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Welcome to Capital’s International “Family” of M&A Advisors / Business Brokers.
OUR LIBRARY

The Advisory / Brokerage industry is an emerging profession affording you limitless earning potential. The Capital corporate team is eager to share our many years of brokerage expertise which will fast track the achievement of your income goals.

CBS is focused on continually improving your business intermediary skills while providing you the most comprehensive support available. We recognize your expertise and professionalism and welcome any questions, concerns or most importantly suggestions you have that may enhance our family of professional business brokers.  

It is our sincere expectation that each and every Advisor / Broker will shun mediocrity and strive for the same level of excellence that the marketplace has come to expect from Capital Business Solutions. Thank you for entrusting us with your new professional endeavor. We are both inspired by and fully prepared to meet the challenge!

Your Capital Corporate Team: 

Roberta Caputo, Founder and Managing Director 

954-596-8060
Patrick Gagliardi COO 




954-633-7278

Dale Shepherd VP, CBI 




954-789-4441 (cell)
Jill Verbin Office Manager 




954-596-8060
Corporate Website





www.capitalbbw.com

Tips & Notes 
This includes the primary elements you will need to start and run your local office successfully:

NOTE:   Within the files, you will find helpful “tips” and "notes” to aid you in using the related documents successfully.  You will need to delete these tips from your working files before use.

NOTE:   We suggest keeping a master file of this electronically along with a separate “backup file”.  In addition:  Save a working copy with your appropriate local changes (such as address and contact information and deleted “tips” and “notes”) for day-to-day use

NOTE:   If you have any questions, please call on any of us for help.  Roberta Caputo is your designated “Help Desk” agent, but any of us can work with you directly at any time. 

NOTE:   Contract Law is complex.  Each state, jurisdiction has its own rules, laws and guidelines.  We strongly recommend you take the legal documents provided in this welcome kit to a local contract attorney to review and revise as needed. Our goal is to provide you a set of working documents as guidelines. 
Executed Contractual Documents must be maintained for seven (7) Years in the State of Florida! You need to know and follow the record retention requirements for your individual state and the state where a transaction takes place, if different.
It is your responsibility to ensure any forms used comply with the appropriate law in each state.

List of the Items in the Library
Buyers: 

1. Buyer Interview Worksheet 

Have all buyers complete this data in the initial buyer meeting(s).  Use this data to determine which listings to market to buyers, to update sellers on buyer data as needed, and as a backup buyer contact data sheet. (Item 1 in the Library.)
2. SBA Financial Form 

This is the standard financial net worth worksheet that most lenders use and recognize.  It is helpful when financially qualifying buyers. 

TIP: When sending packages to potential lenders on behalf of your buyers/sellers, include this worksheet. Go to the SBA website to get the latest version of this form.
3. NCNDA (Non-Disclosure Agreement) 

All buyers must sign this document before you turn over sensitive and confidential data on sellers and businesses. Two Versions are in the Library. (Items 2 & 3.)
TIP:  Recommended to keep on file for 3 years. 

TIP:  When you sell a particular business, put a copy of this NDA in the final master file. 

TIP:  Remember to always update your NDA when you show a buyer a new business (Buyer must initial and date each new business added to the original NDA or ask Buyer to complete a new NDA.) 

TIP:  Attach your “Interview” sheet to the related buyer NDA and you will have a complete file on your buyers at your fingertips.

4. Contingency Removal Form

Buyer completes this after due diligence is completed to remove contingencies and to state any contingencies still to be settled in the final contract of sale. (Item 4.)
5. Exclusive Buyer Brokerage Agreement

Use this when a Buyer wants to work with you exclusively to find a business.

(Item 5.)
6. Buyer – 20 Tips to Buying a Business 

Present this to a buyer at an initial meeting.  It provides a summary of what you expect from the buyer and outlines much of the process. (item 6.)
Documents: 

1. All Inclusive Bill of Sale 

This contains closing documents.  These are just to familiarize you with a typical set of legal closing documents. 
NOTE: Each closing attorney will have his/her own closing documents. 

Do not practice law unless you are an attorney.  On occasion an attorney may ask you to provide the “closing documents”.  We recommend providing them only as a sample.  Have the attorney review and provide his/her own final closing documents. No copy of this is in the Library.
2. Cooperative Brokerage Agreement 

For use when you wish to co-broker a listing with an outside brokerage firm.  Standard co-brokerage splits for commissions are 50/50. (Items 7 & 8.)
3. IRS Form 8594 

This is the IRS Asset Acquisition form.  This is typically provided by one of the attorneys. You can put IRS Form 8594 in your browser for the latest version of this form. No copy of this is in the Library.
4. Letter of Intent

Completed by Buyer and signed by Seller and Broker.  It is the Buyer’s offer to purchase the business.  It includes purchase price details, length of due diligence, length of seller training, contingencies and any other related items. (Item 9.)
NOTE: This may or may not be legally binding, depending on how it is written. Sometimes a phrase is put in that states this is not a legally binding document.

