APPENDIX E BUSINESS EXAMINATION CHECK LISTS:



Debtor’s Name	____________________________________



		____________________________________



Case Number	____________________________________



Date of Review	____________________________________



Date of Petition ____________________________________



Person Interviewed __________________________________



Office Reviewer ____________________________________



General Information



1.	Who maintains the accounting records for the business?___________________________



	Manual or Computer?_____________ Type of software?__________________________



2.	Who prepares payroll, payroll tax deposits, and payroll tax returns?__________________



3.	Are payroll tax deposits made at time payroll is paid?  Yes_________ No________



4. 	Who prepares bank deposits?_________________



5.	Who reconciles the bank accounts?______________



	Is this done monthly?   Yes_________ No_________



6.	Where are bank accounts maintained?_________________________________________



7.	Who is responsible for collecting accounts receivable?____________________________

 

8.	Who is responsible for control over and ordering inventory?________________________



9.	Who is responsible for maintaining and paying accounts payable?____________________



10.	Who is the attorney for the business?___________________________________________



11.	Do you have an outside accountant?   Yes_______   No_______   Name_______________



12. 	Who is the insurance agency for the business?____________________________________











13. 	What insurance is in force and amount of coverage (through what dates) for the business?



							Amount		Through (date)



	a).  Fire, building				_______		____________



	b).  Fire contents				_______		____________



	c).  Liability					_______		____________



	d).  Auto					_______		____________



	e).  Workmen’s comp.				_______		____________



	f).  Other - Inventory				_______		____________



14. 	How frequently and to what states does the business file sales tax returns?



		State						Due Date

	________________				___________________

	________________				___________________

	________________				___________________



15. 	Are sales tax collections segregated from other funds of the business?  Yes______ No_____



16. 	What is the average amount of payroll tax liability each month?_______________________



17. 	What is the average amount of sales tax liability each month?_________________________



18. 	Are any immediate family members on payroll?  Yes_______ No________



	If so relationship and amount paid to each last month.



		Name			Relationship			Amount

	_______________	____________________	__________________

	_______________	____________________	__________________

	_______________	____________________	__________________

	_______________	____________________	__________________



Assets/Liabilities



1.  	What is the current cash balance?________________________



	Are the accounts reconciled?   Yes________   No____________



	List all accounts with month-end balances (include savings, CD’s, etc.)



		Bank				Account			Amount

	________________		_________________		________________

	________________		_________________		________________

	________________		_________________		________________

2.	What is the total of accounts receivable?_____________________



	What is the aging?



		Current	_________________

		Over 30	_________________

		Over 60	_________________

		Over 90	_________________



	Are there problem accounts?  Yes_______ No__________



	If so, identify. ________________________________________________________________



3.	What is the value of inventory?____________________

 

	Are there any slow-moving or obsolete items in inventory?  Yes_____   No________



	If so, identify. _________________________________________________________________



4.	Are there any prepaid expenses and/or deposits made by the business?  Yes______ No_______



	If so, identify._________________________________________________________________



5.	Is there a listing of fixed assets?  Yes_______ No_________



	If no, why?___________________________________________________________________



	What is owed on fixed assets?



		Creditor				Total Amount		 Monthly Payment

	______________________		_____________________        __________________

	______________________		_____________________        __________________

	______________________		_____________________        __________________



6.	Are any fixed assets leased?  Yes______   No________

	

		Type of assets __________________________

		Total owed ____________________________

		Monthly payments ______________________

		Lessor ________________________________



7.	What is the amount of current accounts payable?_____________________________________



8.	What is the amount of sales tax owed?______________________________________________



9.	What is the amount of current payroll taxes due?______________________________________



10.	What is the amount of principal paid on long-term debt each month?______________________



11.	Is depreciation computed monthly on fixed assets?  Yes_______    No_________











12.	Are state and federal payroll tax returns filed through current date?  Yes______ No_______



	If no, identify._________________________________________________________________



13.	Have prior-year state and federal tax returns been filed?  Yes_______ No_________



	If no, identify._________________________________________________________________



Income Statement Information



1.	Who prepares the income statements for the business?_________________________



2.	Are income statements prepared monthly?  Yes______ No_________



3.	Is depreciation expense considered in the income statement?  Yes_____   No_____



4.	Is interest expense on debt considered in the income statement?  Yes_____   No_____



5.	Are owners’ salaries/draws considered in the income statement?  Yes_____   No_____



	For whom and how much?	______________________	________________________

					______________________	________________________

					______________________	________________________



6.	How is the cost of inventory sold determined for the income statement?

		

		Actual cost



		Standard cost



		Estimated cost



7.	Is a physical inventory taken each month?  Yes_____   No______



8.	Does the owner believe the business will make a profit each month for the next three years?

	

	Yes_______     No________



	Does the owner have a budget?  Yes_______   No__________



9.	Does the owner believe the business will generate enough cash flow to pay current operating costs on a timely basis and also make the payments required under the plan for the next three years?

