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Introduction
This toolkit has been developed to assist organisations in undertaking a merger or acquisition.  Mergers and acquisitions require significant time and resources in order to be done successfully. The toolkit reflects current literature and methodologies in the area and has been developed into checklists and tables to assist in ease of use.  There are a number of reasons why organisations may consider a merger or acquisition:
· A belief that merger or acquisition will better improve service delivery to the target group

· Opportunities to collaborate with other services and to build on existing resources and increase effectiveness or efficiency of service provision. 
· A reduction or cessation in funding resulting in a compromise to the delivery of service.

· A decrease in capacity or increase in demand where need is not adequately met by the current level or structure of service provision.

· Key Stakeholders express a desire for a merger or acquisition
The phases involved in a merger or acquisition are similar, and are outlined below.  In general organisations will move to the next phase in the list after the previous one has been completed with a positive outcome.  If an organisation is approached about a merger or acquisition without having previously considered this option, they should start the process at phase one.  These phases are discussed in detail in the document, tools are provided at the end of the policy. 
	Phases
	Resources 
	Example timeline

	Phase 1: Exploration of Options
1.1 Define your organisations merger/acquisition goals and the minimum standard (deal breakers)

1.2 Establish criteria for a merger or acquisition

1.3  Review options against established criteria

1.4  Expression of Interest and informal discussion

1.5  Letter of intent


	Criteria template

Terms of reference
	Board to meet 1-3 times.
Resources allotted for drafting of criteria



	Phase 2: Agree Process and Steering Group
2.1 Establish steering group to agree process

2.2 Agreement of vision and goals

2.3 Identification of potential barriers

2.4 Acquisition/merger plan and timeline

2.5 Funder consultation

2.6 Communication strategy

2.7 Agreement on any costs associated with process

2.8 Agree process for managing difficulties


	Merger/acquisition plan template
	Steering group 1 – 4 meetings.

- Resources allotted for drafting of documents.

	Phase 3: Due Diligence

3.1 Undertake due diligence review

3.2 Discuss and agree responses for issues arising


	Due diligence checklist


	Steering group 2-5 meetings.
- Resources for compilation of all relevant documentation

	Phase 4: Legal Combination

This phase involves dealing with all legal matters including the transfer of contracts.


	
	

	Phase 5: Change Management Process
This phase involves the continued cultural integration of the two services into one coherent and effective organisation. 
	
	


General Guidance
· Deal breakers - i.e. any factor that an organisation will not negotiate on as the issue is an absolute requirement for a deal to go ahead.  These should be identified and discussed at the beginning of any process to ensure that negotiation time is used effectively.
· A shared vision or goal should be agreed early in the process to provide positive motivation and clarity, it is particularly important that all leaders within both organisations support this.

· Communication breakdowns are frequently referred to as a significant cause for unsuccessful mergers or acquisitions. There should be a clear communication strategy in place which identifies when staff and other stakeholders will be informed of decisions and how these processes will be managed.
· Research indicates that a thorough and reasonably fast paced process results in better outcomes, for example meetings in phase 2 and 3 may be weekly or fortnightly rather than monthly.  In order to do this there should be agreed clear target dates for all actions and decisions and all organisations should ensure that there are sufficient resources to meet agreed deadlines.  
· Anticipate difficulties and develop a process for resolving issues.
· Cultural integration can be a significant challenge and there should be clear steps in place to ensure that staff members are supported to adapt to new cultures and structures.
Glossary of Terms and Definitions

· Acquisition: refers to the acquiring of one legal entity by another, whereby the acquired legal entity will cease to exist.  Usually the board of management of the acquired entity is not obliged to have any representation on the acquirer’s governance structures.  In some instances, as agreed through the acquisition process, member(s) of the board of the acquired entity may join the board of management of the acquiring organisation. 
In practice: in an acquisition aspects of the acquired organisation’s brand may be maintained, making the acquisition appear more like a merger, even if technically it is an acquisition.
· Merger: this refers to the merging of two entities to become a single legal entity.  Technically both organisations cease to exist once merged, and a new legal entity is created.  . Both mergers and acquisitions usually entail a transfer of assets including land, staff and money.

