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[bookmark: _Toc236230502]Introduction
Thank you for taking the time to complete this workbook. The information you provide here will be used to prepare a professional valuation of your business. A business valuation looks at your company's financial history, operations, and unique characteristics to estimate what the business is worth today.
You do not need any accounting or finance background to complete this workbook. Each section includes plain-language instructions describing exactly what is being asked and why. Where helpful, we have included examples.
This workbook is a fillable Microsoft Word form. Click inside any shaded field to type, click a checkbox to select it, or click a dropdown arrow to choose from a list. Use the Tab key to move to the next field.
Most business owners are able to complete this workbook in about 30 to 60 minutes, depending on how quickly you can gather your financial records (such as tax returns, profit and loss statements, and balance sheets). You do not need to complete it all in one sitting.
Not every question will apply to your business. If a section does not apply to you, simply skip it and move to the next one — we have noted where this is common.
Once you have completed this workbook, your advisor will review your responses, ask any follow-up questions if needed, and use the information to prepare your valuation inside the platform. You will always have a chance to clarify or correct information before your final report is prepared.
If you are unsure how to answer a question, leave it blank and make a note in the Additional Comments area — your advisor will follow up with you directly.


[bookmark: _Toc236230503]1. Business Details
This section tells us what your business does, how it's set up, and how it reports taxes. We use this to make sure your valuation is based on the right industry and legal structure.
[bookmark: _Toc236230504]1.1 Your Contact Information
Your full name.
Enter your first and last name below.
First Name: Enter name      Last Name: Enter name
Your email.
What's the best email to use? If you stop partway through, we'll send you a link to pick up where you left off.
Email: Enter email address
[bookmark: _Toc236230505]1.2 Business Details
Provide the business details.
Enter the legal name, start year, and a short description of what your business sells or provides. This helps us match your company to the right industry data.
Business Name: Enter business name
Year Business Started: Enter year
Business Description: provide 2–3 sentences about what the business sells or provides. (350 max characters)
For example: "We are a family-owned Italian restaurant serving dine-in and catering customers."
Click or tap here to enter text.
 
 

[bookmark: _Toc236230506]1.3 NAICS Code
Identify the business NAICS code.
NAICS is a 6-digit industry code used to classify businesses. We use it to match the business to the right industry data and market benchmarks. If you know the code, enter it. If not, we'll help you find it.
Select one.
☐  Find it for me (your advisor will help identify this)
☐  I know my NAICS code
If you know your NAICS code, enter the 6-digit code below.
NAICS Code (e.g., 541511): Enter 6-digit code
[bookmark: _Toc236230507]1.4 Legal Structure
Select the legal structure.
Choose the legal entity type under which the business is organized.
Select one.
☐  LLC
☐  C-Corp
☐  S-Corp
☐  Sole Proprietorship
☐  Professional Corporation
☐  Other (please specify)  Enter text


[bookmark: _Toc236230508]2. Business Operations
This section captures how your business operates day to day. We use this information to assess risk, stability, and how buyers will view the company.
[bookmark: _Toc236230509]2.1 Primary Location and Facility Setup
Tell us where the business operates and whether the main facility is owned or leased. This information is included in your valuation summary and helps provide context for buyers and lenders.
City: Enter name      State: Enter name
Total # Business Locations (Nationwide): Enter number
Business Facility Ownership
Select one.
Select one: Select an option
[bookmark: _Toc236230510]2.2 State Income Tax
Estimate the state income tax rate for the business.
Enter your state income tax rate or allow the platform to estimate it based on the business state and entity type you previously provided.
Select one.
☐  Find it for me (estimate based on state and entity type)
☐  I know my state income tax rate
State Income Tax Rate (%): Enter percentage
[bookmark: _Toc236230511]2.3 Customer Base and Delivery Model
Tell us who your primary customers are and where products or services are delivered. This helps us evaluate revenue concentration, stability, and operational risk.
What type of customer generates most of your revenue?
Select one.
Select one: Select primary customer type
Does any single customer account for more than 20 percent of annual revenue?
Select one.
☐  Yes      ☐  No      ☐  Unsure
Where are products/services delivered?
Select one.
Select one: Select where work is delivered
How seasonal is the revenue?
Select one.
☐  Highly seasonal
☐  Somewhat seasonal
☐  Steady year-round
Are licenses, permits, or certifications required to operate?
Select one.
☐  Yes      ☐  No
[bookmark: _Toc236230512]2.4 Business Strengths and Owner Involvement
Highlight key strengths and owner involvement.
Select up to three strengths and indicate the owner's level of day-to-day involvement. This helps us assess sustainability and how easily the business could transfer to a new owner.
Select all that apply. (Select up to three.)
☐  Trusted partner to customers / patients
☐  Consistently high quality of service/products
☐  Strong customer/patient retention
☐  Competitive pricing
☐  Innovative / unique offerings
☐  Strong brand recognition in community/industry
☐  Fast response / reliable delivery
☐  Safety and compliance focus
☐  Loyal, skilled workforce
☐  Long-term contracts or recurring revenue streams
☐  Sustainable / eco-friendly practice
☐  Other (please specify)  Enter text
Owner Involvement
Select the option that best reflects the owner's day-to-day involvement in the business.
Select one.
Select one: Select level of involvement


