THE BUSINESS SALE WORKBOOK
FOR THE ADVISOR — DELETE THIS PAGE BEFORE SHARING WITH YOUR CLIENT
Make this yours in about two minutes
“The Business Sale Workbook” is yours to brand and share. It is an editable Word document by design — so your firm's name and logo go on it, not ours. Nothing here is locked.

01   Drop in your logo
Right-click the dashed “YOUR LOGO HERE” box on the cover and choose Change Picture → From a File. Word keeps the sizing and position for you. The same box appears again on the closing page.
02   Replace the bracketed fields
Anything in [SQUARE BRACKETS] is a placeholder — your firm name, your name, your contact details. Use Word's Find & Replace to catch them all at once.
03   Set your own fonts and colors, if you like
The document is set in Libre Baskerville and DM Sans, both free from Google Fonts. If your firm uses different typefaces and colors, select all and change them — the layout will hold.
04   Decide about the partner page
Near the end there is a clearly marked page about Prevail Transaction Partners. Keep it if you want your client to know who handles the transaction; delete it if you would rather keep the introduction for a conversation.
05   Send it as a PDF
File → Save As → PDF. Your client gets a clean, finished document with your brand on it.

	ONE THING WORTH KNOWING
This document is written to be useful on its own — no pitch, no pressure. That is deliberate. It earns the conversation instead of asking for it.
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Room to think clearly about the largest financial decision you will ever make — your goals, your number, your timing, and what your business is actually worth to someone else.

	PREPARED BY
[YOUR FIRM NAME]
Yours to write in  ·  No wrong answers  ·  Nothing to submit
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Before you start
Selling your business is not a transaction. It is the end of something you built with years of risk, work, and personal cost — and for most owners it happens exactly once, with no prior experience to draw on.
This workbook is not a sales document and it is not a form. It is a set of questions worth answering honestly, in your own words, before anyone else is involved. Owners who have worked through these questions negotiate from a different position than owners who have not.

	HOW TO USE IT
Do not try to finish it in one sitting. Take a section at a time. Some questions will have obvious answers, some will not have answers yet, and noticing which is which is most of the value.



WHAT YOU WILL WORK THROUGH
1. What you actually want — personally, not just financially
1. What you need from a sale to make the next chapter work
1. Whether the timing is right for the business, the market, and you
1. What drives the value of your company, and where yours stands
1. The risks a buyer will find, and what to do about them first
1. A realistic timeline from where you are to a closed transaction
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What you actually want
Before price, timing, or buyers: what does a good outcome look like for you? This is not primarily a financial question, and answering it first changes every decision that follows.
Why are you considering a sale now?
Be specific. “I'm tired” is a real answer and a useful one.
1. What is motivating you to explore a sale at this point?
1. Are you looking to retire, reduce stress, pursue something new, or simply find out what the business is worth?
1. Do you have a timeline in mind, or is it open?
1. What would make you feel confident, a year from now, that selling was the right decision?
 
 
 
 
 

What does life look like afterward?
1. Do you plan to retire fully, start something else, or stay involved part-time?
1. How important is it that the culture survives and the employees are taken care of?
1. What does financial security actually mean for you and your family?
1. Who else does this decision affect, and have you talked with them about it?
 
 
 
 
 


	WORTH NOTICING
Owners who cannot answer “what comes next” often stall a deal at the eleventh hour — not over price, but because the ending arrived before they were ready for it. This section is the cheapest insurance available against that.
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What you need from a sale
The sale of your business will likely be the largest financial event of your life. Knowing what you need from it — as a number, not a feeling — makes every subsequent conversation more grounded.
Your number
1. How much do you need to support your lifestyle after a sale?
1. Have you identified that number with a financial advisor, or is it an estimate?
1. What are your ongoing annual expenses?
1. What other income or retirement assets do you have outside the business?
1. Are there major expenses ahead — healthcare, education, property, family support?
 
 
 
 
 

How the deal is structured matters as much as the price
Two offers at the same headline number can be worth very different amounts to you. Consider how you feel about each of these before anyone puts them in front of you:
1. Cash at closing versus payments over time
1. Seller financing — you carry part of the price
1. Earnouts tied to future performance you may not control
1. Staying on for a transition or consulting period, and for how long

 
 
 
 

	KEY INSIGHT
Buyers pay more when they are confident. Clean financials, transferable operations, and reduced owner dependence do not just make diligence easier — they move the price and shift risk off your side of the table.
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Is the timing right?
Timing has three dimensions — the business, the market, and you — and strong outcomes happen when all three line up. Some of what follows is context; some is a prompt. The goal is not one correct answer but a clear view of whether to sell now, prepare first, or wait.
Business readiness
How prepared is the company today?
1. Are your financials clean, accurate, and current?
1. Can the business operate without your daily involvement?
1. Do you have strong leadership or key employees in place?
1. Are core operations documented and transferable?
1. Is revenue stable or trending positively?
Low readiness is not an argument against selling. It is information about where preparation would pay.

 
 
 

Market conditions
Market conditions shape buyer demand and valuation, but they are one input among several.
1. Is your industry growing, consolidating, or contracting?
1. Are valuation multiples currently favorable in your sector?
1. Are strategic or financial buyers active in your space?
1. What competitive advantages does the business hold right now?

 
 
 

Personal readiness
This carries as much weight as either of the other two.
1. Are you emotionally ready to let go?
1. Have you discussed the decision with family or partners?
1. Do you have clarity on what comes next?
1. Are there personal factors that make this the right — or wrong — moment?