In practice: following a merger the branding or structure of one organisation is often retained for the new legal entity. 

· Due diligence: this is a legal process in which parties to a transaction ensure that they are taking reasonable care and have all material facts available to them prior to committing to the transaction. It is the process an organisation should undertake to acquire information needed to allow the board of management to make a fully informed decision with regard to any potential merger or acquisition. Due diligence is a precautionary process; it does not commit the organisation in any way.  Due diligence is accorded to the following areas: 

· Activity of the organisation: the work undertaken.
· Financial: the monetary elements.

· Legal: the constitutional, contractual and regulatory elements.

· A Transfer of Undertakings (TUPE): this refers to the process for safeguarding the rights of employees in the event of a legal transfer which involves a change of employer. It is largely governed by the European Communities (Protection of Employees on Transfer of Undertaking) Regulations, 2003 (TUPE), and applies to any merger or acquisition which involves the transfer of staff.
Phase 1: Exploration of Options
1.1      Define your organisations merger/acquisition goals and the minimum requirements of the organisation (deal breakers)

A subgroup of the board of management should identify the services goals or objectives in relation to a potential merger or acquisition.  This may be in response to an expression of interest from another organisation, a funder or as an initial step in exploring the appropriateness of merger or acquisition for the organisation.  Questions which will assist with this discussion are:

· Does this create a strategic opportunity in line with the organisation’s vision / mission statement?
· Does this create an opportunity to fulfil the organisation’s mission more effectively?
· Could this facilitate improved service provision, or a wider range of services?
· Could this secure and/or enhance the sustainability of service delivery?
· Will the organisation be able to retain its core values?
· Does this facilitate reduction of overall costs by decreasing or eliminating elements of duplication?
1.2     Establish criteria for a merger or acquisition

If there is a sufficiently positive response from the initial discussion at board of management level then a criteria for merger or acquisition document should be drawn up (by the CEO, another adequately experienced staff member or a subgroup of the board). This should then be agreed by the board of management.  This will assist an organisation in having increased clarity and efficiency in any initial discussions.  At this point the board of management should also agree the individuals empowered to undertake an initial discussion. Generally this will be the Director / Chief Executive Officer or the Director / Chief Executive Officer and Chairperson.  See appendix for an example template.
1.3     Review options against established criteria

Any potential options or expressions of interest can be tested against established criteria as described above.  The organisation should agree a decision making time frame and work to this.
1.4     Expression of interest and informal discussion

An expression of interest is the initial approach to a service with the intent of exploring compatibility.  Initial conversations should be documented and a confidentiality agreement signed early in the process to agree purpose and subsequent terms of the discussions. It is important that throughout the process any ‘deal breakers’ are identified and discussed at the earliest opportunity to ensure time is effectively used. The following questions should be addressed by each organisation.  
· Why do we want to do this?
· Who are the stakeholders? What is the potential benefit to stakeholders?
· What is the potential benefit to service users?

· Does the collaboration enhance the organisation’s ability to deliver services?
· Are the organisations compatible? In what ways?
· What can be done together than alone?
· What factors are non-negotiable (see criteria)?
· Will this be an acquisition or a merger?

· What will happen to the organisation’s identity if we proceed?

· What will be the outcomes in terms of cost savings? 

· How will this affect the organisation financially, and in terms of staff? 
· What will be the costs involved in the merger / acquisition process?

Compelling reasons for moving to Phase 2 should be established, particularly: that there are common objectives, a compatible vision and values, or a clear economic rationale for moving ahead.  Once done, board of management approval to enter into phase 2 should be obtained. 
1.5   Letter of Intent

A letter of intent to enter phase 2 should be signed, both services being aware that this is not a legally binding document.
Phase 2: Agree Process and Steering Group
2.1     Establish steering group to agree process

The steering group is normally made up of equal members of both organisations. This is a group that will typically comprise the Director/most senior staff member, a member of the board of management and other staff members / external resources as agreed by the Board of Management. It is recommended that this group is chaired by an independent person.  
2.2  Agreement of vision and goals

It is important that there is a clearly articulated vision and/or set of goals for the process.  Where the process is a merger this vision can describe the new service that will replace the two old services. The vision should be shared and inspiring enough to keep people focused through any difficult times and discussions.  