[bookmark: _Toc236230513]3. Reporting Period
This section defines the time frame used for your valuation. Most valuations rely on the last two to three full fiscal years, plus a partial year if available.
[bookmark: _Toc236230514]3.1 Last Fiscal Year-End Date
Select the last fiscal year-end date.
Select the most recent fiscal year-end date when the business closed its books. Many companies use December 31, but some use a different month-end.
Last Fiscal Year-End Date: Click or tap to enter a date.
☐  We haven't had our first year-end yet
[bookmark: _Toc236230515]3.2 Number of Full Financial Years Available
Select the number of full financial years available.
Select how many full fiscal years of financials you will provide. Most valuations use the three most recent year-ends.
Select one.
☐  3 years
☐  2 years
☐  1 year
[bookmark: _Toc236230516]3.3 Current-Year Partial Financials (Stub Period)
Include current year partial financials?
If available, you can include financials for part of the current year (often called a stub period). This helps us reflect the most recent performance.
Select one.
☐  Yes      ☐  No
➜ If No, skip to Section 4 — Financial Data.
Through what month are current year financials prepared?
Select the most recent month for which financial statements will be provided. We'll use this as the stub period end date.
Most Recent Month Completed: Select Month


[bookmark: _Toc236230517]4. Financial Data
This section covers how your financial information will be submitted for the valuation.
[bookmark: _Toc236230518]4.1 Data Upload Preferences
Choose your preferred method.
Select the option that's easiest for you. You can upload tax returns, connect QuickBooks, or enter the numbers manually.
Select one.
☐  Upload Tax Returns
☐  Connect to QuickBooks
☐  Enter Data Manually
➜ If you selected "Connect to QuickBooks" or "Enter Data Manually," skip the tax return question below and go directly to Section 4.2 — Profit & Loss.
Select the tax return form filed with the IRS.
Choose the federal tax form the business files. If unsure, select the option that matches the most recent filed return.
Select one.
☐  Form 1120S
☐  Form 1120
☐  Form 1065
☐  Form 1040C
Number of Tax Returns You Will Upload: Enter number
Please attach copies of your tax returns (or QuickBooks export/financial statements) to this workbook when you return it to your advisor.
[bookmark: _Toc236230519]4.2 Profit & Loss Statement
Make sure revenue and expense amounts are accurate for each year shown. If data was imported from a tax return or QuickBooks, your advisor will confirm it's correct. If anything is missing, provide the correct amounts below. Totals and net income will be calculated automatically once entered into the platform.
	Line Item
	Current Year (Stub Period)
	Year 1
	Year 2
	Year 3

	Total Sales (Revenue)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Cost of Goods Sold (COGS)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Operating Expenses
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Other Income
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Other Expenses
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Net Income
	Enter amount
	Enter amount
	Enter amount
	Enter amount



[bookmark: _Toc236230520]4.3 Balance Sheet
Enter the high-level balance sheet amounts for each year shown. Subtotals will calculate automatically, and your advisor will confirm that total assets equal total liabilities plus equity. If a line item does not apply, leave it blank or enter 0.
Assets
	Line Item
	Current Year (Stub Period)
	Year 1
	Year 2
	Year 3

	Cash
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Accounts Receivable
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Inventory
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Other Current Assets
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Fixed Assets
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Accumulated Depreciation
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Intangible Assets
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Accumulated Amortization
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Other Non-Current Assets
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	TOTAL ASSETS
	Enter amount
	Enter amount
	Enter amount
	Enter amount



Liabilities & Equity
	Line Item
	Current Year (Stub Period)
	Year 1
	Year 2
	Year 3

	Accounts Payable
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Short-Term Notes Payable
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Current Portion of Long-Term Debt
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Other Current Liabilities
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Long-Term Debt
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Other Non-Current Liabilities
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	TOTAL LIABILITIES
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	TOTAL LIABILITIES & EQUITY
	Enter amount
	Enter amount
	Enter amount
	Enter amount




