To:
<Seller Name>
<Seller Business Name>
<Seller Address>

From:
<Seller Name>
<Seller Business Name>
<Seller Address>

Date: <Insert today’s date>

Subject: Initial Due Diligence Request List

Thank you for agreeing to move forward with the due diligence process. As part of our evaluation, we request the following documents and information to gain a clearer understanding of your business’s operations and financial health. Providing thorough and accurate materials will help us ensure a smooth transition and maintain transparency throughout the process.

1. Last 3 years corporate tax returns
2. Last 3 years and current year internal Profit and Loss Statements
3. Copy of any leases
4. Copy of insurance policies
5. List of suppliers/vendors
6. Employee list, pay, contracts, and benefits given above pay
7. List of assets including equipment, vehicles, tools, etc.
8. Major purchase sale or equipment sales in the past year
9. Copy of any contracts
10. List of Accounts Receivable
11. List of Accounts Payable
12. Last 12 months bank statements from main operating account(s)
13. Certificate of Occupancy, Licenses and Permits
14. Copy of last month’s utility bills
15. List of all owners and their ownership interests
16. List and give a description of any claims, charges, arbitrations, grievances, actions, suits, investigations, etc.
17. Other items may be requested

We appreciate your cooperation in providing these materials. Once we have had the opportunity to review the documents, we will follow up with any questions or clarifications needed to move the process forward. If you have any questions or need further information regarding this request, please feel free to reach out.

Regards,
<Your Name>
<Your Phone>
<Your Email>



*******
[bookmark: _wp6qjr6n52oa]TEMPLATE DISCLAIMER
The information provided in this document is for general informational purposes only and is not intended as legal, financial, or tax advice. EDGE Business Advisors and The Buyer’s EDGE Club make no representations or warranties, express or implied, about the completeness, accuracy, reliability, suitability, or availability of the information herein. Any reliance you place on such information is strictly at your own risk. For any legal or financial questions specific to your situation, please consult with a qualified professional. Neither EDGE Business Advisors nor The Buyer’s EDGE Club shall be held liable for any loss or damage arising out of or in connection with the use of or reliance on this information.