2.3 Identification of potential barriers

If potential barriers are identified early then steps to address these can be identified and explained in the plan. Consideration and a simple agreement should also be made on how the steering group will decide to continue or stop the process.
2.4     Acquisition/merger plan and timeline

This should be Specific, Measurable, Agreed, Realistic and Timed. The plan should take into consideration all issues that have arisen during the discussion. Any deviation from agreed schedules should be clearly communicated between both parties at the earliest opportunity. See the example template in the appendix.

2.5 Funder/stakeholder consultation

Funders and any other relevant stakeholders (such as task forces) should be consulted and their views, concerns and expectations noted and discussed.

2.6 Communication strategy

A joint communication strategy should be agreed which will outline the issues listed below.  In general a useful guiding principle is that as much information as can be provided be provided to relevant stakeholders; in particular staff.  There should be agreed language consistently used as part of the organisations’ communication plan.  When information cannot be provided clear reasons should be provided and a timeframe for the dissemination of information agreed:

· Confidentiality: a period of confidential negotiation should be agreed at phase 1 and 2 when services will engage in confidential negotiations.  The confidentiality of discussions should be stressed at board and steering group level as well as in any communication with funders.

· Communication between Board and Steering Group: there should be a clear agreement as to when recommendations of the steering group will be presented to Boards.

· Funders/stakeholders: There should be clear agreements as to who will manage discussions with funders.  It is suggested that communications are made by a nominated members of the steering group including representation from each organisation.

· Staff: The strategy should clearly detail (keep in mind that the strategy may be different for staff teams and should be based on need and relevance):

· When staff will be informed and what will they be informed of.

· What will be communicated, how and by whom?
· How and who will respond to issues represented by staff members.
· Whether staff will be bought together for specific discussions / information sharing etc
· How integration will be managed.
· What instruction staff will receive in relation to communicating with services users?
· In what forum should staff raise issues relating to the merger or acquisition after it has occurred (supervision is generally the most appropriate option).
· Service users: When will service users be informed of the merger/acquisition? Informing service users should be done once decisions are definite and changes will be made in the very near future.  Communications should focus on any ramifications for services and should aim to quell any unjustified fears in relation to changes in service delivery. If there will be any reduction in service delivery this should be explained clearly to services users and appropriate alternate arrangements put in place on a one-to-one basis.   
2.7 Agreement on any costs associated with process

Consider and get quotations for any costs associated with:
· Facilitation

· Legal (i.e. change of memorandum and articles, contracts)

· Accountancy services

· HR (Human Resources) and change management consulting services e.g. mediation 

2.8 Agree process for managing difficulties

Generally the steering group should aim for consensus decision making.  Where there are differences which can not be agreed, and the merger or acquisition still needs to go ahead, the group may agree to have external facilitation or mediation. If at this point differences cannot be resolved the steering group may need to review whether a merger of acquisition is appropriate. If there is a necessity to merge despite differences that cannot be resolved arbitration may be the next step.
Phase 3:  Due Diligence
The aim of the due diligence process is to: 

1) research and collate all relevant information in sufficient detail to make the decision to proceed with the merger/acquisition.

2) uncover whether the merger/acquisition will be in accordance with the organisation’s  interests.

3) uncover potential obstacles and put plans in place to address them.  
Positive relationships are very important during this stage. Regular, open communication encourages understanding of the culture and personalities involved in each organisation. A due diligence checklist has been provided to give structure to the process. The following questions should also be further addressed by both organisations within this phase:

· How will this impact on staff? Costs? Service Delivery? Sustainability?
· Are there any difficulties, issues from the past or aspects of the organisations history that should be shared?
· What are the critical success factors for successful implementation?
· What are the drivers of and barriers to successful completion?

· What are the elements of the change management plan and timeline?

