Documents Required for Financial Due Diligence for a Company Sale 
1. Compliance 
1. Statutory accounts for the last eight years.
2. Audit files for the last 3 years.
3. Business tax and Corporation taxation computations for last 3 years. 

4. Quarterly VAT returns for the last financial year and the year to date. 
5. PAYE information including reconciliations of amounts due to the HMRC.
2. MANAGEMENT ACCOUNTS
2a)
Sales:
· Analysis of sales by major product group (year-to-date and previous financial year).

· Monthly split of sales for the last 3 years.

· Split of sales by branch/ department where applicable for current year (where applicable year (where applicable).

· Split of sales between collected, delivered and direct (if relevant) for the year-to-date.
 2b)
Profit and loss accounts 
· Management Accounts for two full financial years and management accounts to date for the current year. 
· Overhead analysis for the last three years. 
   2c)   Customers

· Analysis of customers for past full year 

3. BALANCE SHEET 
3a)
Fixed Asset & Investments:

· Fixed assets register.
· Details of any fixed assets purchased since last financial year end.
· Listing of any investments held.
· Details of intangeable assets/ patents/ intellectual property/ copyrights
3b)
Cash: 
· Bank statements for the current and previous financial year, (to review only copies not required).
· Bank reconciliations for all bank and credit card accounts for the last month end and to date of last management accounts.
3c)
Debtors:

· List of top 30 debtors giving (total sales to these customers in current year to date and previous financial year).
· Debtors reconciliation report as at date of the last management accounts. 

· Summary of prepayments by major category.

3d)
Stock:
· Stock analysis by major product group up to most recent management account date.
· Stock valuation report at end of the most recent management accounts date.
· Details of rebates received in current and prior financial year (with copies of credit notes/ remittances).
 3e)
Creditors:

· Top 30 suppliers listing (total purchases from these customers in current year to date and previous financial year).

· Aged creditors report as at date of the management accounts. 

· Creditors’ reconciliations for top ten creditors. 

· Backing papers for any significant other creditors or accruals.
 3f)
Loans, HP and Overdrawn Bank Accounts:
· Contract details for loans. 
· Contract with HP agreements.

· Finance leases 
4. Company Law

 4a)
Companies House:

· Details of compliance with Companies Acts requirements, registration of company secretary, directors, debentures etc.

· Confirmation of share holdings.

· Details of all arrangements for employee share scheme. 
 4b)
Relations with Directors 

· Details of loans outstanding to or from directors.
· Details of dividends due or accrued since last fixed accounts.
· Likely transitional arrangements  

5. STAFF
 5a)
Key Staff 
· Understanding of role of key staff, obligations made, how owner workload can be covered. 

5b)
Human Resources:

· Listing of employees and their remuneration details.
·  A copy of the latest gross-to-net wages listing showing current salaries. 
· Details of any bonuses paid to employees including the basis of calculation. 
· Details of any pension scheme(s) in place.
· Details of health and safety policies/ procedures in place. 

6. Other
 6a)
Consolidation:
· Identification of staff and costs which could be reduced on consolidation into a larger trade group. 
6b)
Premises:

· Nature of premises, owned, rented, LA Rates, Integral assets, asbestos, fire/emergency registration etc. 
6c)
Leases:
· Details of any operating leases which the firm has in place.
