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INITIAL STANDARD DUE DILIGENCE REQUEST LIST 
Please provide the information requested below as is applicable. See page 2 for items requested 
by retail channel. Whenever possible, submit all items in electronic format.

 1. Company/industry overview or discussion of market niche and opportunity
 2. Description of products – branded or private label
 3.  Any reports and marketing studies relating to broad aspects of the business, operations or      

products
 4. Description of any specific or unique sourcing strategy or partnerships abroad or domestic
 5. Outline of ownership, legal structure
 6. Any significant agreements (e.g. partnership, trade secrets, supply, change of control, etc.)
 7. Organizational chart and management bio’s
 8. Listing of any board members or advisors 
 9. Three years audited or reviewed financial statements and related footnotes and schedules
 10. Most recent fiscal period financial results and trailing 24 months by month

•  Balance sheet, P&L, cash flows and accounts payable (top vendors noted this year (TY)   
vs. last year (LY))

• Noted change in terms from top vendors in recent 12 months
 11. Note any prepaid Inventory or cash in advance assumptions
 12.  Business plan by month for the next 12 months inclusive of all related schedules and detailed 

assumptions
•  Detail description of all expenses, specifically payroll, occupancy, marketing/advertising 

and inventory (separate owned from in-transit, consignment or leased departments) 
• Planned CAPEX by month for the next 12 months (top level)

 13. Inventory information:
• Most recent physical inventory results, frequency of and procedures described 
• Current inventory ownership and aging by top level category and as compared to LY
• Top ten suppliers TY as compared to LY, terms and contact information

 14.  Details of current advertising program (including copies of all promotional or other material 
used or capable of use in connection with the business) 

 15.  For offices, buying or design, production, warehouse/DC description of property, owned or 
leased with lease information

 16.  Overview of distribution or warehousing strategies and any related third parties
 17. Number of employees by function, description of any union contracts
 18. Information systems:

•  Description of all merchandising and financial systems implemented within the company
• Description of any future changes planned or necessary
• Please see separate Kairos IT Information Request List

 19.  All instruments evidencing debt obligations or lines of credit and all related agreements and 
material correspondence 
•  Any other indebtedness (e.g., loan guarantees, letters of credit, banker’s acceptances, 

swaps)
• List of existing key financing institutions

 20. Description of any trademarks and/or patents
 21. Credit policies, any credit card processor and related fee(s) schedule
 22. Description of any existing or pending litigation
 23. Description of insurance coverage
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DUE DILIGENCE REQUEST LIST CONTINUED

Retail Stores 
All of the items on page 1 as applicable and the following:

 1.  Overview of operating strategy (owned or franchised) and any vertical or              
multi-channel strategy involving branded goods

 2.  Description of real estate strategy description: owned or third party leased, 
growth pattern, and preferred locations and size

 3.  Master summary of lease terms, escalation clauses, extensions and expiration 
by location 

 4.  Complete store listing with address, square footage, performance and 
store opening dates

 5. Planned store openings and related proforma financial projections 

Catalog or E-Commerce
All of the items on page 1 as applicable and the following:

 1. Most recent fiscal period financial and trailing 12 months by month
• Unique visitors to the site and/or catalog mailings
• Spending per customer and cost to acquire customers

 2. Strategy regarding customer lists, purchases if any
 3.  Applicable key indicators (e.g. fulfillment rate, backorders, coupon/

promotion utilization, customer service talk times, average shipment time, 
returns, etc.)

Wholesale and Brands
All of the items on page 1 as applicable and the following:

 1. Description of product line
 2. Distribution channel description, volume and related statistics
 3. Margin by channel, actual performance and plan
 4. Top ten customers TY as compared to LY, terms and contact information
 5.  By brand, current period and annual history of marketing or advertising 

expenditures
 6. Licensing strategy
 7. Summary of any licensing agreements
 8. Aging of receivables
 9. Current on orders by top customer TY as compared to LY
 10. Any previous brand or trademark valuation by third party
 11.  Overview of any vertical or multi-channel strategy involving retail stores 

owned or franchised, catalog or e-commerce
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