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Dear Business Owner,  
  
Thankyou for the opportunity to meet with you and a ppraise your business.  

The list below details the information we require to complete our appraisal and/or prepare the Business  
Information Package and Business Profile for prospective buyers, and we have also suggested some  
things you can do to help the sale of your business to go smoothly.  
  

Please ensure the following information is made available to us as soon as possible:  

□  Copies of previous three financial year’s accounts (Trading Statement, Profit & Loss and Balance  
      Sheets - available from your accountant).  
  

□  Copies of BAS for the most recent financial year.  
  

□  Copies of BAS for the current financial year.  
  

□  Copies of previous three year’s Taxation returns.  
  

□  Copies of aged Debtors and Creditors lists.  
  

□  Monthly turnover figures from the start of the current financial year to now.  
  

□  A copy of the signed lease on the premises (where applicable).  
  

□  Copies of any agreements with, or orders from, shopping centre management over and above the lease  
      conditions.  
  

□  A copy of any franchising or licensing agreements for running the business.  
  

□  Copies of any local council, state or federal government approvals required to run the business.  
  

□  A list of all Plant & Equipment included in the sale of the business.  
  

□  A copy of the depreciation schedule, or written down value list of assets, included in the sale.  
  

□  A list of Plant & Equipment on lease showing details of contracts and payout figures.  
  
Once you list you business for sale with us, it is suggested that you:  
  

�  Advise your accountant, solicitor and landlord (or Centre Management) that your business is for sale  
and that Attaché Business Broking is representing you in the sales process – this will hopefully minimize  
any delays through the negotiation period and keep your sale moving at an ideal pace.  

�  Ensure that all business records and documents (eg supplier & customer invoices, bank statements,  
EFTPOS statements, etc) are easily accessible for perusal – most purchasers require a period of due  
diligence in the sales process, with access to these documents enabling the purchaser to verify at least  
some of the key figures supplied.  

�  Keep the premises looking as tidy and well presented as is reasonably possible – this assists when  
purchasers visit, demonstrating good business practice and sound OH & S standards.  

�  Concentrate on normal business as usual – it is important to maintain the momentum of your business  
throughout the sales process.  

�  Remember that we will handle all negotiations with purchasers – this will allow you to concentrate on  
running your business and avoid the possibility of you being placed on the spot with questions which  
require further investigation, or the purchaser misinterpreting your answers and motives – potentially  
stalling the sale.  
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We will keep you informed with regular feedback during the sales process, and will ensure that:  
  

�  All potential buyers are fully qualified prior to introduction to your business.  
  

�  The completion of a comprehensive Confidentiality and Non-Disclosure agreement by all potential  
buyers.  

�  Maximum discretion is observed at all times, with potential buyer visits by prior appointment only.  
  
 

●       ●       ●       ●       ●      ●  

 

By choosing to list your business for sale with Attaché Business Broking, you will enjoy the highest level of  
professional service backed by the following advantages:  
  

□ The preparation of a comprehensive Business Information Package, including Business  
      Profile, Financial Analysis and Business Diagnostics (highly regarded by potential buyers and,  
      most importantly, their accountants).  
  

□ On site digital photography and the inclusion of your business’s details and photos on our  
      website (now generating a significant volume of our buyer inquiry) .  
  

□ Potential buyer matching service utilizing our sophisticated Customer Relations System  
     (CRM) and its extensive electronic database of buyers.  
  

□ The development and implementation of a strategic targeted marketing campaign for your   
      business, initially including 6 months media advertising.  
  

□ Our expanded coverage in both the Central Coast and Sydney markets, with our office located at  
      Gosford.  
  

□ Our ability to finance a buyer into your business (we are also licensed Finance Brokers).  
  
If you have any further questions, or require assistance at any time during the sales process, please do not  
hesitate to contact me on 0431 821 609.  
  