· How will we evaluate the work in this phase?
Following review of the information from due diligence, the Board of Management will decide whether to proceed or not. Once the board of management decides that the organisation should commence phase 4: legal combination, this will commit the organisation to the acquisition/merger. 
A change management plan should be developed based on the findings of due diligence. A 12 month budget should be developed with consideration given to the effects and costing of the merger/acquisition.  A template for a change management plan can be found in the appendix. At date for the legal combination should be agreed as part of this plan which will be the target date for the official transfer of all legal undertakings, this is discussed in phase 4: legal combination.

Phase 4: Legal Combination
This step involves work undertaken in advance of a date of close in which one organisation officially ceases to exist and all relevant business and contracts are undertaken by the new or acquiring entity. Where one organisation ceases to exist: it will need to be wound down according to CRO guidance (www.cro.ie).
In all merger or acquisition arrangements where transfers of staff contracts are involved, the advice of a HR specialist is recommended.  The HR advisor will need to manage the transfer of contracts ensuring that this process is in line with all relevant legislation. Staff will need to be informed of their rights and how these will be safeguarded throughout the process. A minimum legal standard is that staff members are informed of any transfer of undertakings at least 30 days in advance of a legal transfer.
Where a merger results in a new organisation, this may involve the setting up of new legal entity in accordance with the legislation from the Companies Registration Office.  Where an existing legal entity is being used or one organisation is being acquired by another organisation then the memorandum and articles should be reviewed to ensure these adequately reflect any new structures. Legal advice is suggested for such a process.
Leases and other contracts will require re-negotiation where there is a transfer of undertakings (and do not necessarily need to be continued), again this will generally benefit from legal advice.   

Phase 5: Change Management Process
An acquisition or merger brings together two separate work cultures. A change management plan with staff assigned to deliver and monitor the success of the plans implementation is fundamental to the success of a merger or acquisition. The aim of change management is essentially the integration of two cultures and the maintenance and improvement of work undertaken. The process should involve assessment of existing cultures and staff needs, and include a plan for on-going integration and support.
The change management process should begin once a decision is taken for a merger or acquisition to take place, which will centre on the supporting staff through the transition.  This process should continue up to 18 months after the completion of the merger/acquisition. As part of the change management process it may be beneficial to:  
· Develop a new organisation chart with clear lines of reporting 

· Continue revising and implementing communications plan.

· Acknowledge achievements and future plans.  This may involve the publication of material, or a celebration / event.  This is a useful opportunity to outline to key stakeholders the positive aspects of the acquisition moving forward.

· Support staff: The acquisition/merger process can be difficult for staff, clients and other stakeholders.  Therefore change management strategies will be thoughtful, thorough and administered with due sensitivity.   Communication should be proactive, occur as soon as possible and be done in a way which allows for people to voice concerns and issues in a solution focused way.

· Assess the policies of each organisation and plan for required policy development: Which policies need to be developed by the new service, which existing policies will be taken on by new areas of the organisation?
· Provide training in revised or new policies and procedures.

· Undertake an alignment of systems 
· Develop consolidated operational plan with clear targets.
· Change signage and branding, if necessary. 
· Evaluation the change management process

Staff surveys may be useful to measure the performance of the organisation throughout the first 18 months of the integration process. These can be fed back to senior management and should inform the ongoing integration process. 

Ongoing Integration
This includes the process from 18 months to up to three years following the close of transaction. The following questions may support monitoring and evaluation of this phase.  
· Have the goals and objectives of the change management plan been achieved?

· What is being done to support continued integration?
· Are there staff / service user / other stakeholder concerns that still need to be addressed?

· Do staff have on-going development needs and how are they being met?

· Have responsibilities been effectively handed over to local management?

· Has alignment of systems been achieved?

· How will we evaluate our work in this phase?
Example Terms of Reference for the Merger / Acquisition Review Steering Group

Agreed 00/00/ 2000

1. Aims of the Steering Group

· To establish a vision and goals for the a possible merger/acquisition

· To develop and monitor a communication plan

· To  undertake a due diligence process, keeping clear records on all findings

· To formulate a merger/acquisition plan
· To establish next step recommendations and a final report that identifies whether merger or acquisition is recommended to the relevant boards of directors.
2.  Cessation of Steering Group
The Steering Group tends to cease to exist at the point of legal combination.  The task of leading the implementation of the change management plan will then be transferred to ……………..

