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Contingency Planning Checklist 

Whether you have a 
contingency plan currently, 
or are working to develop 
a plan for your business, 
review the following 
checklist to ensure all of 
the applicable topics and 
issues have been addressed 
and your business assets 
are protected in the event 
of your premature exit. 
A written contingency 
plan is an important step 
to ensuring a successful 
transition is possible 
without you.

Have your business valued and update your valuation annually 
(SRG provides annual valuations for advisors, billed $100/mo.)

If possible, find a suitable contingency plan partner 
• For example, a peer, licensed family member, or junior 

partner
• Ideally, someone within the same broker-dealer or using 

the same custodial platform
• Someone who has a similar business model and has the 

skills, licenses, and capacity to support your clients
• If you don’t have someone to name today, consider 

finding someone to step in a temporarily to operate 
your business in exchange for compensation until your 
business can be sold

Create a Contingency Agreement and review it annually to 
ensure it is still applicable and viable

Ensure that your estate plan aligns with your Contingency 
Agreement and vice versa

Review and, if necessary, update beneficiary designations on 
insurance policies

Inform key stakeholders of your contingency plan (e.g., clients, 
staff, family, CPA, attorney, custodian, and if applicable your 
broker-dealer)

Ensure someone other than yourself has access to:
• A key to your office and files 
• The business bank account, checks, etc.
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Create a ‘Contingency File’ - Gather or update important personal and 
business information:

• Detailed financial information, including financial statements 
and tax returns

• Bank account/credit card information, including points of 
contact

• Login information and passwords to key computers, software, 
and systems

• Alarm codes
• Employee information (job descriptions, salary information, 

benefits, etc.)
• Detailed client information (keep your CRM system updated)
• Maintain a list of important third parties (broker-dealer/

custodian, insurance companies, CPA, attorney, name of 
executor, software companies, payroll company, landlord, etc.)

• Update your office manual
• Create an organizational chart
• Have a record of all keys and key holders

Compile and update important documents:
• Entity documents (e.g., Articles of Incorporation, Bylaws, 

Shareholders’ Agreement, Stock Ledger, etc.)
• Insurance policies
• Contracts such as lease, rental, and subscription agreements, 

employment contracts, advisory agreements with clients
• Registrations and licenses

Create a cash reserve sufficient to cover business expenses during 
transition period

Contingency Planning Checklist 

The use of this checklist provided by Succession Resource Group, Inc. is designed to provide guidance on a variety of situations and may not be suitable or appropriate for all advisors. This checklist 
is provided “as is” and should not be relied on as legal or tax advice. This checklist cannot and does not consider all of the unique circumstances of each specific situation and should be reviewed 
by your attorney and CPA prior to beginning the due diligence process. We make no claims, promises, or guarantees about the accuracy, completeness, or adequacy of any information contained 
in this checklist. Nothing contained in this checklist should be construed to constitute a recommendation. By utilizing these materials, you: (i) assume full responsibility for any loss, damage, or 
liability resulting from the use of this checklist; and (ii) release the authors of the checklist, their contributors, agents, licensees, successors and assigns from any and all known or unknown claims, 
demands or causes of action that may arise, at any time, out of or relating to your use of this checklist. Copyright © 2019 Succession Resource Group, Inc. All rights reserved.
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Questions? Need Assistance?
Schedule a call and learn more about how we can 

help you.

Schedule a call with us:
https://srg.link/schedule

About Succession Resource Group
Ranked as one of the top 100 fastest growing 
private companies in Oregon by Portland Business 
Journal, Succession Resource Group, Inc. (SRG) is 
a boutique succession consulting firm specialized 
in helping financial professionals value, protect, 
merge/acquire, and develop exit strategies for their 
business. 

With decades of combined industry experience, SRG 
possesses a unique combination of skills, resources, 
and expertise to help advisors understand the value 
of their business, develop strategies to improve that 
value, protect it with comprehensive contingency 
and succession plans, and grow through acquisition.
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• FA CMA Valuation
• FA Appraisal

• Entity Support Services
  • Employment Resources

• Contingency 
  Planning - Death 
  & Disability

• Seller 
  Advocacy
• Succession
  Planning
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