Sincerely,   
  

 

Stuart Derham  
Licensee  

 
NOTES  
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BUSINESS INFORMATION  
Business  Name:________________________________________ Business Type: ______________Date Established_______________  

Business Address: __________________________________________________________________________________P/Code________  

Registered Office: __________________________________________________________________________________P/Code________  
\  

ABN or ACN: __________________________________   Structure: □ Sole Trader □ Partnership □ Company □ Other ______________   

Vendor  Contact Name(s):___________________________________________________________________________________________  

Contact Numbers  BH: ____________________ FAX: ___________________Mobile:___________________  AH: ____________________  

Vendor’s Address: __________________________________________________________________________________P/Code________  

Emai: _______________________________________________  Business Website: www._______________________________________   

Accountant:  ____________________________________________________ Contact: _________________________________________  

Address:___________________________________________________________________________________________ P/Code_______  

PH: ______________________ FAX: ______________________ Email: _____________________________________________________  
  

Accountant has been informed of sale? □ Yes □ No            (Please notify your accountant that we have been appointed to handle the 

sale)  

Solicitor:  ______________________________________________________ Contact: _________________________________________  

Address:___________________________________________________________________________________________ P/Code_______  

PH: ______________________ FAX: ______________________ Email: _____________________________________________________  

□ Leasehold or □ Freehold Sale?  

Landlord  Contact: ________________________________________________________________________________________________  

Address:___________________________________________________________________________________________ P/Code_______  

PH: ______________________ FAX: ______________________ Email: _____________________________________________________  

Landlord Solicitor : _______________________________________________________________________________________________  

Address:___________________________________________________________________________________________ P/Code_______  

PH: ______________________ FAX: ______________________ Email: _____________________________________________________  

Real Estate Agent : _______________________________________________________________________________________________  

Address:___________________________________________________________________________________________ P/Code_______  

PH: ______________________ FAX: ______________________ Email: _____________________________________________________  

Shopping Centre Manager : ________________________________________________________________________________________  

Address:___________________________________________________________________________________________ P/Code_______  

PH: ______________________ FAX: ______________________ Email: _____________________________________________________  



Licenses, Permits & Legal Requirements - Are  there any Federal, State or Local Government licenses, permits or registrations required to
run the business? Yes □ No           Details:__________________________________________________________________________  

_______________________________________________________________________________________________________________  

_______________________________________________________________________________________________________________  

Special Qualifications  - Are there any special trade or academic qualifications required to own and/or run the business? □ Yes □ No  

Details:_________________________________________________________________________________________________________  

_______________________________________________________________________________________________________________  

_______________________________________________________________________________________________________________  
  
Are there any other requirements or restrictions affecting the trade and conduct of the business (eg shop trading hours, special  

conditions in lease, or shopping centre requirements)? □ Yes □ No    Details:_________________________________________________  

_______________________________________________________________________________________________________________  

_______________________________________________________________________________________________________________  

Is the business a Franchise?  □ Yes □ No  

Franchise Group Name : ___________________________________________________________________________________________  

Head Office Contacts(s): ___________________________________________________________________________________________  

Head Office Address:_________________________________________________________________________________ P/Code_______  

PH: ______________________ FAX: ______________________ Email: _____________________________________________________  

Franchise Area Manager: ____________________________________________  

PH: ______________________ FAX: ______________________ Email: _____________________________________________________  

Special Conditions of Franchise:______________________________________________________________________________________  

_______________________________________________________________________________________________________________  

_______________________________________________________________________________________________________________  

Franchisor Sale Requirements (if known)_______________________________________________________________________________  

_______________________________________________________________________________________________________________  

_______________________________________________________________________________________________________________  

Are the staff aware of the sale?  □ Yes □ No  

Names of people you know (in your industry) who may be interested, or any other person you may know who has expressed interest, in  
purchasing the business, and their contact details (if possible):  
   
__________________________________________________ ________________________________________________________ 

__________________________________________________ ________________________________________________________ 

Industry Periodicals  – Journals, magazines, publications – please supply a copy, or list them here with contact details (if possible):  