[bookmark: _Toc236230521]5. Adjustments
Business valuations often adjust reported earnings to reflect the true ongoing profitability of the business. Tell us about expenses that were personal, unusual, or not necessary to operate your business, as well as compensation paid to the owner. This section walks through each type of adjustment one at a time.
[bookmark: _Toc236230522]5.1 Primary Owner Compensation (1 Owner)
Enter compensation paid to ONE primary full-time owner, including salary, bonuses, benefits, and payroll taxes. You can typically find these amounts in payroll reports, tax returns, or your Profit & Loss statement.
	Line Item
	Year 1
	Year 2
	Year 3
	Current Year (Stub Period)

	Owner Salary (1 owner)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Owner Bonuses
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Owner Benefits
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Owner Payroll Taxes
	Enter amount
	Enter amount
	Enter amount
	Enter amount



Primary owner's compensation at market value.
If compensation for the primary owner is within market range, select Yes. If not, select No — you will be asked to enter the adjustment amount below.
Select one.
☐  Yes      ☐  No
➜ If Yes, skip to Section 5.2 — Depreciation, Amortization, and Interest Expense.
If No — Primary Owner Compensation Adjustments
Indicate whether the owner compensation was below market, at market, or above market for each year. Only enter the difference between actual compensation and estimated market compensation — not the owner's full salary. Example: if the owner was paid $250,000 and market compensation is estimated at $180,000, select "Above Market" and enter $70,000.
Adjustment to Market for Primary Owner (select one per year)
Year 1: Select      Year 2: Select
Year 3: Select      Stub Period: Select
	Line Item
	Current Year (Stub Period)
	Year 1
	Year 2
	Year 3

	Compensation Difference (enter only the difference — not the full salary)
	Enter amount
	Enter amount
	Enter amount
	Enter amount




[bookmark: _Toc236230523]5.2 Depreciation, Amortization, and Interest Expense
Depreciation, amortization, and interest expense are identified separately because EBITDA measures earnings before interest, taxes, depreciation, and amortization. Select any items that appear in your financial statements. These expenses may appear on your Profit & Loss statement or business tax return.
Which of these appear on your financial statements or tax returns?
Select all that apply.
☐  Depreciation
☐  Amortization
☐  Interest Expense
Enter the amounts shown on your Profit & Loss statement or tax return for each year that applies.
	Line Item
	Current Year (Stub Period)
	Year 1
	Year 2
	Year 3

	Depreciation – COGS
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Depreciation – Operating Expenses
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Depreciation – Other Expenses
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Amortization – Operating Expenses
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Interest Expense – Operating Expenses
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Interest Expense – Other Expenses
	Enter amount
	Enter amount
	Enter amount
	Enter amount




[bookmark: _Toc236230524]5.3 Personal or Non-Business Expense Adjustments
These categories are commonly reviewed during the valuation process because they may include personal, discretionary, or non-operating expenses. Not every expense in these categories needs to be adjusted — only include amounts that are personal in nature or not necessary to operate the business or generate revenue.
	Line Item
	Current Year (Stub Period)
	Year 1
	Year 2
	Year 3

	Auto lease or operating costs (personal use)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Auto insurance (personal)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Charitable donations or contributions
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Personal insurance (health, life, disability)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Meals & entertainment (non-business)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Travel (non-business)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Utilities (personal phone/internet, etc.)
	Enter amount
	Enter amount
	Enter amount
	Enter amount

	Other personal perks
	Enter amount
	Enter amount
	Enter amount
	Enter amount



[bookmark: _Toc236230525]5.4 Working Capital
Working capital represents the short-term assets and liabilities used to operate the business day-to-day, such as accounts receivable, inventory, and accounts payable. Choose how you would like working capital handled below.
Choose how to include working capital
Select one.
☐  Assume no working capital included — common for many smaller businesses
☐  Use recommended working capital amount — the system estimates a reasonable operating amount based on your financial data
☐  Enter a custom working capital amount — use this if you already know the operating working capital amount to include
➜ If you selected "Assume no working capital included" or "Use recommended working capital amount," you do not need to enter anything below.
If you selected "Enter a custom working capital amount," provide the amount for each year below.
	Line Item
	Current Year (Stub Period)
	Year 1
	Year 2
	Year 3

	Working Capital
	Enter amount
	Enter amount
	Enter amount
	Enter amount




[bookmark: _Toc236230526]6. Financial Review
Once your financial data and adjustments above are entered into the platform, it will automatically calculate your normalized Net Income, EBITDA, and Seller's Discretionary Earnings (SDE) for each year. This section does not require any additional information from you.
Your advisor will review these calculated results with you to confirm they reasonably reflect the business's performance before moving forward with the valuation.
No action needed — your advisor will complete this section using the information you provided above.


[bookmark: _Toc236230527]Thank You
Thank you for completing this workbook. Please return it to your advisor along with any supporting documents referenced above (tax returns, QuickBooks export, or financial statements).
Your advisor will review your responses, follow up with any clarifying questions, and use this information to prepare your business valuation.
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