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eg merger and acquisition services

Many of eg’s senior personnel come from the banking industry, and for that 
reason, the firm has had a lot of experience with mergers and acquisitions. eg
also has strong experience in the areas of joint ventures and development of 
strategic relationships. eg can assist clients with investigation of market linkages, 
technological linkages, product linkages, and intangible linkages such as shared 
know-how and resources, similar value chain configuration, and similar strategies. 
eg’s expertise in valuation, combined with its deep experience in organizational 
structures and in achieving cost reductions and efficiencies, enable the firm to do 
an unparalleled job of assessing the economic rationale for a merger or acquisition. 
And eg can do an exceptional job of assisting the client team with negotiations
and due diligence. eg can help you with the identification and retention of 
essential human resources—an often overlooked but key determinant of M&A 
success or failure. A particularly strong aspect of eg’s M&A consulting is our 
expertise in operational and IT consolidation, which helps companies to make expertise in operational and IT consolidation, which helps companies to make expertise in operational and IT consolidation,
M&A pay for itself in a timely manner. We help to show you how the combined 
whole can be greater than its parts.
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•  1.2  Governance. A schedule of the officers and directors of the 
company, including

• Name
• Contact Information
• List of duties

•  1.� Bylaws. Include all amendments thereto. 

•  1.4 Minute book. Please include all minutes and resolutions of

• Shareholders

• Directors

• Executive committees

• Other governing groups

•  1.5  Certificate of Good Standing. From the Secretary of State or 
other appropriate official of the state or other jurisdiction in which 
the company is incorporated.

•  1.6  Active Status Reports. Please include copies of active status 
reports for the state or other jurisdiction of incorporation for the 
past three years.

•  1.7  Authorizations. List of all states and other jurisdictions in 
which the company is authorized to do business.

•  1.8  List of Jurisdictions. Include a list of all states, provinces, and 
countries in which the company

•  Owns property

•  Leases property

•  Has employees

•  Conducts business

  Please include a description of the business conducted in each 
jurisdiction.

•  1.9  Assumed Names. List of all assumed names of the company 
and copies of  registrations of these names.

•  1.10  Subsidiaries and Partnerships. Include a list of all 
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Due Diligence Checklist
Instructions   Pursuant to the Letter of Intent signed by and between 

___________________ and ________________________ on __________, 

please gather the following materials and place them in folders with the labels 
indicated on the checklist below. A folder label will look like this:

  1.1  Articles of Incorporation

If an item is not applicable, create an empty folder and label it as follows:

  3.2  U.C.C. Filings (n/a)

Please use copies of original, official documents. If multiple folders are necessary, label these as 
follows.

  1.5  List of Shareholders (1 of 3)

Thank you for your diligence in preparing these documents in a thorough and professional 
manner. 

1   Company Organization, Structure, 
and Capitalization

•  1.1  Entity. Description of corporate or other legal structure of the 
company and documentation pertaining thereto, such as certificate 
or articles of incorporation, with amendments, or partnership 
agreement.

•  1.1  Entity. •  1.1  Entity. •  1.1  Entity. •  1.1  Entity. 
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2   Finances, Taxes, Insurance, and 
Budgets

•  2.1  Audited Financial Statements. Please include audited 
financial statements for the past three years. Include auditor’s 
reports

•  2.2  Unaudited Financial Statements. Please include recent, 
interim unaudited financial statements for the period since the end 
of the last fiscal year.

•  2.3  Auditor’s Letters and Replies. Please include all internal and 
external auditor’s letters and reports, along with management replies 
to the same, for the last five years and all letters to auditors from 
outside counsel.

•  2.4  Credit Report. Please include a recent credit report for the 
company.

•  2.5  Analysts’ Reports. Please include available analysts’ reports.

•  2.6  Indebtedness/Liabilities Report. Please include a complete 
schedule of all indebtedness and contingent liabilities.

•  2.7  Inventory. Please include a schedule of all inventory, including 
valuation and method of valuation and a complete inventory 
analysis, including analysis of turnover and obsolescence.

•  2.8  Accounts Receivable. Please include a schedule and aging of 
accounts receivable.

