
ASSEMBLE AND REGULARLY MEET 
WITH YOUR TEAM OF ADVISORS

SUCCESSOR/SUCCESSION SCENARIOS DOCUMENT CREATION/MAINTENANCE

ESTABLISH BUSINESS 
GOALS AND TIMELINES

ANNUAL BUSINESS VALUATIONS

ACCOUNT FOR AN EVER-CHANGING BUSINESS AND 
PERSONAL WORLD

ESTABLISH YOUR GOALS 
AND TIMELINES

Legal
• General counsel
• Estate planning

Accountant
Banker
Insurance

• Business
• Personal

Identify and regularly meet with successor(s)
Establish general timelines
Resolve any potential family issues
Identify preferred nature of transaction:

• Financing requirements/provisions
• Align with estate/tax planning
• Create a death/disability contingency
• Update shareholder/buy-sell agreements

At a minimum maintain the following documents:
• Shareholder agreements including  

buy-sell agreement
• Legal will
• Trust documents
• Power of attorney(s)
• Property deeds/titles/leases/rental 

agreements/contracts/etc.
• Mortgages and notes payable
• Tax returns/financial records and statements 

from past 5 years
• Bank/savings/brokerage/retirement 

account(s) information
• Life/disability insurance policies
• Listing of professional service advisors

Favorable departure date
Revenue/profitability goals
Key team member retention
Culture and staff retention

Document an objective 
yearly asessment 
including:

• General counsel
• Estate planner
• Accountant

Continually monitor your situation 
Make adjustments as needed

Share with:
• Appropriate business 

associates
• Appropriate family members
• Insurance agent
• Key team members

Desired departure date
Yearly/monthly cash flow needs:

• Existing investments
• Desired lifestyle
• Health care insurance
• Long-term care

Investment broker/financial planner
Trusted advisor(s)
Business coach/consultant
Mentors
Peers

SUCCESSION PLANNING 
CHECKLIST
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If one or more “no” answers reveal deficiencies in your succession planning know that 
you are not alone — and it’s never too late to begin and/or revise what you have in place!

Have you defined your goals and vision for the transfer of ownership and day-to-day management of your business?

Do you have an identified successor(s) in place?

Do you have formal buy-sell agreements in place?

If applicable, have you resolved any family issues that might interfere with your plan?

Do you have a plan to account for the most desirable nature of the transaction in regards to structure and taxes?

Do you have a contingency plan should you die or become unable to continue working? Are those scenarios covered by insurance?

Have you recently had your business valued and analyzed the same way potential buyers and competitors would?

YES

YES

YES

YES

YES

YES

YES

NO

NO

NO

NO

NO

NO

NO

SUCCESSION PLANNING 
QUIZ
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