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S E L L I N G   F I R M ‘ S    P R O F I L E 
Ref:.....……………….………………..                                                          Date sent… ……………………………..

_________________________________________________________________________________________

1. PERSONAL INFORMATION
CONTACT SURNAME NAME  ...………………....………… INITIALS...……………. POSITION.........…………..l….

PRACTICE NAME..………………………………………………….  ADDRESS ………………….……………………

………………… …… ……………………………………………………..POSTCODE………….. ……………....………

TEL. NO. ……………………..………..  MOBILE……………………………….. FAX NO……………………..………..  

E-mail…… …… …………………………………………..…….. How / when may we contact you?………………….

_________________________________________________________________________________

GENERAL  STATISTICS  OF  PRACTICE
A. Sole-practitioner*/Partnership*/Ltd Co.*/LLP*

B. Chartered*/Certified*/Other………….* (circle*)    

C. Registered Auditor:..Yes*/No*                       Partner charge rate:  £. …………..

D. Annual Recurring Fees** £…..….….   Established (yrs)..…….  

E. No. Partners/Directors ……   Age(s)…………………

F. No. other fee earners: ….…  No. admin staff..……… No. clients …..……… 

G. Location of offices  …....………………         

**(The fees a purchaser could expect to bill in his first full year, after acquiring your goodwill)  

                                                                                                                                                          *delete

2. FINANCIAL ANALYSIS

A. List below the gross fees for the last 3 years, net disposable profit (before tax) & gross payroll cost

	YEAR ENDED

(oldest first)
	TURNOVER
	PROFIT
	GROSS PAYROLL COST



	        200
	
	
	

	        200
	
	
	

	        200
	
	
	

	        Projected
	
	
	


B. Split of clients by fee range:





    RANGE                       NUMBER                        Est. TOTAL VALUE
	Below £250
	
	£

	£251-£500
	
	£

	£501-£1000
	
	£

	£1001-£5000
	
	£

	£5001-£10000 
	
	£

	Over £10000
	
	£

	TOTAL
	
	£


Continued……
4. FURTHER  INFORMATION  AND  DETAILS  OF  YOUR   REQUIREMENTS

a. Staff – Is it a condition that the staff be retained by the new owner? ……………………………….
b. Premises – Is it absolutely vital that the purchaser service your clients from your offices? …… 
Yes*/No*. ………………………………………………………………………………………………….
c. What areas/towns could your fees be serviced from? ………………
d. What is your preferred timescale? …………………………………………………………………….

e. What is your reason for selling? ………………………………………………………………………..

f. Following the sale what are your intentions? …………………………………………………………. 
g. Other information .……………………………………………………………………………………….

…………………………………………………………………………………………………………….

…………………………………………………………………………………………………………….
5. . CONSULTANCY FEES – THESE TERMS OF BUSINESS WILL BE  INCORPORATED IN ANY FUTURE CONTRACT 
Note: a copy of our terms of business will be sent to you upon request.
PLEASE SIGN BELOW THAT TO THE BEST OF YOUR KNOWLEDGE THE INFORMATION YOU HAVE PROVIDED ABOVE IS ACCURATE.  

NOTE:  YOU ARE NOT INSTRUCTING US TO INCUR ANY COSTS ON YOUR BEHALF:

Signed:..................…………………....Title:...........………………………….......Date:...........…………….

Name in Blocks..………...............…………......Name of Firm.…………………….………………….....…

Preferred Contact Phone No……………………….Preferred Contact Time………………………………

This is a NO SUCCESS - NO FEE service

PLEASE COMPLETE AND RETURN TO:      

STRICTLY CONFIDENTIAL
CONFLTR1.APMA
Accountancy Practice M & A

Main Street

Farnsfield

NEWARK  NG22 8EA

Dear Sirs,

PRACTICES FOR SALE, PURCHASE OR MERGER BEING BROKERED BY 

JEREMY KITCHIN – PRACTICE M & A LTD (APMA)  

I have asked you on behalf of my firm/company to disclose to me details of any practices or fees which you feel may meet my requirements from time to time, as outlined by us in your completed registration questionnaire, that you are/will be authorised to do, subject to me signing a confidentiality letter.   In consideration of the disclosure, we undertake to you that:

1.  The information already disclosed (if any) and to be disclosed later, will be treated by us as being confidential and will not be disclosed to any person, other than such  directors, partners or specific employees who need to be aware of it for the purpose of evaluating the business, without written consent and:

2 any information provided in documentary form will be held to your order and will be returned or destroyed if / when requested.

3 We will not ourselves, nor will we put any other person in a position to be able to make use of the information other than by arrangement with your or your principals.

4 We will not make contact with any third parties concerning this specific project without first binding them to this confidentiality  letter, nor will we disclose this matter to anyone who is not party to the statement of confidentiality expressed in this letter, even though such parties may be known to us.