3. Decision making approach
The group will make decisions and recommendations by consensus.  If consensus can not be reached then this be stated in the final report.

4. Membership
· Membership of the group will have equal representation from ……………..service 1 and …….………….service 2.

· Members can have substitutes provided they are well versed and update regards the process.  Organisations should aim for continuity of representation.

· Non members cannot attend the meeting unless approved at a prior meeting.
· Members are: (list person and organisation)
 5.  Criteria for Members of the Group 

Members should be available to attend weekly/fortnightly meeting and be in a position to: 

· To make decisions and represent their organisation
· Provide information on their service in relation to the due diligence process
· Commit to membership of the group for a minimum period of …………
5. Format of Meetings

An agenda will be formulated by the chair and sent all members prior to the meeting, additions should be sent to chair prior to the meeting.
6. Chairperson & Minutes

The chair will be ……………………. (Note that the chair may be independent or rotating)
Minutes will be taken by……………….. All minutes will be distributed by email one week after the meeting.
6. Code of Conduct
· Members of the group will undertake the tasks assigned to them in the agreed time.
· It is acknowledged that at times members may disagree and that conversations may be difficult.  In these instances services should articulate the needs of the service and provide a clear rationale for these, as well any areas where negotiation can occur.  
7. Confidentiality
Communications will be undertaken as stated in the communication strategy.  No member of the group should discuss any of the content of the discussions with external stakeholders or staff of either service.
5.   Evaluation of Project

No. The projects success will be judged on whether each aim has been meet and a final agreement has been reached.  
Example Template for Merger/Acquisition Plan 1
	1. Establish steering group to agree process

	Action: Establish steering group and agree terms of reference.
	Discussion/agreements:



	Who/target date:
	

	Check when complete.


	

	2. Agree vision and goals

	Action:

Steering group to agree vision and/or goals for any potential merger / acquisition


	     Vision and/or goals:

	Who/target date:
	

	Check when complete.
	

	3. Complete Due Diligence Process

	Action:

Complete due diligence process

	     

	Who/target date:
	

	Check when complete.
	

	3. Identification of potential barriers

	Action: list all potential barriers / risks and agree steps to research possible resolutions.


	

	Who / target date:


	

	Check when complete.

	

	4. Funder / stakeholder consultation

	Action: agree and implement a funder / key stakeholder consultation process.


	

	Who / target date:


	

	Check when complete.


	

	5. Communication strategy

	Action: agree who will contact which stakeholder, when and what will be communicated.
	Confidentiality statement
Communication between board and steering group

Staff

Service Users



	Who / target date:


	

	Check when complete.


	

	6. Agreement on any costs associated with process

	Action: agree external consultants, obtain quotes and agree budget with provision for contingency (i.e. additional HR or legal / mediation).

	Human Resources / Change Management Consultant
Legal

Facilitation

Contingency 

	Who / target date:


	

	Check when complete.


	

	7. Develop and Implement a Change Management Plan

	Action: develop and implement a change management plan

	
	

	Who / target date:


	
	

	Check when complete.


	
	

	8. Agree process for managing difficulties

	Action: agree mechanisms for managing difficulties.


	
	

	Who / target date:


	
	

	Check when complete.


