


Business Succession Preparation Checklist

Financial Controls and Processes 
· Review financial books and records—including budgets and forecasts to ensure they are accurate and timely 
· Record any one-time expenses 
· Track personal expenses that are being run through the business 
· Hire a strong regional accounting firm or a high-quality local firm to perform a financial statement audit 
· Consider hiring an accounting firm to perform a quality of earning analysis 
· Begin to track inbound transaction inquiries 
· Work with a Wealth Advisor to create a plan that seeks to maximize after-tax proceeds, manage risks and invest your wealth
Successor Management 
· Identify and train a successor 
· Begin to transition key business and customer relationships 
· Understand the potential need for a transition period for your management
Addressing Operational Inefficiencies 
· Identify operational issues or areas of weakness 
· Reduce customer concentration or diversify business mix, if possible 
· Allocate time and resources to achieve business efficiencies, cost reductions and other value enhancers
Legal and Administrative Checks 
· Hire an M&A attorney 
· Create a central source for all contracts, permits and other material documents 
· Ensure regulatory filings are up to date 
· Document intellectual property rights 
· Consider optimal corporate structure
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