The above restrictions do not apply to any part of the information which (a) can be demonstrated by us to be already known to us prior to disclosure, or, (b) comes into the public domain otherwise than by way of disclosure to us, or (c) is obtained by us from a third party who is legitimately in possession of it and who is not under any obligation with regard to it.

Signed………………………………….. Date……………………………………..

Position in firm/company…………………….

Name of firm/company………………………..

Contact address………………………….e-mail address……………………………

If you prefer, you may photostat the above document onto your letterhead, otherwise just sign, date and print your firm's full name underneath your signature.


Testimonials for APMA
Moore Stephens - Mustafa Abdulali, Insolvency Partner & Supervisor of the IVA of a recently sold sole-practitioner firm

As an Insolvency Practitioner, I have found Mr Kitchin and the services provided by Accountancy Services M&A to be most professional, with an eye on both the commercial aspects of the situation and also an understanding of the practical application within insolvency. (2009)



AP3075: Ghiaci Goodhand Smith (Gross fees £400,000, Brighton) sold via an Active Role to Clarke Associates and
AP3127: King & Co (Gross fees, £134,000, Acton) sold via an Active Role to Clarke Associates  
Jeremy and his team are quite simply fantastic.  They get the job done with style, professionalism and in an incredibly helpful way. (Mike Lewis, Managing Director 2009)



AP3128: Brian Naylor (Gross fees £84,000, NE Essex) sold to ASAP Accounting
I personally feel that if it had not been for APMA I would not have managed to dispose of my practice for such a realistic price. Their system makes you feel you are in control and you are able to decide who would be the right person to take over your clients. They were entirely professional from the start. They made the whole process so smooth and easy. All queries were dealt with promptly and personally and they reduced a most stressful time to an easily managed business transaction. I can only thank the day I found APMA. (Brian Naylor, 2009)

AP3106: Tax Assist Accountants (Gross Fees c£90,000, Codsall) sold to Accountancy 4 Growth  
When we wanted to sell our practice, we were concerned that we would not find a buyer as we had only been established for 4 years. Jeremy assured us that with APMA’s experience and extensive contacts that we most definitely had a saleable business. In fact, after the initial marketing we were amazed at the number of interested parties that came forward. Jeremy guided us through each stage of the sale process and was always available for advice when required. In fact we managed to achieve not just a sale but on far better terms than we originally expected. We can thoroughly recommend APMA to anyone thinking of selling their practice. (David & Sarah Edwards, 2009)



AP3158: Sloan & Co (Gross fees £40,000, Uxbridge ) sold to Baxter Smith-Milne

Vendor: I am very happy with how the sale of my life's work was handled by APMA - it all ran very smoothly and without any stress! After the initial marketing, APMA presented me with the profiles of the interested Purchasers so that I could choose those whom I wished to meet.  After the initial non-technical meetings I knew with whom I could do business and who would be most likely to retain my clients and to service them well.  I could not have lined up so many high quality Purchasers myself, nor could I have done this whilst retaining my own anonymity, so I definitely think that APMA's fees justify the excellent service that I received, and all within the agreed time-scale!  Thank you very much APMA! (Ian Sloan, 2009)
Purchaser: This was my first acquisition and being new to it, all at APMA helped make it a seamless transaction, with an easy to follow step by step process including skeletal legal documents to minimize fuss.  Their telephone and email support was invaluable and extremely helpful and generally a very nice bunch of people.  Many thanks to all.  (Justin Smith-Milne, 2009)


AP3147: E Jones & Associates (Gross Fees c.£85,000, Henley on Thames) sold to E J Business Consultants Ltd  
I sold my business in December 2008 through APMA and the whole process was sympathetically handled and smoothly driven by Jeremy Kitchin and his excellent team.  He ensured that the two sides of the transaction were suitably matched to ensure maximum ease of sale, and minimum disruption to clients, which is vital when the business has been your life for many years.  Thanks to Jeremy I have happily retired from the rigors of life as a practitioner, and when I bump into clients locally they are very happy with the service they are continuing to receive from my buyer.  An excellent result was achieved for all concerned. (E Jones, Henley, 2008)



AP3123: De-Serve Ltd (Gross Fees £20,000, Telford area) sold to Talbot & Co
I had a small home-based practice and was a little tentative about asking APMA to broker the sale when I retired last year.  However, Jeremy reassured me that no practice was too small and gave me a date for completion that he assured me we would make. We did!  Throughout I was only a telephone call away from excellent professional support and advice.  Deciding to give APMA a call was the best decision I ever made. (Apart from retiring!) (Diane Shinton, 2008)



AP3145: Melton Accountancy Services (Gross Fees c£77,000, Bury) sold to L W Accountants  
I would recommend your services to any prospective client. The service and accessibility was second to none, the information and advice clear and concise. I am not sure how I would have managed without your help. (David Goldie, 2008)



AP3078: Robert W. Heath (Gross fees £19,000, Paignton)  
I am an unusual client of APMA in so far as my husband (who was a FCA) had recently given his practice to them for selling when he suddenly and unexpectedly died.    The help, kindness and patience shown to me and my daughters by Jeremy Kitchen was far and above anything I could even have hoped for and I have no hesitation in recommending the company  wholeheartedly. (Rosemary Heath, 2006)




We have been providing M & A Services, to accountancy practices, together with valuing goodwill and giving exit route advice, for over 35 years

SUMMARY OF APMA’S SERVICES TO A VENDOR OR MERGEE

No Success, No Fee

· A free and comprehensive consultancy visit, usually for between two and three hours.