•  2.9  Accounts Payable. Please include a schedule of current accounts 
payable.

•  2.10  Depreciation and Amortization. Please include a complete 
description of depreciation and amortization methods for the past 
five years. Include any changes in accounting methods for the five-
year period.

•  2.11  Fixed and Variable Expense. Please include a complete 
description and analysis of the fixed and variable expenses of the 
company.

•  2.12  General Ledger. Please include a complete copy of the 
company’s current general ledger.

•  2.13  Internal Control Procedures. Please include a complete 
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description of the company’s  internal control procedures.

•  2.14  Income Tax Returns. Please include all federal, state, local, and 
foreign income tax returns for the past three years.

•  2.15  Sales Tax Returns. Please include all sales tax returns for the 
past three years.

•  2.16  Audit and Revenue Agency Reports. Please include any tax 
audit or revenue agency reports for the past five years.

•  2.17  Tax Settlements. Please include any documents and 
correspondence related to tax settlements made during the past 
three years.

•  2.18  Employment Tax. Please include employment tax filings for 
the past three years.

•  2.19  Excise Tax. Please include excise tax filings for the past three 
years.

•  2.20  Tax Liens. Please include copies of any documents and 
correspondence related to tax liens.

•  2.21  Insurance Held. Please include a complete schedule of the 
company’s general liability, personal and real property, product 
liability, errors and omissions, business risk, key-man, directors 
and officers, casualty, worker’s compensation, and other insurance 
and indemnity policies and coverages copies of said policies and 
coverages.

•  2.22  Insurance Claims History. Please include a schedule of the 
company’s insurance claims history for the past three years.

•  2.23  Budgets and Projections. Please include all current budgets 
and projections, including projections for sales and cost of sales.

•  2.24  Sales of Products and Services. Please include schedule and 
amounts of current (since end of last fiscal year) sales of products 
and services and schedule of cost of those sales, including royalties, 
for all products and services to be acquired.

•  2.25  Doubtful Accounts. Please include a complete description 
and breakdown of the basis for the current allowance for doubtful 
accounts.

•  2.26  SEC Filings. Copies of any SEC filings, amendments, or 
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subsidiaries, partnerships, and other entities in which the company 
has any equity interest, copies of agreements regarding the same, 
and organizational chart(s) showing ownership of the same and 
relationship to the company.

•  1.11  Organizational Charts and Diagrams. Please include 
copies of current organizational charts and diagrams.

•  1.12  Capitalization. A complete description of the capitalization of 
the company, including all outstanding capital stock, convertible 
securities, options, warrants, and similar instruments. Include a 
complete list of security holders, including option and warrant 
holders, giving class and number of securities held.

•  1.13  Shareholder agreements. Include copies of all agreements 
regarding

• Proxies

• Transfer restriction agreements

• Right of first offer or refusal agreements

• Preemptive rights agreements

• Registration agreements

• Options

• Voting trusts or other voting agreements

• Warrants

• Puts

• Calls

• Subscriptions and convertible securities

Any other agreements affecting ownership or control of the 
company

•  1.14  Annual Reports. Annual reports for the last three years, with 
notes thereto.

•  1.15  Corporate Identity Materials. Please include copies of
all documentation and specifications for corporate identity
materials.
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transitional filings made by the company or its subsidiaries or 
affiliates during the past three years, including but not limited to 
filings of the following forms and schedules: 3, 4, 5, 144, 13D, 20-
F, 6-K, 10-K, 10-Q, and 8-K .

3   Physical Assets and Real Estate

•  3.1  Fixed Assets. Please include a complete schedule of the 
company’s fixed assets. Include titleholder of all assets, locations of 
all assets, and any material liens or restrictions on use of said assets.

•  3.2  U.C.C. Filings. Please include copies of all U.C.C. filings and 
other liens.

•  3.3  Leased Equipment. Please include a schedule of leased 
equipment and copies of leases for the same.

•  3.4  Capital Equipment Sales/Purchases. Please include a 
schedule of sales and purchases of all capital equipment for the past 
three years.

