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Overview of DD Document

This is a short and quick paced Due Diligence template. It is split into several functional areas and should be completed once per company. Where resources are shared between companies (such as office infrastructure) a reference to the base material must be given.

The areas of interest are staff, sales, products/services and infrastructure. The goal of the operational DD is to look at the overall business, the processes and the infrastructures. The F&A DD covers the actual P/L analysis, which includes costing, margin, etc.

With the system integrators the focus is on the staff and their utilization. This can be done remotely via a central resource. The business summary, sales, products and infrastructure is best reviewed with additional on-site visits.

Group Section:

1. Organization of group by management

2. Organization of the legal structure of the group

3. Organization of group by location

4. Business summary for the group

5. Special items influencing organizational structure

Per Company Section

Business

1. Summary of business activities 

2. Location

3. Headcount

4. List of products/services offered/developed

5. Functions supported in the company (sales, development, customer service, consulting, F&A, etc.)

Staff and Contracts

General

1. Organization of staff by management

2. Organization of staff by legal structure
3. Percentage of social costs paid by the employer

4. Eventual advantages: luncheon vouchers…

Billable Work/Contract

5. Gross wage-earnings mass of billable people

6. Name of billable people

7. Projects on which they are charged on the concerned month

8. Number of days concerned

9. Daily price by contract/by person

10. Total amount invoiced to customers on the concerned month

11. Name of subcontractors on the concerned month

12. Revenue made by subcontractors

13. Total amount invoiced to subcontractors

Per Employee

14. Employee Profiles

· Gross salary and paid/potential bonuses (by contract if applicable)

· Number of holidays with pay, without pay

· Number of illness days

· Number of absence days

Travel Costs

15. Amount of travel expenses for billable people, charged to customers

16. Amount of travel expenses for billable people, not chargeable to customers

17. Amount of travel expenses for non-billable people

General Costs

18. Number of cars, type and attribution

19. Monthly amount of:

· office rent

· telephone

· office requisites

· maintenance

· fees

· insurance

· training

· amortization

Sales and Marketing

1. Number of people in sales organization

2. Number of quota bearing sales staff

3. Value of new orders last month

4. Sales structure

5. Commission plan

6. Number of partner companies (VARs, resellers, etc.)

7. Number of marketing staff

8. List of key/strategic marketing activities

9. Size of marketing budget and % spent on advertising

Products/Services

1. List of key products and services being sold

2. List of key legacy products and services being supported

3. Number of staff supporting customers no being directly billed to a client

4. Investment so far in development of the product/service by this company

5. What new technology is being developed and when will it be ready (include investment if a large project)

Infrastructure

1. List all buildings and whether they are owned, rented or leased

2. List of special features of buildings (data center, video conferencing, etc.)

3. LAN – what type (IP, IPX, etc.)

4. External Communications – Internet/Intranet

5. Email – Intra-company/Inter-company

6. Phone equipment – what PBX, call center?

7. Computers (type and count) – both servers and desktops

8. Systems Used

· F&A Tools

· Sales Tools

· Logistics

· Other

9. F&A Controls

· Cash Apps (what is done)

· Credit and Collections

· Bonus, Commissions, Partner payments

· Expense reports

· Salary
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