
SAMPLE DUE DILIGENCE HOME BASED SERVICE TASK LIST

GENERAL/CLINICAL ANALYSIS

Analyze Letter of Intent.  Refer as attachment --service area potential expansion

Analyze Confidentiality Agreement
Obtain and summarize history of organization, including any prior mergers.  Analyze list of all business ventures 

Title/UCC Search--legal counsel

Analyze Articles of Incorporation or Partnership agreement(s).

Analyze bylaws and board minutes.

Analyze operational staffing plan.

Analyze strategic/long range plan.

Analyze statistical dashboard mechanisms and process for monitoring.

Analyze Evidence of Licensure/Medicare Certification;  and Medicaid Waiver participation.
Analyze most recent letters of Medicare accreditation survey from Department of Health and/or Reports of 
Accrediting Bodies.

Analyze evidence of past survey reports, complaints and any accrediting or insuring body audits. 
Analyze all policies and procedures for administration, clinical disciplines, OASIS reports, COP's, clinical records, 
safety and infection control, tracking for V/O and plans of care, CAHPS, required outcomes reporting, etc.
Analyze copies of all government subpoenas or requests for information for the last three years (except those 
relating to malpractice claims and court appearances in the routine course of business).NONE
Analyze correspondence relating to any pending or proposed actions by any governmental agencies (including 
state, federal, or local payroll issues, property tax, sales tax, etc.).
Analyze list of all real and personal property that is owned, leased or contemplated for acquisition.                             
Complete physical inspection of select property.**Client often helps complete physical inspection if it has this 
Analyze inventory items for obsolescence.  (supplies)
Analyze copies of documentation of the assessed value of all real property for entity and complete a title search

Analyze copies of all consultant reports for the prior three years.
Analyze copies of any opinion letters received from legal counsel for the past three years on any subject that could 
impact the transaction including pending or threatened legal action from workers compensation claims.

Analyze organizational charts for each of the entitles, showing corporate structure and senior management. 
Analyze descriptions of any current or pending affiliations, partnerships, joint ventures, acquisitions or formations of 
new legal entities within the existing system.  Include copies of any documents regarding reasonable market value 
Analyze listing of principle business affiliations of joint venture partners.
Analyze copies of all consent decrees, judgments, or other agreement prohibiting future action.

Analyze marketing plan and referral source list and prepare market analysis and demand projections. 

Analyze of any planned financing activities and analysis of the financial impact.

Analyze correspondence with any creditors (including bondholder, trustees, the authority).

Analyze copies of any contracts that may be of a value in excess of $5,000 or that extend beyond one year. 

Analyze contracts for services, maintenance, hazardous waste, utilities, housekeeping
Analyze copies of all professional service contracts.
Analyze copies of all leases including description of property leased, term, monthly payment, and cancellation 
provisions.

Analyze any transfer and affiliation agreements for training of students or other purposes.
Analyze listing of patient cases by HHRG score, case mix and top ICD-9 diagnoses--not able to explain explain 
issues and system
Evaluate case management process, average case mix, process of care provision, team coordination and 
oversight, process for managing and all ADR's for past 3 years. 
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SAMPLE DUE DILIGENCE HOME BASED SERVICE TASK LIST

Analyze admission/discharge schedule (compare rates to those listed on fee schedule for any evidence of 

Analyze clinical outcomes on Home Health Compare and PI program/process.
Analyze patient medical records and point-of-care system utilization and processes.

Analyze listing of all employees (including names, years of service, hourly rates, job title, and age).

Analyze copies of policies and procedures regarding independent contractor status.
Summarize tax payments by entity and property including any payments in lieu of taxes.  Verify taxes paid 

Analyze office floor plan documents and take agency tour. 
Analyze Professional Advisory Committee Minutes.
Interview CEO
Interview CFO
Interview Clinical Manager 
Interview Scheduler

FINANCIAL

Analyze prior year budget and budget compared to actual performance. 
Analyze summarized audited financials of each entity for the last three fiscal years, and monthly statements for the 
current fiscal year, to be updated as additional statements are prepared.

Analyze and summarize statistical reports for each entity for the last three fiscal years, year to date and budget.

Analyze Company’s closing file for the last year and compare to cost report numbers.
Analyze Account Analyses (all assets and liabilities).  Conduct special analysis of accounts receivable, accounts 
payable, and accrued expenses aging, disputes, ability to compromise, completeness of listing of leases, reserve 
Analyze all work papers from accountant.  (Objective: determine substance of certain Balance Sheet accounts and 
accuracy cut-offs and collectability.)

Analyze copies of all intercorporate transactions, guarantees or agreements.
Analyze Auditor’s management letter for the last fiscal year and responses to such letter.
Analyze Management representation letters for most recent two years.

Analyze last three filed Cost Reports. 

Analyze Counsel’s letters to outside auditors with respect to the last year.

Analyze current billing practices

Analyze current A/R aging

Analyze current payroll ledger

Analyze current A/P

Analyze bank reconciliations for prior twelve months.

Analyze PP&E ledger

Analyze withdrawals/expenses from business operating accounts

Analyze capital improvements schedule.

Analyze financial analysis for any joint ventures.
Analyze all managed care and third-party payer agreements, including long term care insurance, along with rate 
information and relevant terms.  Obtain client summary and copies of contracts.

Analyze Financial Accounting Policies and Procedures.