•  3.5  Real Estate. Please include copies of all company

•  Certificates of occupancy

•  Deeds

•  Deeds of trust

•  Easements

•  Leases

•  Liens against fixtures

•  Mortgages

•  Orders or proceedings related to condemnation or eminent 
domain

•  Title insurance policies, with documents mentioned therein  Title insurance policies, with documents mentioned therein  
•  Title opinions  Title opinions  
•  Surveys

•  Zoning approvals, variances, and usage permits
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4   Intellectual Property and Knowledge 
Assets

•  4.1  Patents and Applications. Please include a schedule of patents 
and patent applications, domestic and foreign, and copies of any 
patent clearance documents.

•  4.2  Trademarks and Trade Names. Please include a complete 
schedule of all trademarks,  trade names, and service marks and 
copies of applications, search reports, and approvals thereof. Also 
include information about any liens or other restrictions on or  
agreements related to any trademarks, trade names, and service 
marks.

•  4.3  Copyrights. Please include a complete schedule of all copyrights 
held by the company.

•  4.4  Knowledge Assets. Please include a complete description of 
major knowledge assets, including, especially, technical knowledge 
that constitutes core competency.

•  4.5  Protections of Knowledge Assets. Please describe the 
means used by the company to protect its intellectual property and 
knowledge assets.

•  4.6  Work-for-Hire Agreements. Please include copies of all work-
for-hire agreements for the past three years.

•  4.7  Consulting Agreements. Please include copies of all consulting 
agreements for the past three years.

•  4.8  Knowledge Asset Agreements. Please include copies of all 
agreements with regard to knowledge assets, patents, trademarks, 
copyrights, and inventions, including especially any licenses or 
assignments.

•  4.9  Claims Regarding Intellectual Property or Knowledge 
Assets. Please include a complete schedule of any current or 
threatened claims against the company’s intellectual property or 
knowledge assets, including copies of all relevant legal documents 
and correspondence between the parties involved in such claims.

•  4.10  Exceptional/Essential Individuals. Please include a list of 
all individuals employed by the company who possess exceptional 
knowledge or skills related to core competencies of the company 
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description of the company’s  internal control procedures.

•  2.14  Income Tax Returns. Please include all federal, state, local, and 
foreign income tax returns for the past three years.

•  2.15  Sales Tax Returns. Please include all sales tax returns for the 
past three years.

•  2.16  Audit and Revenue Agency Reports. Please include any tax 
audit or revenue agency reports for the past five years.

•  2.17  Tax Settlements. Please include any documents and 
correspondence related to tax settlements made during the past 
three years.

•  2.18  Employment Tax. Please include employment tax filings for 
the past three years.

•  2.19  Excise Tax. Please include excise tax filings for the past three 
years.

•  2.20  Tax Liens. Please include copies of any documents and 
correspondence related to tax liens.

•  2.21  Insurance Held. Please include a complete schedule of the 
company’s general liability, personal and real property, product 
liability, errors and omissions, business risk, key-man, directors 
and officers, casualty, worker’s compensation, and other insurance 
and indemnity policies and coverages copies of said policies and 
coverages.

•  2.22  Insurance Claims History. Please include a schedule of the 
company’s insurance claims history for the past three years.

•  2.23  Budgets and Projections. Please include all current budgets 
and projections, including projections for sales and cost of sales.

•  2.24  Sales of Products and Services. Please include schedule and 
amounts of current (since end of last fiscal year) sales of products 
and services and schedule of cost of those sales, including royalties, 
for all products and services to be acquired.

•  2.25  Doubtful Accounts. Please include a complete description 
and breakdown of the basis for the current allowance for doubtful 
accounts.

•  2.26  SEC Filings. Copies of any SEC filings, amendments, or 
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“One thing I’ve 

learned from the 

400+ mergers and 

acquisitions that 

I’ve been involved in 

during my business 

career is that 

retaining key human 

resources is a sine 

qua non of successful 

M&A. Most due 

diligence processes 

and transition plans 

don’t pay sufficient 

attention to this vital 

concern.”

—John Hutto, 
President and CEO, 

the effectiveness
group




