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Initial Overview Documents
In connection with our preparing to market the Company, we would  
like to review with you the following documents/files in order to better 
present the business to buyers and engage with them on a deeper level.

CPA’s Financials
5 years of federal income tax returns

5 years of CPA prepared Financial  
Statements with footnotes

36 months of internal financial statements, 
by month

36 months internal statements broken out 
by subsidiary or division

36 months gross margin by product or  
product group

Other Financial Data
4 quarters of aged accounts receivable  
at quarter’s end, comment on accounts over 
90 days

4 quarters of aged accounts payable at  
quarter’s end

3 years list of largest 50 customers by  
revenues, show sales for each year

3 years list of largest 20 suppliers by purchases, 
show amount for each year

3 years of W2’s or other year-end summary 
of payroll — redact SSN numbers

5 years of schedules of officers’ and  
directors’ compensation, retirement plan 
contributions and other perks

Detailed inventory listing

Detailed list of all fixed assets over $5,000

Prepaid and accrued assets account analysis

Other liabilities and accrued expenses  
account analysis

Schedule of interest-bearing debt with  
description of the secured assets

Current organization chart for key  
employees, including role and tenure

Legal Documents
Copy of current real estate leases

Copy of environmental reports for all  
business sites

Copy of equipment leases

Copies of key employee’s employment 
contracts

Copies of contracts / agreements  
with customers

Copies of contracts / agreements  
with vendors

Details of litigation, including past, current 
or pending lawsuits

Details of employee benefit plans, including 
healthcare, pension & profit sharing

Details of employee stock option plans

Reports of examination issued by  
government agencies such as EPA, OSHA, 
or EEOC
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Initial Overview Discussion

Other Data
Details of transactions in the company’s 
ownership, if any, during the last 5 years.

List of any of the following: Patents,  
Copyrights, Trademarks, Domain Names or 
similarintellectual property owned or used 
by the company

Copies of any unprotected logos, sayings or 
similar intellectual property

Details of any contingent liabilities  
(ie: guarantee or warranties) or off-balance 
sheet financing (ie: letters of credit)
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