 
 
 

Markets change. Preparation is what lets you act when conditions turn favorable, instead of reacting under pressure when they do not.
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What makes your business valuable
Buyers do not simply buy revenue or profit. They buy future cash flow, competitive position, and a manageable level of risk. Knowing how they read a business lets you see your own the way they will.
Financial performance
How would your financial profile look to a stranger reading it cold?
1. Are revenue and cash flow consistent, or trending upward?
1. How stable are margins compared with industry norms?
1. Do you have recurring revenue or contracted work?
1. Are the financials clear, accurate, and verifiable by a third party?
 
 
 

Customer base and revenue quality
1. How diversified is your customer base?
1. What share of revenue comes from your largest few customers?
1. Do you have long-term relationships or contracts?
1. How predictable is customer retention?
 
 
 

Operations and scalability
1. Are key processes documented and repeatable?
1. Can the business operate effectively without you day to day?
1. Is there room to grow without major capital investment?
 
 
 

Team and leadership
1. Do you have managers or key employees who could stay on after a sale?
1. Are roles and responsibilities clearly defined?
1. How much of the business still runs through you personally?
 
 
 

Competitive position
1. What genuinely differentiates you from competitors?
1. Do you have a niche, proprietary capability, or intellectual property?
1. What barriers to entry protect your position?
 
 
 

[image: ]   SECTION 05
The risks a buyer will find
Every business carries risk. Buyers do not expect perfection — they expect awareness and a plan. Risks that are identified early can usually be mitigated, explained, or priced. Risks that surface in diligence become leverage.
Where buyers look hardest
1. Customer concentration — reliance on a small number of customers or contracts
1. Owner dependency — revenue, relationships, or decisions that run through you
1. Legal and regulatory exposure — licensing, permits, contracts, unresolved disputes
1. Financial complexity — inconsistent reporting or unexplained adjustments
1. Deferred maintenance, underinvestment, or aging equipment
1. Outstanding debt, liens, or obligations tied to the business

	A CONCRETE THRESHOLD FOR CONCENTRATION
As a working rule, buyers start applying real discount when one customer exceeds 15–20% of revenue, or the top three exceed 40–50%. Knowing your figures before a buyer calculates them for you is worth doing this week.



Your own list
Write down the three risks a well-prepared buyer would raise about your business, and what you would do about each.
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Building your timeline
Selling a business rarely happens quickly. Strong outcomes come from intentional planning and disciplined execution — most successful exits combine preparation and an active sale process spanning roughly six to eighteen months.
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Preparation
Typically 6–24 months, depending on where you are starting
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Sale process
Typically 6–12 months from launch to close
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Transition
Weeks to a year, depending on the deal you agree to



Your ideal timing
1. When would you ideally like to exit?
1. What personal or financial milestones should be met first?
1. Are there seasonal, industry, or business-specific factors that affect timing?
1. Would additional preparation materially improve value or reduce risk?
 
 
 
 

The preparation phase
This phase is about positioning the business so a buyer can be confident in it:
1. Cleaning and normalizing the financials
1. Reducing owner dependence
1. Documenting operations, systems, and processes
1. Resolving legal, regulatory, or compliance issues
1. Stabilizing or growing revenue to demonstrate momentum

The sale process
Once the business is ready to go to market, the sequence is generally:
1. Valuation and positioning
1. Confidential marketing and buyer outreach
1. Reviewing offers and negotiating terms
1. Buyer due diligence
1. Closing and transition
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Where you stand
Having worked through this, you know more about your own position than most owners do at the point they receive their first offer.
Which describes you today?

[image: ]    Ready to sell now
[image: ]    Ready after some preparation
[image: ]    Not ready yet — and that is a legitimate answer

There is no wrong box. Many owners benefit from preparation before going to market even when a sale is years away, and the work rarely goes to waste: most of what makes a business sellable also makes it better to own.

The three things worth doing next
1. Get a confidential estimate of value, so you have a baseline instead of a guess
1. Have a no-pressure conversation about goals, timing, and options
1. Start on the one or two gaps that take the longest to close

Anything you have not said out loud yet
Use the space below for anything this workbook surfaced that you have not said out loud yet — the concern, the number, the deadline, the person you need to talk to.

 
 
 
 
 
 
 
OPTIONAL PAGE — KEEP OR DELETE
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Who handles the transaction
The questions in this workbook are about preparation. When it comes time to actually take a business to market — positioning it, reaching qualified buyers confidentially, and managing a competitive process through to close — that is a separate discipline, and the firm below is who handles it.
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Prevail Transaction Partners
A Cleveland-based transaction advisory firm that represents owners of privately held businesses in the sale of their companies. Prevail's work begins where preparation ends: positioning the business properly, running a confidential and competitive process, and managing the deal through to close.
—   Two nationally branded hardware stores — 60 interested parties, closed at $7.5MM including real estate.
—   A specialty rubber roller manufacturer — 20 interested parties, closed at $3.75MM, $750K above the owner's expectation.
prevailprtnrs.com   ·   (216) 789-9639



Outcomes described above reflect specific past engagements and are not a prediction of results in any other transaction.
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When you're ready to talk
You may want to work through your options independently, or you may want to think out loud with someone who has seen how these processes actually unfold. Either way the goal is the same: making informed decisions, on your terms, on your timeline.

WAYS TO MOVE FORWARD
1. Request a confidential estimate of what your business could be worth
1. Talk through timing, goals, and options with no obligation
1. Build a preparation plan around the gaps you identified here
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[YOUR NAME]
[TITLE]  ·  [FIRM NAME]
[PHONE]   ·   [EMAIL]   ·   [WEBSITE]
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