	
	

	9. Other tasks /actions

	
	
	


Template 2 Summary of actions and target dates
	Action
	Who
	Date
	Check

	Establish steering group
	
	
	

	Agreement of vision and goals
	
	
	

	Identification of potential barriers
	
	
	

	Funder/stakeholder consultation
	
	
	

	Communication strategy
	
	
	

	Agreement on any costs 
	
	
	

	Agree process for managing difficulties
	
	
	

	Change management plan
	
	
	

	Due diligence process
	
	
	

	Board approval
	
	
	

	Legal combination
	
	
	

	Change management plan


	
	
	


Appendix 1: Due Diligence Checklist
Overview:

Due Diligence is an opportunity for an organisation to gather and present detailed, comprehensive information about their service.  This information facilitates informed decision making in mergers and acquisitions.  Reviewing all areas noted will give an overall picture of the ‘health’ of the organisation. Key information is required about each area of an organisation. There may be some overlap between areas; further, not all areas will be relevant to all organisations.  
Please provide relevant information and documentation as required in each area:

	1. Mission, Vision, Values


	(
	Status
	Recommendation

	1.1. The mission statement.

	
	
	

	1.2. The vision statement.

	
	
	

	1.3. Any other statements which the organisation uses to describe its purpose / ethos. 
	
	
	

	1.4. What are the organisation’s core values? 
	
	
	

	1.5. Who are the organisation’s stakeholders? 
	
	
	

	1.6. A brief description of the organisation’s core service(s) 
	
	
	

	1.7. Details of any partnership work undertaken:
	
	
	

	1.7.1. Who is it with? 
	
	
	

	1.7.2. What is its purpose? 
	
	
	

	1.7.3. How is it measured? 
	
	
	

	2. Governance and Strategic Planning


	(
	Status
	Recommendation

	2.1. Corporate Records
	
	
	

	2.1.1. The constitution / governing documents, detailing the organisation’s legal status and structure 
	
	
	

	2.1.2. Copies of the company’s Certificate of Incorporation and up to date Memorandum and Articles of Association.
	
	
	

	2.1.3. Address of the principal place of the company.
	
	
	

	2.1.4. The registered office of the company.
	
	
	

	2.1.5. The CHY number of the company. 
	
	
	

	2.2. The strategic objectives and plan 
	
	
	

	2.3. List of Officers 
	
	
	

	2.3.1. Provide a list of the names and addresses including a brief bio of all board members, directors, shadow directors, trustees and company secretary of the company. 
	
	
	

	2.3.2. Are any of the directors of the company receiving remuneration from the company? 
	
	
	

	2.3.3. If any of the directors of the company are receiving remuneration from the company provide details of such remuneration, together with copies of any written agreement between the company and the director. 
	
	
	

	2.4. A list (to include membership and terms of reference) of any subcommittees, task groups, etc which have a decision making role. 
	
	
	

	2.5. An organisation chart showing where legal responsibility lies and how decision making is developed through the organisation. 
	
	
	

	2.6. Board of Management handbook and terms of reference. 
	
	
	

	2.7. Copies of board minutes for the last 2-4 years. 
	
	
	

	2.8. Copies of internal audit work plan, audit trail. 
	
	
	

	2.9. A list of reporting requirements, and evidence to show these are up to date (to funders / CRO). 
	
	
	

	2.10. Please provide details of any actual or potential disputes in which the organisation is or may be involved (include details of any staff whose employment has been terminated or who have left the post within the last 6 months).
	
	
	

	3. Operations and Operational Planning

	(
	Status
	Recommendation

	3.1. Staff handbook. 
	
	
	

	3.2. Operational policies (in relation to all areas of service provision)
	
	
	

	3.3. Details on client base (numbers, locations). 
	
	
	

	3.4. Any current contracts (cleaning, waste disposal, suppliers, etc.). 
	
	
	

	3.5. Operational / Business Plan. 
	
	
	

	4. Quality Management

	(
	Status
	Recommendation

	4.1. What quality standards are in place in the organisation?
	
	
	

	4.2. What quality standards have been awarded to the organisation? 
	
	
	

	4.3. What are the procedures for dealing with comments and complaints provide a list of any complaints within the last year?
	
	
	

	4.4. Monitoring and reporting processes in relation to service delivery? 
	
	
	

	4.5. Any client surveys / stakeholder consultations undertaken
	
	
	

	4.6. Any non-financial service audit procedures
	
	
	

	5. Finance

	(
	Status
	Recommendation

	5.1. Most recent audited accounts 
	
	
	

	5.2. Copies of the following for the current and previous 3 financial years:
	
	
	

	5.3. Balance sheet.
	
	
	

	5.4. Income and expenditure accounts.
	
	
	

	5.5. Current (this year) budget.
	
	
	

	5.6. 12 month forecast budget.
	
