas:
	
	

	Electric:
	
	

	Trash:
	
	

	

	Date Purchased by Current Owner:
	

	Price Paid by Current Owner:
	

	Real Estate Appraisals:
	

	Appraisal District Tax Valuation:
(Appraised Value, Date, Contested)
	

	Independent Appraisal:
(Date last appraised, Appraised Value, Appraiser)
	

	Price Desired By Owner:
	

	Terms Desired By Owner:
	

	Other Information:  (Special Features, Near By Businesses & Landmarks, Neighborhood Characteristics, Etc.)
	

	





	[bookmark: _Toc230674206]LONG TERM DEBT AND LEASE PURCHASE AGREEMENTS:


(Need copy of all notes and/or Lease Purchase Agreements)

	ORIGINAL LOAN AMOUNT:
	$
	$

	    Date of Loan:       
	  
	

	    Term of Loan:        
	 
	

	    Current Payoff: 
	$
	$

	    Payment:             
	$ 
	$

	    Interest Rate:  
	% 
	 %

	    Secured By:         
	
	

	    Secured Party:   
	
	

	ORIGINAL LOAN AMOUNT:
	 
	 

	   Date of Loan:           
	
	 

	   Term of Loan:
	
	 

	   Current Payoff:        
	$
	$

	   Payment:   
	$ 
	$

	   Interest Rate:          
	  %    
	   %

	   Secured By:        
	 
	 

	   Secured Party:                      
	 
	 

	ORIGINAL LOAN AMOUNT:
	 
	 

	   Date of Loan:           
	 
	

	   Term of Loan:
	 
	 

	   Current Payoff:        
	$
	$

	   Payment:   
	$ 
	$

	   Interest Rate:          
	   %    
	   %

	   Secured By:        
	 
	 

	   Secured Party:                      
	 
	 



AMOUNTS OWED TO SUPPLIERS/CREDITORS:
	Name of Creditor: 
	Amount Owed As Of:
	Payment Terms:

	
	
	

	
	
	

	
	
	

	
	
	



PAST DUE AMOUNTS OWED TO GOVERNMENTAL AGENCIES:  (Sales Taxes, Payroll Taxes, Income Taxes)

	Agency:
	Type:
	Amount:

	
	
	

	
	
	

	
	
	





	[bookmark: _Toc230674207]FINANCIAL RECORDS:



	Fiscal Year End:
	
	
	

	Financial Records location
	
	

	Income statements prepared
	

	

	ADJUSTMENTS TO FINANCIAL STATEMENTS FOR DISCRETIONARY INCOME OR EXPENSE:

	
	
	

	Principal/Owner's Salary:
	$
	

	Auto Gas, Oil, & Repairs:
	$
	

	Auto Lease/Loan Payments:
	$
	

	Insurance: 
	$
	

	  Auto Insurance:
	$
	

	  Life Insurance:
	$
	

	  Other Insurance:
	$
	

	Membership, Dues, Etc.:
	$
	

	Travel & Entertainment:
	$
	

	Personal Utilities:
	$
	

	Rent Income/Expense:
	$
	

	Personal Use of Inventory:
	$
	

	Consulting/Management Fees:
	$
	

	Non-Working Relatives On Payroll:
	$
	

	Replacement Salary For
Working Spouse/Partner:
	$
	



	Nonrecurring Expenses: (List Expensed Equipment, Start Up Cost, etc.)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	







	AGING OF ACCOUNTS RECEIVABLE:
	
	

	As Of Date:
	
	

	Current:
	$
	

	Over 90 Days:
	$
	

	Amount Deemed Uncollectible:
	$
	

	
	
	

	AGING OF PAYABLES:
	
	

	As of Date:
	
	

	Current:
	$
	

	Trade Payables Over 90 Days:
	$
	

	
	
	

	COMPANY BANK ACCOUNTS:
	Name of Bank
	Account Number
	Balance

	Operating Accounts:
	
	
	$

	
	
	
	$

	Payroll Accounts:
	
	
	$

	
	
	
	$

	Savings Accounts:
	
	
	$

	
	
	
	$

	Brokerage House Accounts:
	
	
	$

	
	
	
	$

	Other Accounts:
	
	
	$

	(IRAs, Pension Funds, Mutual Funds)
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$





	[bookmark: _Toc230674208]TERMS OF SALE AND OTHER CONSIDERATIONS:



	Previous listings by a broker
	
	

	Date:
	Price:
	Terms:

	
	
	

	
	
	



	Entities currently considering purchasing the subject business

	Price:
	Terms:
	Considerations:

	
	
	

	
	
	



	On what terms and conditions will all Principals/Owners sign Non-Compete Agreements: 

	Terms:
	Considerations:

	
	






	[bookmark: _Toc230674209]REASON BUSINESS IS BEING APPRAISED:



	Reason for Appraisal
	

	Who provided the information herein?
	





	[bookmark: _Toc230674210]INFORMATION FROM PREVIOUS APPRAISALS:



	Name of Appraiser:  
	
	
	

	Company Name:
	
	
	

	Address:
	
	
	

	Phone Number:
	
	
	
	

	Appraised Value:
	$
	
	
	

	Price Includes:
	
	$
	
	$

	
	
	$
	
	$

	
	
	$
	
	$




	[bookmark: _Toc230674211]CLIENT/PRINCIPAL PERSONAL INFORMATION:



	Name:
	
	

	Mailing Address:
	
	

	City/State:
	
	

	Phone Numbers:  
	
	

	Education Level:
	
	

	Work Experience:
	
	

	Job Functions:
	
	

	Number of Children:
	
	

	Other Details:
	
	





	[bookmark: _Toc230674212]DOCUMENT CHECKLIST:


(A PHOTOCOPY of the following documents checked below is required - DO NOT SEND ORIGINALS)

	TAX AND FINANCIAL DOCUMENTS

	
	For The Following Years:
	

	
	For The Following Years:
	

	
	Last Month Available:
	

	
	For The Following Years and Year to Date:
	

	
	For The Following Months:  
	

	
	For The Following Months:  
	

	
	

	
	





	[bookmark: _Toc230674213]EQUIPMENT/LEASES/LICENSES/PERMITS:



	
	

	
	

	





	[bookmark: _Toc230674214]LEGAL AGREEMENTS AND PROMISSORY NOTES



	
	

	
	

	
	

	
	

	
	

	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





	[bookmark: _Toc230674215]OWNERS, PARTNERS, STOCKHOLDERS, EMPLOYEES & PROMOTIONAL MATERIALS



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




	[bookmark: _Toc230674216]REAL ESTATE INFORMATION



	
	

	
	

	

	
	

	
	

	
	

	
	

	
	

	Other Required Information:
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