__________________________________________________ ________________________________________________________ 

__________________________________________________ ________________________________________________________ 



INFORMATION MEMORANDA  

Name of Business:         Date Established: 
  
Business background and history:  
(Describe how the business started and your role in the success of the business, giving dates if possible to the present day)  
  

 

Details of the business:  
(Describe the business ownership and/or corporate structure, the workings and special features of the business)  
  

 

Business operation:  
(Hours of operation, overview of workings of the business)  
  

 

Products and services, market sector and share:  
(Detail the products and/or services offered, target markets and share of market; also future potential and prospects)  
  

 

Premises and location:  
(Describe location, vicinity of competitors, surrounding businesses, condition of premises, accessibility, storage and other features of the premises, anything else regarding the  
premises which may need to know, e.g. home based)  
  

 

□ Leasehold (Details of lease e.g. 5 x 5, 3 x 3 x 3) _______________________________________ Expiry date (with options) ______________________  



Management and staff:  
(Detail staff structure of business, staff required to operate the business, skills required, duties, wages, length of employment, status e.g. permanent, casual, part time,  
contractor)  
  

Owner’s input, management required:  
(Hours required by owner/s, family members involved in running the business, can it be run under management?)  
  

Who are the customers?  
(Describe the current customer base, how many customers you have or daily trafic, demographics of customer base. Describe the customers targeted and the prospects for  
increasing custom and/or expanding into new markets. Do you have a computerized or manual database of customer records? Do you have any contracts for supply of  
products or services in place?)  
  

Who are the suppliers?  
(Who are the key suppliers, relationships in place, supply contracts, agreements? Are you an importer or have the potential to be one? List numbers of suppliers – no names)  
  

Marketing Strategies:  

□ Yellow pages   □ Web site   □ Advertisements (Press, TV, Radio)   □ Telemarketing   □ Other ____________________________  
(How do you find new customers? How do you market to existing customers? Are there potential areas for improvement?)  
  



“SWOT” ANALYSIS  

Internal factors affecting the business  

 

Business Infrastructure:   

□ Computer operating systems and software used __________________________________________________________________________________  

□ Security systems, alarms, etc _________________________________________________________________________________________________  

□ Operational Guides, documented Internal Procedures & Policies _____________________________________________________________________  

□ Quality Assurance systems ___________________________________________________________________________________________________  
(Detail any other systems and infrastructure, eg freights systems, business control systems, etc)  
  

 

Stock:  
(What is the current stock level, what is the minimum required to run the business, will you be depleting or maintaining stock levels?)  
  

 

Terms of offering:  
(Can the purchaser pay off the stock commitment, are you prepared to be paid part of the settlement balance, what conditions if any are you placing on the sale?)  
  

 

Training period:  
(What period of time will the vendor offer to train and assist the new owner, and under what circumstances?)  
  

WEAKNESSES 
External factors affecting the business  

THREATS STRENGTHS OPPORTUNITIES 



Assets:  
(Detail assets owned by the business, rented, leased or on hire purchase, any items not included in the sale)  
*NOTE: Only provide payment & payout details for equipment rented, leased or on HP for which new owner will take over commitments.  
  

Asset Details  

 

Will all debts be cleared at settlement?   □ Yes      □ No: ______________________________________________  

Working Capital requirement  
(How much working capital will the purchaser require to effectively run the business?)  
  

Owned, rented,  
leased, HP?  

Monthly payment  
(if applicable)*  

Estimated payout  
(if applicable)*  

Included in sale  
(Yes or No)  



 
Inspection of premises:  
(When can we inspect the premises, how, with whom, what sort or discretion is required?)  
  

Reason For Sale:  
(Why are you selling?)  
  

Summary or comments about the business and sale:  
(Your thoughts, please)  

Vendor’s Warranty:  
I/we warrant that the information that I/we have provided in this Memorandum is true and correct.  

Signed: ________________________________________________ Signed: __________________________________________________  

Name: _________________________________________________  Name: __________________________________________________  


