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Engagement Letter Facts Request List 
Business Valuations

It is difficult to read hand writing.  Thus, I appreciate if you could please fill this out in the file itself, i.e., with Microsoft Word, then save it and email it back to me.  Please provide the answers in this file together with their corresponding questions.  (If this is faxed, I appreciate if the answers will be typed or printed.)  
1. Name of Client: 
2. Title or Relationship to Business Entity:  
3. Address of Client:
4. Phone:
5. Fax:
6. Email:  

7. Who is engaging us? (if firm, please indicate the name of contact person):
8. Referred by: 
9. Contact information of attorney (name, address, phone, email):
10. Contact information of the firm’s accountant (name, address, phone, email):
11. Definition of legal interest to be valued:  

a. Full Business Legal Name: 
b. Doing Business As: 

c. Business Address: 
d. Business Website:
e. Business Legal Entity (S Corp., LLC, LP, etc): 

f. State of incorporation/formation: 
g. Date of incorporation/formation (please indicate the exact date with month and day): 
h. Date when business was founded:
i. Years in Business: 
j. Total Number of Employees:
k. Total Number of Partners/Shareholders: 
l. Names of Partners/Shareholders and their ownership interests:
m. Total Number of Officers: 
n. Names of Officers (and title):
o. Responsibilities and Duties of the Officers:
p. Classes of ownership (voting/non-voting, preferred, etc.) 

q. Number of shares outstanding:
r. Interest to be valued (% and number of shares): 
12. Description of business (Industry, size, location, etc.): (Please also describe in entire sentences what the firm does.)
13. Standard Industrial Classification (SIC) Code (if known):

14. Sales for last 12 months:
15. Earnings for last 12 months:
16. Purpose of Valuation (Transaction, Litigation, Income Tax, Estate Tax, Gift Tax, etc.):  
17. What are you planning to do?  For example: Are you planning to sell your interest, or buying someone else’s interest?
18. Does the Company have investments in other entities or non-operating assets? If yes, please identify!
19. Does the Company own real estate?

20. Is there pending legal action against the Company?
21. Valuation Date(s):  
22. Date of Death (if applicable) 

23. Name of Decedent (if applicable)
24. Date of Marriage (only for Divorce Purposes):
25. State of Dissolution of Marriage Action (only for Divorce Purposes):
26. Intended Users: 

27. How many bound copies do you need?

28. Address to Send Appraisal Report 

29. How did you hear about us? If through internet search engine (such as google), please tell us whether you found us through the sponsor list (the ads at the side) or the organic list. 
30. If through internet search engine such as google: What keywords did you use?
31. Comments about our website are appreciated (positive/negative)
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