	

	Yes_______    No_________



�	Does the owner have a cash flow budget?  Yes______   No_______

General Observations



What is the appearance of the building, office, work area, etc.?



10.	What is the appearance/condition of fixed assets?  (i.e., equipment, autos, etc.)



11.	Does the owner have any particular concerns about future operating issues?  (i.e., loss of customers, rising costs, labor problems, etc.)



12.	Does the owner have any particular expectations about future operating issues?  (i.e., new contracts, better products, new sales area/personnel, etc.)



13.	Is the business subject to seasonal fluctuations or other things that will potentially impact earnings and/or cash flow?



14.	Are there any prospects of selling the business?



15.	Are there other factors that may impact future expectations? (i.e., competition, loss of lease, location, owners’ health, etc.)



16.	Any life insurance on owners?  Yes______   No_______



	Who is the beneficiary?____________________



	Amount of policies?_______________________



	Any cash surrender value?__________________



	Any loans against policies?_________________



17.	General comments:

	______________________________________________________________________________

	______________________________________________________________________________

	______________________________________________________________________________

	______________________________________________________________________________

	______________________________________________________________________________

















�



















BUSINESS CHAPTER 13 MONTHLY REPORTING



Prepared by Debtor, Due 10th of Month



Debtor’s Name		________________________________



Case Number		________________________________



Month Ending		________________________________



Date Prepared		________________________________



Date Submitted		________________________________



ASSETS



1.  List ending cash balances for each account.



	                Bank			    Account Number   	   Prior Month		 Current Month



	______________________	__________________	______________	_____________

             		_____________	___       __________________	______________	_____________

	______________________	__________________	______________	_____________

	______________________	__________________	______________	_____________



2.  Provide the total of accounts receivable at month-end.



								   Prior Month		 Current Month



		Current					______________	_____________



		Over 30					______________	_____________



		Over 60					______________	_____________



		Over 90					______________	_____________



							______________	_____________



	Total					______________	_____________



3.  List amount of inventory.



								    Prior Month		 Current Month



								______________	_____________













4.  List dates and amounts of payroll paid and amounts and dates of payroll tax deposits.

     (Attach photocopies of validated bank deposits.)



	  Payroll for the		   Amount of	     		   Amount of	       Date

	  Period Ended		      Payroll	 Date Paid	Payroll Taxes	   Deposited

	

	_______________	___________	____________	____________	____________

	_______________	___________	____________	____________	____________

	_______________	___________	____________	____________	____________

     	_______________	___________	____________	____________	____________

	_______________	___________	____________	____________	____________



5.  List the amount and due date of any unpaid payroll taxes for state and/or federal unemployment taxes.



			 State/Federal		     Due Date		       Amount



			____________		______________	_______________

			____________		______________	_______________

			____________		______________	_______________

			____________		______________	_______________



6.  List the amount and due date of any unpaid sales taxes for each state.



			 State/Federal		     Due Date		        Amount



			____________		______________	_______________

			____________		______________	_______________

			____________		______________	_______________

			____________		______________	_______________



7.  Provide the total accounts payable for month-end:



						   Prior Month		  Current Month



		Current			______________	________________



		Over 30			______________	________________



		Over 60			______________	________________

		Over 90			______________	________________



						______________	________________ 



			Total			______________	________________ 



8.  List amounts paid to owners and family members this month.



		     Name							    Amount

	_________________________						____________

	_________________________						____________

	_________________________						____________

	_________________________						____________









  9.  Did the business make a profit this month?   Yes ______   No ______



       How much? _______________________



�         	Attach a copy of income statement

    

�         	Attach listing of all checks issued during the month (date, check number, payee, amount).

   

10.  Did the business make all lease/rent payments this month?   Yes ______   No ______

       If not, why not?



11.  Did the business make all loan payments this month?   Yes ______   No ______

       If not, why not?



