Example of Data-room Checklist


Simplified structure for data-room, which can be further broken down. Could be used to identify gaps in the current documentation series: 

Admin & Legal
· Any existing customer, supplier, employee, investor, donor partnership agreements  
· Company registration docs
· Shareholders agreement  
· End-user contracts template in place 
· Any licenses/approvals for operation
· Any other compliance to local regulations document
· Any fiscal/business operation exoneration document  
· Any trademark/patent registration.
· Any current litigation
· Details of current insurance 
· Warranties

Governance and Human Resources
· Company statute documents 
· Company/group structure
· Organigram
· Board of directors materials
· Management team (CVs),  IDs/Proof of residence/Eligibility to work status
· Summary on strategic business partnerships (with documentary evidence, agreements, MoUs)

Business plan and strategy
· Business plan or IM presentation
· Financial Model
· Shareholders structure and Capitalization table
· List of KPIs used to track your business performance and summary tables on their trends
· Any strategic plans or main activities you're planning on for growth over the next 12 - 36 months (no decks necessary if you don't have any already at hand. You can just have your action plan points ready for discussion)
· Standard Operating Procedures on key aspects of your business (i.e. customer engagement procedures, customer credit check procedure, staff recruitment and training policy, repossession policy, growth strategy, warranty policy, e-waste policy, etc.) 
· Product datasheets and certifications

Finance 
· Past audited financial statements: 24 – 36 months
· List of grants, loans and other finance received 
· Existing/current finance agreements
· Any financial forecasts/budgets 

Other
· Communication materials
· Press materials 