5. Business Evaluation– PROPRIETARY TOOLS OF CBS!

Here there Are (1) a Business Evaluation Spreadsheet and (b) a Buyer & Seller Sanity Test Worksheet. These tools are used to perform a valuation of a business and check the logic of the pricing. You need to be trained by and work with an experienced broker to use this tool. (Items 10a and 10b.)

6. Purchase Offer Agreement

Can be used instead of a Letter of Intent.  This is a legally binding document. 

There are two samples in the Library. (Items 11 & 12.)
7. Addendum to Purchase Offer Agreement

Used to add additional terms and conditions to an existing purchase agreement. (Item 13.)
8. Buyer or Seller Referral Fee Agreement

Use this document to pay a referral fee to someone who refers you an owner of a business to sell. Modify the form as is necessary. (Item 14.)

TIP:  In Florida a referral fee can only be paid to a licensed real estate agent, ensure you comply with your state rules and regulations on the payment of referral fees!

9. Release of Escrow with Instructions

This form can be used to document the release monies from escrow when a closing does not occur. (Item 15.)
TIP:  Only to be used when escrow monies are held by an external escrow attorney or escrow agent. Also escrow agents may have their own form for the release of funds.
10. Keys to Success for Main Street Brokerage

Concise tips that you need to follow daily. (Item 16.)
Logos: 

1. Color Capital Business Solutions Logo 

Logo containing the triangle, company name, and tag line. 

No copy of this is in the Library.
NOTE: The Office Manager will provide you this in two formats, a GIF and a JPEG.  You can use these or you can copy it from Buyer and Seller Presentations.
2. Color Capital Business Solutions Triangle

This logo only contains the CBS triangle. No copy of this is in the Library.
NOTE: The Office Manager will provide you this in two formats, a JPEG and as a picture in WORD.  
 Marketing:  

1. Business Card Template - Traditional

This Office Manager will provide you with these files.  1 is a JPEG, a picture of the card.  The remaining 4 files are the camera-ready artwork to give to your printer.

NOTE:   You need to give the printer your contact information to put on the card.  You can use 1 of 2 tag lines with the card.  

a. Connecting Buyers and Sellers Around the World

i. Use this tag line for when you are meeting the owner or mailing to the owner or someone requests information on your services.

b. The Results Driver Industry Leader

i. Use this tag line for when you are leaving your card with an employee who will be forwarding it to the owner.  This way the employee does not know that you are a business broker and you maintain confidentiality.

TIP:  Remember to put your contact information on the card with the email address we provide you.
2. Business Card Template – Modern – with Montage 

This Office Manager will provide you with these files.  1 is a PDF, a picture of the card.  The remaining 4 files are the camera-ready artwork to give to your printer.

NOTE:   You need to give the printer your contact information to put on the card.  You can use 1 of 2 tag lines with the card.  

a. Connecting Buyers and Sellers Around the World

i. Use this tag line for when you are meeting the owner or mailing to the owner or someone requests information on your services.

b. The Results Driver Industry Leader

Use this tag line for when you are leaving your card with an employee who will be forwarding it to the owner.  This way the employee does not know that you are a business broker and you maintain confidentiality.
TIP:  Remember to put your contact information on the card with the email address we provide you.

3. Letterhead for Office (Item 17a.)
TIP:   You can give this to a printer to have it printed professionally.  Remember to put your contact information on the letterhead. Before having it run, request a proof to make sure everything is correct.  

4. Letterhead with Montage Graphic (Item 17b.)
TIP:   You can print this in your office on your own printer.  Remember to put your contact information on the letterhead.  It does not contain the montage.

5. Letter to Owner

This is a letter you can put in an envelope with a card and or a brochure and leave with an owner after you have met him/her while canvassing. (Item 18.)
TIP:   Remember to put your contact information on the letter.

6. Letter to Owner Not Present

This is a letter you can put in an envelope with a card and or a brochure and leave behind for the owner.  (Item 19.)
TIP: You can seal the envelope, mark it “For Owner Confidential” in red.  You can make up a two-lined stamp.  The first line is “For Owner”. The second line says “Confidential”.   Remember to put your contact information on the letter.