· Analysis of your position in the market place and valuation of your practice/goodwill.

· Production of a divestment & information package together with a marketing plan, unless not applicable. 

· All marketing undertaken at cost price with confidential handling of all response, retaining your anonymity until such time as you agree to meet the shortlist of purchasers/mergees.

· Interrogation of our substantial Accountancy Practice database in the search for a suitable solution.

· Advice on the production of your client schedule under 12 key headings.

· Removal of 'window shoppers' and 'men of straw'.

· Checking that purchasers are 'in funds', signposting sources of finance, if relevant, and confirming they meet the vendor's requirements.

· Presentation of the profiles of the initial shortlist of ready, willing and able purchasers/mergees.

· Organisation of preliminary meetings; providing vendors with an agenda sheet, and an interview pack with suggested questions to be asked, followed by us debriefing all participants.

· Final short listing of up to three purchasers/mergees, in conjunction with the sponsor, and arranging for due diligence by them, usually outside business hours, on the vendor's premises.

· Assisting the finalists in the construction of their outline offers/proposals and helping the sponsor with the selection of the successful purchaser/mergee, followed by rejection of the unsuccessful short listed participants.

· Advising on due diligence and warranties re compliance with the Money Laundering Regulations 2007.

· Advising both parties on the construction of Heads of Agreement, together with the provision of a comprehensive list of relevant commercial clauses.

· Advising on steps necessary to minimise the risk of a claim against the vendor for the loss of fees.  (In the past five years, to our knowledge, only once has a purchaser lost as much as 5% of the fees bought.)

· Advising on TUPE - Transfer of Undertakings (Protection of Employment) Regulations 2006.

· Free consultancy advice throughout the whole assignment.

Absolute confidentiality is assured to all parties so that neither their staff, nor their clients, need know of their plans until they decide to tell them.
This could be the biggest financial deal you will ever undertake, so why take a risk?
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(Today’s date) …………………………….





Dear Sir/ Madam





Ref: The possible sale of your practice / fees and the purchaser AP………





Having declared your interest in the purchasing firm under our reference AP…… we are pleased to set out the way in which we propose to move this matter forward.





First let me assure you that we (APMA) represents a very experienced and safe pair of hands having specialised in the mergers and acquisitions of accountancy practices for over 35 years.





The process which we find is most effective and fair to both Seller and Purchaser is set out below:


These documents are our Selling Profile Pack (SPP) which comprises a covering letter explaining how this process works, a questionnaire designed to obtain an outline profile of your practice and a blanket letter of confidentiality which the Purchasers have also had to sign.


Once you have completed the questionnaire and signed the letter of confidentiality please fax or pdf. them back to us so we can move to the next stage.


Your completed questionnaire will be typed up as an anonymous document and forwarded to the Purchasers to enable them to see if they wish to take this matter further with yourselves.  Simultaneously, we will send you the anonymous profile of the Purchasing firm so that you can see whether you wish to have an initial meeting with them.


When both parties have informed us that they would like to meet each other we shall obtain permission to release the names of each of the parties to the other on a Principal-to-Principal basis.


Due Diligence would normally follow a successful meeting.


If required we will assist both parties in constructing their 'deal'.


Next we provide a master Heads of Agreement document together with instructions for its completion and when this is completed we will forward our draft Sale Agreement running to some 30 pages.





In the event that you decide to withdraw from this acquisition you will incur no penalty as we work purely on a no sale, no fee basis.  





Note: you will find a copy of our terms of business within the selling profile pack (SPP).





Please call at any time if you have any queries (usually up to 9pm).





Yours faithfully


For APMA


�				


Jeremy Kitchin


Director






















































































































































































Enclosures:


Selling Profile Pack


Testimonials


Selling Summary of Services




























































































































































































Accountancy Practice M&A


Main Street


Farnsfield


NEWARK, Notts


NG22 8EA


Tel: 01623 883300 / Fax: 01623 883303


e-mail : � HYPERLINK "mailto:jeremykitchin@APMA.co.uk" ��jeremykitchin@APMA.co.uk�


prop - Jeremy Kitchin Practice M & A Ltd








Email:  jeremykitchin@apma.co.uk                STRICTLY CONFIDENTIAL                                        Tel:  01623 883300


