Client Prospectus Questionnaire

Date:
_____________
Name: _________________________________
Address: __________________________

     __________________________


     __________________________


     __________________________

Contact Number:
____________________
Mobile:  ______________________
E-mail:___________________________________

Fax:
_______________________

Business Name: ________________________________
Business Address:
____________________________



____________________________




____________________________




____________________________

Business Contact Number:
______________________
Business E-Mail: 
____________________________
Business Fax:

____________________________
Web-Site Address:    ____________________________

Please answer all questions below, which are relevant to your particular business with as much detail and information as possible to the best of your ability.    

Please also supply and include all relevant information which is asked for.  If there is not enough space supplied please write on a separate piece of paper and indicate which question is being answered.  
This Questionnaire must be competed to its entirety with all relevant information requested attached and included, with particular reference to all necessary Financial information and details.  
1. Business Description / Background
1.1 Please give a brief description of the business.  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
​​​​​​
1.2 What is your reason for selling?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.3 How long has the business been established?  Have there been any significant operational changes during this period?  
________________________________________________________________________________________________________________________________________________
________________________________________________________________________
1.4 What stage of growth is the business at? 

· Start-up

· Growth

· Mature

· Decline

________________________________________________________________________________________________________________________________________________

1.5 Describe the characteristics of the business and what makes it unique?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​​​​​​________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Business Overview
2.1 What product or service is provided or sold?

· List range of products or services

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.2 Do you have any exclusive agencies/distribution rights or agreements?

________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.3 Who is your target market?  Who are your clients / customer base?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.4 What products or services in the business are top sellers?

________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.5 Give a brief description of what the business does.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.6 Where are the products manufactured? (If applicable)
________________________________________________________________________________________________________________________________________________
2.7 What jobs/contracts has the business completed this year?

________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.8 Are there current jobs in progress? (Please list and value if applicable)
________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.9 Are there contracts already established for future dates? (Please list and value if applicable)
________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.10Has the business implemented standards such as ISO, Health and Safety?

________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.11Is the Business affiliated to trade organisations or professional bodies?

________________________________________________________________________________________________________________________________________________________________________________________________________________________
3 Organisational Design
3.1 Managing Director/Owner

· Name

_____________________________________________

· Description of position
3.2 Manager/s: (please specify and include if more than one)

· Name

_____________________________________________________

· Description of position
3.3 Full –time Staff: (please specify and include if more than one)

· Name

______________________________________________________

· Description of position

________________________________________________________________________________________________________________________________________________

· Length of Service
________________________________________________
· Wage/Salary Details

________________________________________________________________________________________________________________________________________________

3.4 Part-time Staff: (please specify and include if more than one)

· Name 

_____________________________________________________

· Description of position

________________________________________________________________________________________________________________________________________________

· Length of Service
________________________________________________
· Wage/Salary Details

________________________________________________________________________________________________________________________________________________
4. Promotion/ Advertising / Marketing
4.1 Where do you currently advertise/ market your business?
________________________________________________________________________________________________________________________________________________ 
4.2 What promotions, advertising and/or marketing have you undertaken in the past to promote your business?

________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________
5. Price
5.1 Give a brief description of the price range of products or services that you offer.

_______________________________________________________________________________________________________________________________________________________________________________________
6. Description of Premises or Site

6.1 Where is the business located?

________________________________________________________________________________________________________________________________________________
6.2 What is the square footage of the premises or building? Please provide breakdown of square footage per floor or area.
________________________________________________________________________________________________________________________________________________________________________________________________________________________
6.3 What is the size of the site which the premise is located on i.e. Acres?

________________________________________________________________________________________________________________________________________________
6.4 List and value all buildings that are used by the business and describe their use.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Description of lease agreement
· €/month
___________________________________
· €/annum
___________________________________
· Can the lease agreement be renewed?
______________________________
· What are the terms of the agreement?
________________________________________________________________________________________________________________________________________________________________________________________________________________________
6.5 Status regarding Planning - Compliant/ Non compliant?
________________________________________________________________________________________________________________________________________________
7. Potential of Business/ Future
7.1 What potential does the business have?

· List options or alternatives to running the business that possible purchasers could undertake to make the business more viable/ profitable which you are not currently or willing to undertake yourself at present?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
7.2 Is there currently or will there be in the future Local/ Community Development near by?

________________________________________________________________________________________________________________________________________________
8 Schedule of Equipment – Please enclude complete list and value
8.1 Please supply asset consideration and inventory list – list and value all plant, machinery and inventory.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.2 Schedule of Equipment – list, describe and value.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.3 Total value of Equipment
________________________________________________________________________

8.4 Please include Stock Valuations
 _______________________________________________________________________

9. Financial Details –please enclude all BELOW when returning questionnaire
· Trading Profit and Loss accounts for past three (3) years until present

· Balance Sheet for past three (3) years until present

· Sales Analysis – weekly turnover (where applicable)
· Valuation of fixtures and fittings
· Visual Photos (Internal and External)

· Valuations of Equipment

· Valuations of Stock
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