	
	

	5.7. Auditor’s management letter.
	
	
	

	5.8. Banking, Finance and Credit Arrangements: 
	(
	Status
	Recommendation

	5.8.1. Details of all bank accounts maintained in the name of the company and their purpose.
	
	
	

	5.8.2. Up to date statements for each of the accounts.
	
	
	

	5.8.3. Details of the mandate arrangements on each account.
	
	
	

	5.8.4. Documents and agreements evidencing outstanding borrowings or other financing arrangements, whether hire purchase, lease or otherwise, of the company.
	
	
	

	5.8.5. Copies of all documents evidencing a mortgage, security interest, lien or encumbrance on any of the assets of the company.
	
	
	

	5.8.6. Details of any liabilities secured by way of guarantee by a   third party and copies of such guarantees, together with full particulars of all guarantees, indemnities, counter-indemnities or comfort letters given by or for the benefit of the company.
	
	
	

	5.8.7. Details of all loans made or agreed to be made by the company during the last 3 years.
	
	
	

	5.8.8. Details of any company investments in the last 3 years.
	
	
	

	5.8.9. Details of any grants, subsidies, financial assistance, allowances or other public funds received b during the past 3 years together with details of grants approved but not yet drawn down and copies of all agreements.
	
	
	

	5.9. Details of accounting and payroll systems.
	
	
	

	5.10. Petty cash procedure.
	
	
	

	5.11. Financial policies
	
	
	

	5.12. VAT status.
	
	
	

	5.13. All bank accounts.
	
	
	

	5.14. Any outstanding liabilities (loans / mortgages).
	
	
	

	5.15. Any restricted funds / any assets held in restrictive trusts for specific purposes.
	
	
	

	5.16. Any standing orders / direct debits.
	
	
	

	6. Risk Management


	(
	Status
	Recommendation

	6.1. Please provide details of Health and Safety procedures:
	
	
	

	6.2. A copy of the company’s safety statement and details of all policies and arrangements in place.
	
	
	

	6.3. Details of all accidents/incidents notifiable/notified to the Health & Safety Authority and the status of these.
	
	
	

	6.4. Details of any prohibition or improvement notice issued against the company by the Health & Safety Authority and status of response.
	
	
	

	6.5. How is risk identified?
	
	
	

	6.6. How is risk managed?
	
	
	

	6.7. Incident reports over the last 3 years
	
	
	

	6.8. List of insurances
	
	
	

	6.8.1. Details of the name, address and other contact details of insurance providers.
	
	
	

	6.8.2. Details of all risks insured under the Company’s insurance policies, the excess on each policy, that all premiums due have been paid and that all insurance policies are fully effective and in full force as the date of response.
	
	
	

	6.8.3. Details of insurance claims in the past 3 years.
	
	
	

	6.9. Litigation and Claims
	
	
	

	6.9.1. Details of any litigation, enquiry, arbitration or administrative proceedings in progress, threatened or pending by or against or concerning the company or its employees.
	
	
	

	6.9.2. Details of any circumstances which are likely to give rise to any such proceeding, investigation or enquiry.
	
	
	

	7. Funding


	(
	Status
	Recommendation

	7.1. Contracts / Agreements / SLA’s with funders.
	
	
	

	7.2. Evidence that the organisation’s funders are aware of the potential merger / acquisition and are supportive of it. 
	
	
	

	7.3. List of funders.
	
	
	

	7.4. List of donors.
	
	
	

	7.5. Any covenants or legacies.
	
	
	

	7.6. Any contingent liabilities.
	
	
	

	7.7. Does the organisation have a fundraising strategy or policy?
	
	
	

	8. Human Resources


	(
	Status
	Recommendation

	8.1. Job descriptions for all roles.
	
	
	

	8.2. Person specifications for all roles.
	
	
	

	8.3. All employment contracts
	
	
	

	8.3.1. For each employee indicate whether such employee is paid, and how the position is funded.
	
	
	

	8.4. Staff handbook.
	
	
	

	8.5. List of staff, including:
	
	
	

	8.5.1. Current scale and point on scale.
	
	
	

	8.5.2. Current actual salary and payment method.
	
	
	

	8.5.3. Date of commencement.
	
	
	

	8.5.4. Up to date list of all agency employees, employees on secondment either in to or out of the company, employees on maternity, adoptive, parental or carer’s leave, employees on sick leave, and long-term leave of absence showing details of same.
	
