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Due diligence - Information requested about target company

PROJECT TITLE


DATE


RESPONSIBLE PERSON


Background: Foreign companies want to evaluate the “solidness” of targeted companies 

Methods: 

1) Mainly web surfing. Web surfing being doing first. First use local language and only then English or other foreign language.

Check list
Done
Documented (name)

Detecting the amount of resources and information during primary fast search



Creating the list of keywords for looking the information on Internet web sites



Visit on ''target company'' web site



Searching for required information (including doc, xls, pdf and ppt files) for project using Internet (google, yahoo, yandex, company directory website and etc.)



Required information:

(1) Company history and usual checks (main address, registration address, telephone and fax number, website, company presentation & marketing documentation, etc.)



(2) Managers identity (in the registers and in reality)



(3) Activities, import/export, clients/customers/suppliers list



(4) As possible a copy of the legal registration documents



(5) Shareholders (indicate the date of the shareholdings)



(6) Sister firms



(7) Turnover of the 3 last years (financial conditions, bank relations,..)



(8) Respects of local system (local taxes / defaults in payment)



(9) Judicial proceedings



(10) Legal and Bankruptcy record



(11) Credit risk



(12) Reputation (firm and main manager): check the local newspaper, databases



(13) Network (national, international) for the managers and the firm



Reporting the shortage of resources and problems appearing during the research. Skype communication whenever necessary (usually a couple of time a week)



2) However, on site work is required when necessary (photos and visit of office) or when information easier to get (court statement, etc.). 

Check list
Done
Documented (name)

Reading articles in magazines and  local newspapers (Reputation: firm and main manager).



Looking for companies, neighbours, associations, and other institutions which could provide necessary information and some legal documentation



Required information:

(1) General information via talk to employees and more precise information via talk with managers/directors



(2) On site visit and photos of the buildings



(3) Marketing materials



(4) Annual reports



(5) Flyers and other brochures



Reporting the shortage of resources and problems appearing during the research. Skype communication whenever necessary (usually a couple of time a week)



If payment required for getting information LEGALLY (such as copy of company registration, court statement, etc.), cost will be reimbursed on original checks/invoice presented to us.

Time estimation: 2 days web search is around 80% of work, on site work is 20% but with at least a 1 day. 

Report: 

Check list
Done
Documented (name)

USE the provided report template



Description in details of the visit: where did you go, what did you see.



A few line on your feeling on the “solidness” of the company such serious staff but inexperience or crook company or again very young & inexperienced or very serious & well respected by suppliers and customers (whatever you think is your judgement).



The table (as annex) with list of people you have talked to, and the list of organizations / institutions / local administrations, magazines, newspapers, you contacted. And if you get a positive answer write please see the report annex, an if negative write just – negative, but any answer you get positive or negative you need to write.



RECCOMENDATION PAGE:

TOP 10 RECOMMENDATIONS

1) Contact as fast as possible local authorities to get a copy of legal document of a target company (company registration document, shareholder agreement and etc.), because it will take several weeks to get information.

2) Do not take check list line by line, fill it starting with the easiest information you can get, then come back to other points.

3) All the information you get needs to be backed by documents registered in annex (doc, internet file, copy of newspaper). Every annex needs to have number. And make sure you are filing right the annex section, it means do not annex the same information many times (example: if you find one data in 3 sources, so save only one source).

4) Use your common sense and cross check the information you got. Do not fill the form just for filing, read again and check the data – does it makes sense. If not then try to find other sources.

5) Use the telephone when you talk to people. Emails are good for making contacts, but it is better to contact people by phone, and also then you will faster get the information.

6) When you talk to people do not take no for an answer, be polite but try to get information. And be adaptive to the situation, if someone is really unfriendly, do not be insistent too much, try to be friendly.

7) Contact and talk to the authors of an articles (journalists), because they never write all information they know.

8) Before you make a visit on site please prepare your visit scenario. Make sure, that your story is convincing and can be backed by document (student ID card, name of the professor) or knowledge (you need to know more about the industry where the target company is working in).

9) During the visit on site try to get as much as possible freely available information about the target company: marketing materials, list of products and etc.

10) Always act legally in your environment, respect the laws.

OTHER USEFUL RECOMMENDATIONS

11) It is best to follow SCIP (Competitive Intelligence Principles) and to say truth, that you are working for a competitive intelligence company. But if you believe that in your country with this you will not get the information you want, then you can use one of the alternative solutions – to create the story.

12) Stories on how to present yourself toward the staff of targeted company: 

1. you are a representative of potential customers from any western countries (member of a potential professional association such as a chamber of commerce , check the name of the association before hand). Name of the association given to staff but you are unaware of final name of customer(s);

2. you are a student, making a study (your master study or PhD study) about some sector, and you need more information. You need to have a student ID card, to know the full name of university and department you are studying in;

3. you are an employee from a new international business directory company (such as Kompass), asking questionns, filling some questionnaire about companies in this particular sector.

4. You are a junior market analyst building data on the sector for a coming report

5. etc.

13) When you gather the data about big company's filial or department, focus only on this department, and do not add too much information about whole company.

14) All documents for faster things (brochures, legal documentation) should be scan and send to OBI by email, and the originals should be send by post.

15) If you need extra day to do the job contact OBI Consulting to get permission.

16) Make sure that OBI will cover all the additional expenses during the mission. All the reimburse costs agreed with OBI need to be documented by invoice, ticket, copy, check or etc.

17) Fill properly check list, because without filing this check list you will not be paid.

18) Always send the intermediate report in a week after the mission began and every few days contact OBI. 

19) Your final report should be send via email in archive file (zip, rar), which comprise the final report and 2 folders: internet files and other documentation.

20) In the report never use I, example: I talked with, I went, I visited and etc.

21) If you have any questions, any problems and issues, please do not hesitate to contact your friendly project manager in OBI. We are here to help you to work better !

22) All links used in the list of annexes should appear in the list of sources.

23) Phone number should be checked by calling to the company.

24) Basic information about the director should be checked on Internet.
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