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Questionnaire 

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.  Do not use any abbreviations.  Please answer very clear. 
	Please provide the contact information of the person filling out this questionnaire (required):

	Full Name
	 

	Title / Company
	 

	Phone Number
	 

	Email Address
	 


1. Please provide income and expense annual projections for this year and next year.

2. (Important) How many hours of work p/wk do all owners and family relatives (if applicable) put into the business? (for each owner separate)
3. (Important) We need to know the actual compensation of the owner(s) and all family relatives (if applicable) in all forms (salary, pension payments, and personal expenses paid by the business).  Please do not give us totals.  We need to know the amounts for each person, for each category (i.e., salary, pension, etc), and for each year (i.e., the last 5 years).

4. (Important) Arm’s length compensation.  This is the amount that the Company should pay to the owner(s), given their business skill, education, and hours worked for the business.  In other words, we are trying to normalize earnings by charging the Company only for their managerial and other services rendered to the Company.

a. To answer this, how much would you pay other people (with no ownership and no family relationship) to do the work of the owner(s)?  
5. Please describe the positions of the officer(s) in the company?

6. Please describe the education and experience background of the officer(s)?

7. Please list the management team (officers, directors, key employees):

8. Are relatives of the owner(s) employed?  If yes, are they paid market rates?  Please list their names.
9. Number of Employees (incl. officers):
10. (Important) Are there any discretionary expenses included in the income statements like personal expenses, charity, automobile exp, entertainment expenses, rent exp (if not an arm’s length lease), interest expense, pension, life & disability insurance)?  If yes, please identify and quantify them.

11. (Important) Have there been any non-recurring or extraordinary items? If yes, please identify and quantify them.

12. Please identify whether there is excess cash and whether the company has non-operating assets and non-operating income/expenses?

13. Were there any distributions to the owners in the past (if yes how much) and are any distributions planned in the future?
14. Is there pending legal action against the Company?

15. Are there any contingent or off-balance sheet assets or liabilities?

16. Has there been any change in accounting principles (e.g., cash to accrual, FIFO to LIFO, etc.) that may affect the comparability of historical financial statements?

17. How dependent is the business on the key person(s), i.e., the officer(s)?  In other words, if the officers (owners) would be replaced with a different management, would the Company be able to generate the same revenues as with the key person(s)?
18. Is the business cyclical?  Is there any seasonality?
19. Who owns the real estate?

20. Is the Company leasing from a related entity?  

21. If the Company owns the real estate, what is the size of the building in sq foot?

22. Is the lease of the building an arm’s length rent, i.e., market rate? If not, what would be the market rate?
23. In case for purposes of transaction:  Are we dealing with a stock sale or asset sale?  Unless you tell me otherwise, I will assume stock sale.  (Stock Sale: The seller sells the stock of the company, i.e., all assets and liabilities transfer to the buyer.  Asset Sale: The seller sells the assets and the operating business.  Usually, only inventory, fixed assets, and intangible assets transfer to the buyer.)

24. Any prior transactions?  If yes, was it at arm’s length (i.e., market rate)?

25. Any prior appraisals?
26. Please indicate all interest bearing debt with its corresponding interest rate!

27. Please describe your customer base: Does your business depend on a few customers? If so, who are they?

28. What are your future prospects for the business?
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