INSURANCE AGENCY SALE-PREP CHECKLIST
Licenses, documents and fixes buyers look for when you sell a insurance agency
Know your number
[  ] Recast earnings to SDE (and adjusted EBITDA if above about $1M of earnings)
[  ] Run the insurance agency valuation calculator and save the brief
[  ] Estimate after-tax proceeds under asset vs stock sale
Licenses and transfer issues for insurance agencies
	Done
	Issue
	What to know

	[  ]
	Agency and producer licenses
	Producer licenses are personal. An agency entity license requires a designated responsible licensed producer under the NAIC uniform business entity application used by states.

	[  ]
	Carrier appointments
	Carrier contracts do not automatically move to a buyer; each carrier must agree to appoint the new owner.

	[  ]
	Book ownership
	Independent agents typically own their book; captive agents often do not. Confirm what your agent agreement says before valuing anything.



Documents buyers will ask for
[  ] Commission statements by carrier for 3 years
[  ] Retention by line
[  ] Book by line of business and top accounts
[  ] Carrier contracts
[  ] Producer agreements and non-solicits
[  ] Agency management system reports
Fix what buyers discount
[  ] Owner dependence: document processes, delegate selling and scheduling, cut your hours in the work
[  ] Customer concentration: no single customer above about 15% of revenue
[  ] Recurring revenue: convert one-off customers to agreements or plans
[  ] Clean books: separate personal expenses, reconcile monthly, keep 3 years of tax returns ready
Deal structure notes
Small-agency deals often include retention-based payments; PE-backed brokers pay cash plus earn-outs and equity.
Timeline
Book sales can close quickly; agencies moving to a new owner need carrier approval and licensing in place first.
Rules vary by state; confirm licensing and transfer requirements with counsel. General information, not legal or tax advice.
Free template from TradeExit Guide (tradeexitguide.com). Edit freely for your business.




