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Business Succession Plan Template

This template serves as a comprehensive guide to ensure a smooth transition of ownership,
management, or leadership in a business. Fill in each section with relevant details to create a
robust succession plan.

#1. Business Information

Business Name:

Business Address:

Owner(s):

Established Date:

Business Type (LLC, Corporation, Sole Proprietorship, etc.):
Current Management Structure:

#2. Succession Goals and Obijectives

Primary Goals:

(e.g., ensure business continuity, maintain family legacy, maximize sale value)
Personal Objectives of the Owner(s):

(e.g., retirement, new ventures, financial stability)

Timeline for Transition:

(Include specific dates if possible)

#3. Key Stakeholders

Family Members Involved:

(Name, Relationship, Role)

Management Team:

(Name, Current Position, Potential Future Role)

Employees Critical to Transition:

(Name, Role)

External Advisors:

(Name, Role — e.g., accountant, lawyer, business consultant)
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#4. Business Valuation

e Current Valuation of the Business:
(Include details of valuation methods used)
Projected Valuation at Time of Transition:
Factors Affecting Valuation:

(e.g., market conditions, assets, liabilities)

#5. Succession Options

e Selected Succession Plan:

(e.g., family succession, management buyout, external sale)
e Alternative Options Considered:

(Brief explanation of why other options were not selected)

#6. Training and Development Plan

e Successor(s):

(Name(s) and Relationship to Current Owner(s))
e Training Needs:

(Skills and knowledge the successor(s) need to acquire)
e Development Timeline:

(Key milestones in the successor(s) training process)

#7. Financial Considerations

e Funding the Succession:

(Sources of funding — savings, loans, investors, eftc.)
e Tax Implications:

(Plan for minimizing tax burdens during the transition)
e Retirement Income for Current Owner(s):

(Plan for ensuring financial stability post-transition)

#8. Legal Documentation
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Ownership Transfer Agreement:

(Details of the agreement transferring ownership)
Buy-Sell Agreements:

(If applicable, outline key terms)

Wills or Trusts:

(Details on how these align with the succession plan)

#9. Communication Plan

Internal Communication:

(How and when employees will be informed)

External Communication:

(Plan for communicating with clients, vendors, and other stakeholders)

#10.

Contingency Planning

Emergency Succession Plan:

(Plan for unexpected events such as sudden illness or death of the owner)
Crisis Management Plan:

(Plan for addressing business challenges during the transition period)

#11.

Implementation Timeline

Short-Term Actions (0—6 Months):
(List specific tasks and responsible parties)
Mid-Term Actions (6—12 Months):
(List specific tasks and responsible parties)
Long-Term Actions (12+ Months):
(List specific tasks and responsible parties)

#12.

Review and Update

Review Frequency:
(e.g., annually, biannually)

Date of Last Review:
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e Planned Updates:
(Outline areas requiring regular updates)

#13. Signatures and Approvals

e Owner(s):
(Name, Signature, Date)
e Successor(s):
(Name, Signature, Date)
e Advisors:
(Name, Signature, Date — e.g., lawyer, accountant)

This template ensures all critical aspects of a business succession plan are addressed,
promoting clarity, preparedness, and a seamless transition.