	
	

	8.5.5. For each employee please indicate whether such employee is a member of a union and provide details of the union and copies of any written agreement with that union.
	
	
	

	8.5.6. Details of any employees for whom employment permits or  visas may be required.
	
	
	

	8.6. Indicate whether the company records and retains details of employees’ working time, rest breaks and holidays for the purposes of compliance with the Organisation of Working Time Act 1997
	
	
	

	8.7. Provide details of any employee in respect of whom the company is considered to be under a moral obligation to provide retirement, death, accident, sickness or disability benefits.
	
	
	

	8.8. Details of any claims pending or threatened against the company by an employee, agency worker or contractor in relation to his terms and conditions of employment/engagement, appointment or termination of employment/engagement.
	
	
	

	8.9. Details of an ex gratia, settlement, redundancy or other payments made to any employee within the past 24 months.
	
	
	

	8.10. Pension arrangements for staff :
	
	
	

	8.10.1. Provide details of the pension arrangements in place for all employees and clarify whether such pension arrangements are being funded by a State Agency or Department etc.
	
	
	

	8.10.2. Details of any contributions made by the Company to  Retirement Annuity Contracts or Personal Retirement Savings Accounts (PRSAs) for individual employees
	
	
	

	8.11. What is the organisation’s policy on union membership?
	
	
	

	8.12. What is the organisation’s current redundancy liability? 
	
	
	

	8.13. Provide the following policies: supervision, appraisal and training.
	
	
	

	8.14. Ongoing /  predicted issues in relation to:
	
	
	

	8.14.1. Litigation / EAT issues
	
	
	

	8.14.2. Ongoing disciplinary, performance or grievance issues
	
	
	

	9. Equity, diversity and user involvement


	(
	Status
	Recommendation

	9.1. In what ways does the organisation ensure the following?
	
	
	

	9.1.1. Equal opportunities
	
	
	

	9.1.2. Client consultation / involvement 
	
	
	

	9.2. What is the organisation’s policy on recruitment and selection? 
	
	
	

	9.2.1. Please also provide copies of any other human resources policies e.g. training and development, supervision, appraisal, sickness and leave, performance management)
	
	
	

	9.3. What is the organisation’s policy and procedures on referral? 
	
	
	

	10. Property and Assets


	(
	Status
	Recommendation

	10.1. Provide a copy of the asset register.
	
	
	

	10.2. Provide a list of real property owned, leased or used (stating whether owned or leased and whether as lessor or lessee) by the Company.
	
	
	

	10.3. Provide copies of any mortgages.
	
	
	

	10.4. Provide copies of any recent valuations of real property owned by the company.
	
	
	

	10.5. List of assets, other than real property, owned or lease by the company (eg, motor vehicles, office equipment).
	
	
	

	10.6. List all assets used but not owned by the company.
	
	
	

	10.7. Inventory of office furniture / equipment
	
	
	

	10.7.1. Details of IT Infrastructure (i.e. computer software and hardware, networks, web-sites, peripherals etc).
	
	
	

	10.8. Any land and premises held.
	
	
	

	10.9. Any endowments.
	
	
	

	10.10. Pension fund.
	
	
	

	10.11. Intellectual property.
	
	
	

	11. PR and Publicity


	(
	Status
	Recommendation

	11.1. Annual Report
	
	
	

	11.2. Other reports / publications
	
	
	

	11.3. Press releases / cuttings
	
	
	

	11.4. Marketing materials
	
	
	

	11.5. What is the organisation’s policy on engaging with the media?
	
	
	

	11.6. How does the organisation publicise its services?
	
	
	