7. Main Street Seller Brochure

We are providing you 5 files.  1 is a PDF, a picture of the brochure.  The remaining 4 files are the camera-ready artwork to give to your printer. Can be used to handout to the seller at the initial meeting or in a mail package to sellers.  It contains an overview of who we are and what we do.  (Items 20 & 21.)
TIP:  Remember to put your contact information on the brochure.
8. Merger and Acquisitions (M & A) Seller Brochure

We are providing you 5 files.  1 is a PDF, a picture of the brochure.  The remaining 4 files are the camera-ready artwork to give to your printer. Can be used to handout to the seller at the initial meeting or in a mail package to sellers.  It contains an overview of who we are and what we do for larger companies with at least 10 million in sales. (Item 22.)
TIP:  Remember to put your contact information on the brochure.
Presentations: 

1. Buyer Power Point Presentation (Item 23.)
Presentations are Templates – Mix and Match the pages as work best for you!
2. Seller Power Point Presentation (Item 24a and 24b.)
Presentations are Templates – Mix and Match the pages as work best for you!

Item 24b are some questions you may want to ask after the presentation.

3. Buyer& Seller Combination Power Point Presentation (Item 25.)
Presentations are Templates – Mix and Match the pages as work best for you!
TIP:   You could use this when presenting to a group of accountants and other organizations where you are explaining to them what you do.  Remember to put your contact information in the presentations.

4. Wealth Managers Presentation prepared and Presented in 2018

This is two forms I and II. (Items 26 and 27.)
5. A Short Presentation on CBS (Item 28.)
Presentations are Templates – Mix and Match the pages as work best for you!
TIP:   You could use this when presenting to a group of accountants and other organizations where you are explaining to them what you do.  Remember to put your contact information in the presentations.

 Sellers: 

1. Exclusive Listing Agreement Use to sign up listings (Item 29.)
TIP:  Make sure to change your “local” company and contact data. 

TIP: Put a copy of the listing agreement in the final closing file for your records) 

2. Exclusive Agency Listing Agreement (Item 30.)
Use to sign up listings 

TIP:  Make sure to change your “local” company and contact data. 

TIP: Put a copy of the listing agreement in the final closing file for your records)
3. Open Listing Agreement

Use to sign up listings. (Item 31.) 

TIP:  Make sure to change your “local” company and contact data. 

TIP: Put a copy of the listing agreement in the final closing file for your records) 

4. Addendum to Listing Agreement

Use this to modify an existing Listing Agreement. (Item 32.)
5. Business Listing Information Worksheet – Word Document.

Use this information to collect information on the Seller and the business. 

(Item 33.) TIP: Take with you when visiting the Seller.

6. Owner Benefit Worksheet – Word Document

Use this information to collect financial information on the business.

(Items 34 and 35 for two versions.)

TIP: Take with you when visiting the Seller.

7. P&L Short Template for Small Businesses – Excel Spreadsheet (Item 36.)
TIP: Take with you when visiting the Seller of a small business such as a deli, bagel store, and the like.  You can plug all your numbers into the spreadsheet and it will calculate the totals for you.  Reduces the errors in calculating numbers by hand.

8. P&L Template for Larger Businesses – Excel Spreadsheet (Item 37.)
TIP: Take with you when visiting the Seller of a larger business such as a manufacturer, distributor, and the like.  You can plug all your numbers into the spreadsheet and it will calculate the totals for you.  Reduces the errors in calculating numbers by hand.

9. 3 Year P&L Template for Larger Businesses with Adjustments– in Excel 
(Item 38.)
TIP: Take with you when visiting the Seller of a larger business such as a manufacturer, distributor, and the like.  Use for a business where most of the business is shown on the tax returns.  You can plug all your numbers into the spreadsheet and it will calculate the totals for you.  Reduces the errors in calculating numbers by hand.

10. Statement of Services Rendered

Broker and Seller sign this document and document is given to Seller’s lawyer as your bill and so the lawyer can pay you your fee at closing. (Item 39.)
TIP: Keep a copy of this signed document in your final listing folder.
11. Escrow Disbursement Instructions

Use this form to provide escrow disbursement instructions.

NOTE: Use this form or the above form, depending on what the lawyer or escrow agent requests. (Item 40.)
TIP: Keep a copy of this signed document in your final listing
12. Corporate Resolution to Sell (Item 41.)
13. Consent of Spouse to Sell 
Allows the spouse of the owner of a corporation to sign documents in the spouse’s behalf. (Item 42.)
14. Consent of Partners to Sell 
Use this form if there is more than one partner in a corporation and not all the partner’s signed the listing agreement. (Item 43.)
15. Seller Transaction Broker Notice

Use when you need to disclose to the Seller you are a transaction broker and that you are an intermediary without any fiduciary responsibility to either seller or buyer.  (Item 44.)
NOTE: Used mostly in real estate transactions and licensed states.

Additional Information 
This section includes Resources, Various Guidelines, Tools and Articles.

(Items 45 through 61.)

