Integration Checklist


Post Merger Integration Functional Focus Areas Checklist 

The information in this document represents a checklist of the functional areas to be delved into by post merger integration project team members from both the buyer and the seller organizations. These areas should be vetted and combed to identify areas of synergies and the most effective and expeditious ways to achieve them. The material is organized into the following sections:

*   Human Resources Integration

*   Product Development and Engineering

*   Product Evolution

*   Alliances and Partnerships

*   Marketing

*   Sales

*   Supplier Management

Following the checklist is a description of the deliverables that should result from the vetting process.

Human Resources 

In post integration you need to determine whether or not you will assume the new employees into existing benefits, benefits will be assumed of the acquired company or a new defined benefit plan will be structured?  In each of those areas you need to consider some of the following:  

· List of benefits provided in the following areas:



___
Death



___
Disability




__
Long-term




__
Temporary




__
Accident and sickness



___
Medical



___
Dental



___
Vision



___
Hearing



___
Prescription drugs



___
Other (employee assistance programs, long-term care, dependent care)



___
Flexible benefits (including spending accounts)



___
Post-retirement health care and death

· History of employee contributions

· Analysis of employee elections

· Analysis of employee elections

· Vendor contracts (HMOs, utilization review, carriers, brokers, consultants, accountants, attorneys, etc.)

· Review of plan administration procedures, both internal and external
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Product Development & Engineering

· Product architecture and system engineering

· major software components

· deployment architecture

· how does the product scale

· industry/app-specific extension model

· where does the product end and customization begin

· customization methods

· performance benchmarks

· performance bottlenecks

· Documentation and training

· developer

· end-user
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Product Evolution

· Product lifecycle methodology

· requirements management

· strategy for major and minor releases

· Product roadmap

· what other major features are on the books

· what other related products are on the roadmap

· Platforms

· current supported platforms

· strategy for keeping current on platform changes

· new platform strategy

· Standards

· what are relevant standards

· what is strategy with these standards

Alliances & Partnerships
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Marketing
· Major product lines

· pricing

· market share

· life cycle

· complexity
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Sales
· Distribution

· types used

· method of securing alternate channels

· geographical coverage

· use of alternate brands

· Sales organization

· organization structure

· methods used

· compensation plans

· branch offices
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Information Systems

· assess of both companies MIS infrastructure

· benchmark and design the expected infrastructure
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Supplier Management

· list of suppliers

· major contracts
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Customer Support

· types of interfaces
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General & Administrative (G&A)

· functions, processes, and headcount

· finance

· legal

· human resources

· executive

· receivables management

· billing systems

· collections

· order-to-remittance cycle time

· payables management

· payment systems

· controls

· payment cycle time

Finance

· financial statements review

· accounting policies assessment

· receivables assessment
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Facilities

· land

· buildings

· furniture

DELIVERABLES

· Road Map Document. Documenting and communicating new strategies and business objectives based on the original rationale for the transaction is the key first step towards developing an effective integration plan. Prepare detailed integration workplans and performance milestones that will track integration progress. Focus attention exclusively on what is best for the business, rather than on issues surrounding hierarchy and turf battles. 

· Communications Plan. When a transaction fails to achieve desired results, poor communication, more than any other factor, is often to blame. This focuses on the structuring of the communications plan that will announce the transaction and, over time, its transition details to key stakeholders, including investors, customers, suppliers, employees, the media and industry analysts. 

· Human Resources Plan. This focuses on planning for the retention and integration of human resources after a merger or acquisition, including the board, senior management, professional, technical, clerical and production employees spanning all functional areas. Define the optimal organizational design based on revised business objectives. Create new organization charts and rationalize disparate titles, benefits plans, and compensation schemes. The plan also deals with "reduction in force" initiatives to achieve cost savings driven by post-transaction redundancies in human resources. 

· Management Information Systems Integration Plan. Integrating two different technological systems for complex business entities while continuing to run the business can be a massive challenge. It requires proper planning for phased transitions, extensive preparation, and intensive testing. Define workable implementation plans as to what needs to be integrated, when it should happen, and how it can be done successfully. 

· Product and Technology Integration Plan. Define the go-forward product mix and ensure that product development teams understand and support the new plan. Set priorities for new product development and define feedback mechanism to track progress and obstacles. Identify and pursue product synergies, such as the acquired company's utilizing component technology that has been developed by the acquiring company or visa versa. 

· Operations Integration Plan. Prepare a detailed integration plan for operations, including all functional areas, such as accounting, distribution, engineering, manufacturing, marketing, purchasing, and sales. Establish a detailed vision of how things are going to work in the future and what steps need to be taken to get there. Create a forum for issue identification and resolution (e.g. a customer say it will stop doing business with you unless you commit to continued support for an old product line).

· Finance Plan
· Financial Statement Review. Investigate financial statements and look for profitability and areas of concern. Collect necessary background and supplemental information that is needed to verify the facts concerning the financial statements and assess their reliability. Evaluate assets or liabilities that may be unstated, overstated or understated. Evaluate revenue trends, financial ratios and trends in financial
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