Obtain and Analyze all guarantees to which any entity is a party.
Obtain and Analyze Information Systems Plan, including status of in process and planned implementation, if 
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Analyze Information Systems contracts and reports.
Analyze documentation regarding outstanding debt (i.e., loan agreements).  Analyze correspondence from trustee 
and other lenders.*
Analyze schedule summarizing indebtedness including the following for each loan: date and term of loan, interest 
rate, principal amount, remaining balance, repayment provisions including advance payment privileges and 
penalties and renewal privileges, any restrictions, comparison to balance sheet, guarantees and liens on assets, 
Analyze copies of any actuarial analyses: Worker’s Compensation, Pension, Health Insurance.
Tax return comparison to financial statements with variance evaluation.
List of referral sources by % of revenue referred for last 3 years
List of payor mix by  %  for last 3 years
Analyze bad debt for last 3 years
Analyze operating margin for last 3 years

INSURANCE
Analyze all pending or threatened litigation to which each entity or any employed physician may be a party. 
Highlight any claims which may fall outside the scope of existing insurance coverages, e.g. punitive damages, 
Analyze all other liabilities and correspondence pertaining thereto.
Analyze insurance coverage including retroactive adjustments, loss runs of the last three years and current year to 
date loss run, for each type of coverage.
Analyze insurance plan documents and actuarial reports.
Analyze claims outstanding (including primary coverage, excess coverage, general liability carriers, etc.) and 
applicable reserves.  (Include impact of IBNR).
Analyze summaries of the workers’ compensation experience and Analyze actuarial reports on the workers’ 
compensation self-insurance program.  Include costs, loss history on any relevant information.
Analyze copies of any bonds posted or guaranties executed by or in connection with any workers’ compensation 
self-insurance arrangement, and copies of the most recent approval of any such arrangements with the state.
Compare wage rates to other home health agencies.
EMPLOYEE BENEFITS
Analyze all welfare plans, retirement plans, multi-employer plans, bonus plans, non-qualified deferred 
compensation plans, and any other employee benefit plan, agreement, arrangement, or commitment maintained by 
the organization, or to which the organization contributes.  Analyze self-insured medical benefits plan summary. 
Analyze all plan documents, trust agreement, and summary plan descriptions in effect for any employee benefit 
arrangement, including those listed in the preceding question.

Analyze amounts being paid for health benefits by carrier and contract.
Analyze copies of Form 5500s, including all attachments, schedules, and financial statements, filed for the last 
Analyze any post-retirement benefits other than retirement benefits provided or promised to current or former 
employees or owners, even if the organization has reserved the right to unilaterally amend or terminate such a 
Analyze copies of all correspondence with the IRS, DOL, PBOC, CMS, EEOC, SEC, the U.S. Department of 
Justice, or any other governmental agency relating to any of the organization’s employee benefits arrangements.
Analyze any existing or reasonably anticipated litigation or administrative proceeding against, or relating in any way
to, any employee benefit arrangement.
Analyze post-retirement employee benefits plan document.
Analyze and summarize personnel policies with regard to vacation, severance, seniority, etc. and define any 
exposure that may occur as a result of current personnel programs and benefits (Analyze contracts, summarize 
Analyze current funding for defined benefit pension plan and analyze benefits of terminating plan.

TAX
Analyze tax filings related to each for-profit entity.

Analyze IRS Forms 1065 (for the past three years), if applicable.
Analyze any IRS, State, or City audit including notice of any tax deficiency for each entity, any discrepancies under
Analyze, or challenges to tax exception. 
Analyze assessment notices

Analyze commercial activity, sales and use tax records

Page 3



SAMPLE DUE DILIGENCE HOME BASED SERVICE TASK LIST

Analyze Tax Compliance.

ENVIRONMENTAL--evaluate only if there is property for potential environmental contamination
Analyze copies of any “Phase I” or other environmental assessment of any property presently or formerly owned or 
leased by the target entities.
Determine if new Phase I study needs to be completed.
Analyze copies of all permits, licenses and registrations pertaining to environmental, health, and regulated 
substance usage matters.  Such documents include, but are not limited to, air or wastewater permits, radioactive 
materials licenses, hazardous waste generator registration number(s), and tank registrations.
Analyze description of all above-and below-ground tanks, presently or formerly at the properties currently leased or 
owned by the entities.
Analyze copies of any governmental or private party past, pending or threatened claim, lawsuit, investigation, or 
administrative action concerning operations or waste disposal practices of the entities or contamination on or 
relating to any property presently or formerly owned or leased by the entities.
Analyze description of all present and past waste handling practices (under Level I), together with hauling contracts 
and identification of off-site disposal locations.
LABOR
Analyze all HR manuals and/or handbooks issued to managers and/or employees regarding employment policies, 
job descriptions and organization charts.
Summarize payment policies and procedures (e.g., overtime, nonstandard work week, shift differential).
Compare wage rates to client's structures and best practices.
Analyze copies of all drug and alcohol policies, criminal background check processes, etc.
Analyze copies of all employment agreements and describe all oral agreements or understandings with employees 
or owners concerning terms and conditions of employment and/or duration of employment.
Analyze policies regarding salary increases, bonuses, promotion, hours of work, vacation, leaves of absence, sick 
time, holidays, personal time and overtime compensation (including compensatory time).
Analyze any special health or safety hazards and all precautions in effect.
Analyze all pending proceedings, investigations or actions before the Equal Employment Opportunity Commission 
or any state or municipal civil rights agency, federal or state court.
Analyze employee complaints of discrimination and/or sexual harassment during the past three years and 
investigations of those complaints.
Analyze employee turnover during prior twelve months.
Analyze unemployment records

Analyze payment history for payroll withholdings for prior twelve months
Analyze FTE and productivity standards by discipline, by employee and in the aggregate versus actual results
MISCELLANEOUS
Analyze any other document that may be of importance to the transaction as currently contemplated, that 
documentation affect the structure or operations of any entity under Analyze.
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