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Index of Key Documents and Information 

This following is a guide designed to help you organise the key documents and information about 
your business that investors and/or potential purchasers are likely to be interested in reviewing. 

Each paragraph heading corresponds to a folder title and each sub-paragraph describes the 
documents that should be filed in that folder. You may find it useful to create sub-folders for each 
sub-paragraph. 

 

1. Corporate Structure 

1.1. Copies of the Company's Certificate of Incorporation, any Certificate of Incorporation on 
Change of Name and its current memorandum and articles of association. 

1.2. Details of the Company's registered office, branches, agencies and places of business. 

1.3. An ownership chart showing the Company, it subsidiaries and details of any subsidiaries 
previously owned by the Company or any member of the Company's Group. 

1.4. Details of all interests owned by the Company (whether directly or indirectly) in any 
company (other than a member of the Company's Group), partnership, joint venture or 
other entity, including a description of the nature and size of each such interest. 

1.5. Copies of the Company’s register of allotments, transfers, members, directors, charges and 
minutes books or, if they cannot readily be copied, details of where they can be inspected. 

1.6. A copy of all subsisting powers of attorney granted by the Company, and details of the 
Company’s authorised signatories and the terms of their authority. 

2. Share Capital 

2.1. Copies of any shareholder agreements, share subscription agreements or other relevant 
agreements regulating the relationship between the Company's shareholders. 

3. Accounts 

3.1. Copies of the Company’s accounts (and consolidated group accounts where relevant). 

3.2. Copies of all other relevant financial information relating to the Company, including 
management accounts, financial statements and auditors’ reports, notes and certificates. 

3.3. Copies of the latest budget, forecast and business plan (whether in draft or final form) 
prepared in respect of the Company or its business. 
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4. Finance 

4.1. Copies of current bank mandates. 

4.2. Copies of all documents relating to, all overdrafts, loans, credit facilities, invoice discounting, 
factoring and other borrowings of the Company. 

4.3. Copies of all documents relating to, any debentures, mortgages, charges, guarantees, 
indemnities, comfort letters or other security or assurances for payment given by or to the 
Company, or by a third party in respect of any obligations of the Company. 

4.4. Copies of all documents relating to, all outstanding loan stock or loan notes issued by the 
Company. 

4.5. Copies of all hire purchase, rental, leasing, credit sale or similar agreements entered into by 
the Company. 

4.6. Copies of all documents relating to, all intra-group loans, commitments and obligations 
outstanding between the Company and any member of the Company's Group or any 
shareholder. 

4.7. Copies of all documents relating to, any grants, subsidies or financial assistance given to the 
Company (whether by a government body or otherwise). 

5. Contracts and Trading 

5.1. Copies of all licences, franchising, merchandising, marketing, purchasing, manufacturing, 
agency and distribution agreements entered into by the Company. 

5.2. Copies of all documents relating to, any joint venture, partnership, consortium, profit 
sharing or similar agreements or arrangements to which the Company is a party. 

5.3. Copies of any share or asset purchase agreement to which the Company is a party. 

5.4. party is otherwise required to such a sale. 

5.5. Copies of all documents relating to, any confidentiality undertakings given by, or otherwise 
affecting, the Company. 

5.6. Copies of all standard terms and conditions of sale or purchase currently used by the 
Company. 
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6. Assets 

6.1. A list of all assets owned by the Company and details of (and copies of all documents relating 
to) any purchase price outstanding and any valuations in respect of such assets. 

6.2. Details of the computer hardware, databases, software and networks owned or used by the 
Company (Computer System). 

6.3. Copies of all documents relating to, any element of the Computer System that is owned by 
a third party and licensed or leased to the Company. 

7. Intellectual Property Rights 

7.1. Copies of all documents relating to, all intellectual property rights owned, used, enjoyed, 
exploited or held for use by the Company in connection with its business. 

7.2. Copies of all documents relating to, all agreements, arrangements and licences of any 
intellectual property rights which have been granted to the Company by a third party, or by 
the Company to a third party. 

8. Insurance 

8.1. Copies of all policy documents, premium receipts and certificates of insurance. 

9. Consents and Compliance 

9.1. Copies of all documents relating to, all licences, consents, registrations, approvals, permits 
and exemptions (whether public or private) (Consents) required or obtained by the 
Company in connection with the operation of its business. 

9.2. Copies of all documents relating to, any anti-corruption policies and procedures that have 
been implemented by the Company to ensure compliance with the Bribery Act 2010. 

10. Litigation and Disputes 

10.1. Copies of all documents relating to, any ongoing or threatened litigation, arbitration, 
mediation or similar proceedings or disputes involving or otherwise affecting the Company. 

10.2. Copies of all documents relating to, any outstanding or pending judgment, order, 
finding or decision of any court or regulatory body affecting the Company. 
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11. Real Estate 

11.1. A schedule of all freehold and leasehold properties owned, occupied, used or 
controlled by the Company in relation to its business and all licences to occupy any such 
properties (together with copies of the title deeds including (where relevant) all leases, head 
leases, subleases and licences 

11.2. Copies of all documents relating to, any notices that have been given or received and 
which affect or concern any of the properties owned or occupied by the Company or any 
neighbouring properties. 

12. Employees 

12.1. Copies of: 

12.1.1. all standard contracts of employment; 

12.1.2. any contracts of employment that are not on the standard terms; 

12.1.3. the service agreements or letters of appointment for all executive directors and 
non-executive directors employed or engaged by the 

Company, and copies of any other documents recording the terms of their engagement; 

12.1.4. any consultancy or other agreement for the provision of services to the Company 
or its business by workers, consultants or contractors; and 

12.1.5. the staff handbook and any other policies or procedures applicable to any person 
employed or engaged by the Company or in its business. 

12.2. Copies of all documents relating to: 

12.2.1. any existing or proposed bonus, commission, profit-sharing scheme, share option or 
other award and any other employee incentive scheme or arrangement operated by 
the Company (however informal); 

12.2.2. any employee benefit trust, family benefit trust or other similar arrangement 
(however informal); 

12.2.3. any existing or proposed scheme (whether contractual or not) to provide payments 
or benefits on redundancy or other termination; and 

12.2.4. any loans made, or to be made, to any current, former or prospective employees or 
directors of the Company, and of any security or guarantee (for a loan or for any 
commitment or liability) provided, or to be provided, for such a person. 
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13. Pensions 

13.1. Copies of all documents relating to, any pension schemes operated by the Company, 
or in which the Company otherwise participates (the Pension Schemes). 

14. Environment 

14.1. Copies of all environmental reports, audits or other assessments relating to the 
Company or any properties that it owns or occupies, or has previously owned or occupied. 

15. Health and Safety 

15.1. Copies of all documents relating to, the health and safety management system 
implemented by the Company. 

15.2. Copies of the Company's health and safety manuals, logbooks, permits and records 
required by applicable health and safety laws. 

15.3. In respect of any health and safety matter affecting the Company copies of all 
documents relating to: 

15.3.1. any notification or complaints to any regulatory authority; 

15.3.2. any investigations, enforcement action or legal proceedings threatened or taken 
by, or any current discussions with, any regulatory authority; and 

15.3.3. any complaints or legal proceedings threatened or taken by any employee 
(including both current and former employees and contractors). 

16. Tax 

 

16.1. Copies of all corporation tax returns submitted. 

 