12.  Did the business make all plan payments this month?   Yes ______   No ______

       If not, why not?
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CERTIFICATE OF SERVICE



I hereby certify that the information in this report is accurate and that a true copy of the report was sent by U.S. mail properly addressed and with correct postage to the persons or offices listed below.



Done this ________ day of _______________, 2001.



								________________________________

								(Signature)



								________________________________

								(Printed name)



								________________________________

								(Street address)



								________________________________

								(City, state, zip)



								________________________________

								(Telephone)



ORIGINAL FILED WITH:					COPIES MAILED TO:



U.S. Bankruptcy Court						1.  U.S. Trustee

517 East Wisconsin Avenue					     517 East Wisconsin Avenue

Milwaukee, WI 53202						     Milwaukee, WI 53202



								2.  Chapter 13 Trustee

								      Thomas J. King

								       P O Box 3170

								       Oshkosh, WI 54903-3170



								4.  Debtor’s Attorney
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CASH 



Who is bank officer for each account?



Bank Accounts - get all statements, checks & reconciliations.



Examine checks for payees and endorsements - note unusual or unexpected items (NSF checks, non-business payments, unexpected payees, unusual endorsements, etc.).



ACCOUNTS RECEIVABLE 



What is nature of A/R?  Corporate accounts, individuals, etc.



Are A/R factored or pledged?



INVENTORY



Is inventory in good condition?



Is inventory pledged?



Is inventory insured?



FIXED ASSETS



Are fixed assets in good condition?



Do fixed assets (equipment) need to be replaced?



Are fixed assets pledged?



Are fixed assets owned by related parties?



ACCOUNTS PAYABLE



Is there a detail of A/P which agrees to the g/I control?



What is nature of A/P, is A/P for business purposes?



Is payment of trade A/P current?



Who are major trade creditors?  Have they been in contact with you prior to bankruptcy filing requesting their payments?















TAXES PAYABLE



	PAYROLL - IRS, State



	Tax officials who have contacted you on your case.



	Are liabilities paid timely, will they continue timely during bankruptcy?



	Are reports filed timely and accurately?



	SALES - LOCAL / COUNTY

	

	Tax officials who have contacted you on your case.



	Are liabilities paid timely, will they continue timely during bankrutpcy?



	Are reports filed timely and accurately?



	Have there been any recent audits?



	SALES - STATE



	Tax officials who have contacted you on your case.



	Are liabilities paid timely, will they continue timely during bankruptcy?



	Are reports filed timely and accurately?



	Have there been any recent audits?



DEBT - CURRENT & LONG TERM



Who is bank representative / loan officer?



What is the nature of the debt?



Are debt covenants being violated?



Is the current debt being paid?



RELATED PARTY DEBT



What is the nature of the related party debt?



OWNERS EQUITY



What is the nature of the owners equity?



Are there operating deficits?



What are the paid-in capital and Retained Earnings?

Has there been a cash-out of equity?



SALES



What type of sales?



	Cash, Credit



	What is sold?



Trace daily sales totals per tapes to bank deposit and g/I entry.



Are sales trends decreasing or increasing?



SALARIES & WAGES



Payroll frequency



Are salaries & wages paid timely?



Are salaries & wages reasonable for duties?



RELATED PARTIES



Are relatives or other related parties on the payroll?



Are purchases or other credit obtained from related parties?



INSURANCE EXPENSE

Insurance company & agent



When is policy renewal?



Any claims?



Adequate coverage for disaster, business continuation?



Are policies paid up?



UNEMPLOYMENT INSURANCE



Are payments being made timely at the proper rate?



Any pending lawsuits from employees for discrimination?   Other?



WORKERS COMP



Is workers comp policy paid up?



Any pending lawsuits for workers comp?



INTERNAL CONTROL



Segregation of Duties?



Management oversight?



Management qualifications & attitude?  How long in business, what did debtor do before operating this business?



Any financial audits - who are auditors, are bills paid?



Accountant consultants - firm, are bills paid?



Legal counsel, are bills paid?



Are workers checked for work eligibility (illegal aliens)?



Is quality of premises conducive to type of business?



Are financial statements required to be submitted?



Are general ledgers kept up to date?



For the past



�                     3 months



                     6 months



                     9 months



                   12 months



Bank statements

Canceled checks

Bank Reconciliations



Tax deposit coupons



General ledger

Accounts receivable aging analysis

Accounts payable detail list and unpaid invoices

Inventory list

Fixed Asset list

Debt instruments



Sales tapes for selected days
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