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Human Resources & Benefits
In connection with our preparing to market the Company, we would  
like to review with you the following in order to discuss the business with 
buyers and engage them on a deeper level.

Employee Overview
1. Do you have an org chart?

2. What is your estimated or historical  
turnover rate?

3. How many employees have terminated 
employment in last 12 months?

4. How many new hires in last 12 months?

5. How does the Company recruit for open 
positions?

6. How available is labor needed for the  
company?

Hiring Process
7. Who is most likely responsible to screen 

applicants? HR Personnel, Manager/ 
Supervisor, senior management?

8. Does the Company have a formal  
interview process?

9. Does the Company provide training to  
management on how to interview / hire?

10. Does the Company have an official  
employment application form which must  
be completed by all applicants?

11. Do you check references — internally or 
outsourced?

12. Does the Company check credit in the  
hiring process?

13. Do you allow more than one family member 
to work for the Company?

14. Do you require a medical exam as part of the 
recruitment and selection process?

15. Do you drug test as part of the recruitment 
and selection process?

Job Performance
16. How often do you conduct employee  

performance appraisals?

17. Is there a standard appraisal process and 
documentation?

18. Who is primarily responsible for imple-
menting performance reviews?  
Supervisors, HR, Management?

19. Is there training provided to supervisors on 
administering performance appraisals?

20. Does the company maintain performance 
appraisals in personnel files?

21. Are raises provided as part of the  
review process or separately?

22. When was the last company wide raise 
provided? (what percent?)

Employee Issues / Complaints
23. Any incidents of workplace sexual  

harassment reported?

24. Any incidents of workplace harassment 
reported?

25. Has the Company had a situation where  
accommodations were requested for  
physical or mental disability under the  
ADA process?
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26. Any disability or discrimination claims or 
investigations filed?

27. Any drug or alcohol issues reported  
(Have you had situation when an employee 
was tested for reasonable suspicion?)

28. Any OSHA inspections / investigations / 
findings?

COBRA
29. Does the Company self-administer or use  

a third party for COBRA?

30. Provide General Notices within required 
timeline?

Termination Process
31. Does an employee’s immediate supervisor 

have the authority to terminate an employee 
without consulting with management or 
Human Resources?

32. Prior to final disposition, does an employee 
have the opportunity to present a defense 
in matters of discipline?

Leave of Absence
33. Does the Company have a written  

leave policy?

34. Do you require evidence of illness or  
otherwise document reason for leave?

Wage & Hour
35. Are independent contractors utilized?

36. Are employees classified as Exempt / 
Non-Exempt in payroll system?

37. What is payroll cycle?

38. Who processes payroll (internal, ADP, etc.)?

Employee Benefits
39. When is the next renewal date for benefits?

40. Who is eligible to participate in the medical 
— dental programs?

41. Is there an employee contribution to the 
benefit plans?

42. Flexible spending document for pre-tax 
premium contributions — copy of plan?

43. Any Wellness programming — fitness,  
tobacco cessation etc.?

44. Any safety equipment programs —  
protective glasses or steel toed boots  
programs?

45. Supplemental insurance programs  
through AFLAC? Employee perception of 
these programs?

Retirement Plans
46. Pension or profit sharing?

47. Who participates?

48. How much was contributed to the plan  
last year?

49. Do you accrue monthly or only at year end?

50. Do you file the 5500’s?

Employee Recognition
51. What methods does the company use to  

recognize employees?

Personnel Folders
52. Do you keep separate folders for:

a. I-9’s (and support documents)

b. Personnel

c. Medical

d. Payroll

e. EEOC Statement
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f. Workers Compensation

g. Safety Training Records

53. Is there a written policy established for  
employees to review their personnel file?

54. Who has access to the personnel files?  
(HR, Supervisors, Sr Mgmt.)

55. Are files locked? 

Claims
56. Any EEOC or FLSA investigations or  

previous alleged claims?

a. Discrimination?

b. Wrongful termination?

57. Any employee harassment or alleged sexual 
harassment claims?


