
Data Room Structure Template
This template shows a folders layout. You can use it as an example of how to sort the documents. You can create a data room on any cloud storage convenient for you and upload all documents there for
storage. Ideally, it shall be done from the very beginning of the company's activities, so that not to miss anything. In addition, such advance preparation will speed up the process of due diligence (check of
the company) by a potential investor, because all documents will already be collected in one place.

You can use this structure to upload all your documents entirely. However, please note that in due diligence, the investor usually requests documents on a selective basis. For example, only a document
template (e.g., template of contract with employees, clients or contractors, if all contracts are concluded in one form); only key documents (e.g., employment contracts with key employees and top-managers,
top-10 agreements with clients and contractors (agreements with the largest turnover under them)), as well as other conditions for selective check. To provide an investor with access to documents, it will be
necessary to focus on the request for documents from a specific investor.

Preferential tax / other
special regimes

E.g., agreements with state authorities, licenses/certificates, business plan, reports, etc.
by type of

the documents

Personal Data
E.g., all versions of personal data policies (internal and external), cookie policies, data
protection impact assessment documents, personal data records of processing, all data
processing agreements and standard contractual clauses, etc.

by type of
the documents

Corporate

Option arrangements E.g., option agreements, option programs, ESOP (Employee Stock Option Plan), etc.

Corporate decisions E.g., shareholders’ decisions, director(s)’ decisionsby years

Shareholders

E.g., documentation verifying the ownership and control structure of the company;
shareholders’ agreement; documents confirming changes in shareholders’ composition
such as share purchase agreements, subscription agreements, etc. and ancillary
documents to them (corporate decisions, refusals from preemptive rights, spousal
consents, etc.); 

Company’s registration
E.g., company formation decision, state registration certificate, other constituent
documents, documents confirming formation of statutory fund, etc.

MoA & AoA E.g., all versions of Memorandum of Association and Articles of Association (charter)

Intellectual Property

Acquiring IP

Sale of IP
Both for sale and acquiring of IP: e.g., license agreements, software sale agreements,
software development agreements, open source licenses, texts of public offers, etc. and
additional agreements, invoices, certificates of completion to them, etc.

by each
counterparty

Domains by each domain

Trademarks by each trademark

Intangible assets E.g., accounting documents confirming the presence (absence)
of intangible assets, etc.

by each
intangible asset

Commercial

Balance sheets E.g., balance sheets, accounting reports, auditors reports, etc.by years

Other
E.g., loan and credit agreements, revenue-sharing agreements, office lease contract,
partnerships agreements, other agreements encumbering assets of the company
(including IP), etc.

Powers of attorney

by type of
the documents

Taxes E.g., some investors may also request tax due diligence. E.g., tax declarations, tax returns,
etc. 

Labor

Employment contracts E.g., employment contracts and additional agreements to them

Other E.g., job descriptions, staff schedule, job assignments, progress reports, etc.

Other agreements with employees E.g., NDA, non-compete, etc.
by type of

the agreements

the document was prepared by the lawyers of the REVERA law group. We will be happy to advise you on the issues of M&A and Due Diligence: www.revera.legal
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