M&A Partners
Tools Binder Contents

Transaction Archive

0.1. Portfolio Strategy
0.1.1. Acquisition Strategy
0.1.2. Focus Team Organization
0.1.3. Performance Review
0.1.4. Strategy Review
0.1.4.1. Strategic Fit Analyis.ppt
0.1.4.2. Strategic Fit Analysis (Alternate).doc
0.1.4.3. Strategy Clarification Best Practices Analysis.doc
0.2. Opportunity Generation
0.2.1. Opportunity Sources
0.2.2. Competitor Reviews
0.2.2.1. Financial - Competitive Universe Analysis.ppt
0.2.2.2. Sample Competitors Analysis.ppt
0.2.3. Focus Area Opportunities
0.2.3.1. Market Opportunity Matrix.doc
0.2.4. Screening Criteria
0.2.5. Non-Focus Area Opportunities
0.2.6. SWOT Analysis
0.2.7. Portfolio-Fit Analysis
0.3. Opportunity Evaluation & Preliminary Due Diligence
0.3.1. Initial Investigation
0.3.1.1. Initial Questions for Acquiring Client.doc
0.3.2. Technical Analysis
0.3.3. Executive Analysis
0.3.4. Economic Model
0.3.5. Core Evaluation Review
0.4. Comprehensive Due Diligence
0.4.0.
0.4.1.1. Understanding Strategic Due Diligence.doc
0.4.1.2. Acquisition Cycle Closing Document Request Checklist.doc

0.4.1.3. Acquisition Cycle Due Diligence Document Request Checklist.doc

0.4.1.4. Acquisition Wire Funds Request.doc
0.4.1.5. Treasury Acquisition Information.doc
0.4.1. Organization Meeting
0.4.2. Data Room Visit
0.4.2.1. Anti-Trust Guidelines.ppt
0.4.3. Risk Assessment
0.4.4. Post Date Room Review
0.5. Valuation Process
0.5.0.
0.5.1. Business/Technical Review
0.5.2. Bid/Offer Criteria
0.6. Management Reviews and Approvals
0.6.0.
0.6.1. Strategic Impact
0.6.2. Financial/Economic Impact
0.6.3. Net Production Impact
0.4.1.6. Critical Competencies Matrix.doc
0.6.4. Key Sensitivities
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0.7.

0.6.5. Portfolio Impact
0.6.6. Net Reserve Impact
0.6.7. Organizational Impact

0.6.7.1. Human Resources PRITCHETT Integration Requirements.doc

0.6.7.2. Organizational Alignment Assessment.doc
0.6.8. Risk Assessment

0.6.8.1. Cultural and Behavioral Diagnostic figure.xls

0.6.8.2. Cultural and Behavioral Diagnostic.doc

0.6.9. Ownership Structure

0.6.10. Marketing/Pricing Assumptions
0.6.11. Country Risk

0.6.12. Operator Risk

0.6.13. Political Risk

0.6.14. Market Risk

0.6.15. Currency Risk

0.6.16. Environmental Risk

Acquisition Agreement
0.7.0.
0.7.1. Bid

0.7.1.1. Sample ACQUISITION AGREEMENT.DOC
0.7.1.2. Sample Transition Services Agreement.DOC
0.7.2. Negotiations
0.7.3. Board of Directors Review
0.7.4. Announcement
0.7.4.1. MarCom Task List.xls

1. Requirements Assessment

1.1.

1.2.

1.3.

Transaction Archive

1.1.1. Assemble Documents
1.1.2. Review Strategy

1.1.3. Review Due Diligence
1.1.4. Review Financial Structure
1.1.5. Review Expectations
1.1.6. Synergy Validation

1.1.6.1. Sample Significant Components of the Synergy Plan.xls

1.1.6.2. Synergy Matrix.xls
Cultural Assessment
1.2.1. Gap Analysis

1.2.1.1. Capabilities Gap Analysis.doc

1.2.1.2. Organizational Alignment Assessment.doc
1.2.2. Management and Leadership Analysis

Integration Risk Assessment
1.3.0.
1.3.0.1. Integration Risk Assessment.ppt
1.3.0.2. Integration Risk Assessment (Alternate).doc
1.3.0.3. What are we looking for during assessment.ppt

1.3.1. Strategic Fit
1.3.1.1. Strategy Clarification Tool.doc
1.3.2. Desired Level of Integration
1.3.3. Acquisition Premium
1.3.4. Corporate Value Drivers
1.3.5. Historical Competition
1.3.6. Concurrent Initiatives
1.3.7. Hostility Quotient
1.3.8. PRITCHETT Integration Experience
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1.3.9. Talent Book

1.3.9.1.
1.3.9.2.
1.3.9.3.
1.3.9.4.

Dependency Rating.ppt

Dependency Rating.xIs

Employee Evaluation (Technical & Non-Technical Criteria).xls
HR PRITCHETT Integration Requirements.doc

1.3.10. Relative Dominance

1.3.11. Global Complexity

1.3.12. PRITCHETT Transaction Experience
1.3.13. Customer Defection Risk

1.3.13.1.
1.3.13.2.

Customer Due Diligence Questions.doc
Sample Customer Due-Dilligence.ppt

1.3.14. Speed of Decision Making

1.3.15. Execution Discipline

1.3.16. Integration Leadership Experience
1.4. Synergy Capture Risk Adjustment

1.4.0.

1.4.1. Integration Risk Assessment
1.4.2. Synergy Capture Matrix

1.4.2.1.
1.4.2.2.

Potential impact to cash flow.xls
Synergy Action Prioritization - Difficulty vs. Time Matrix.ppt

2. Management Charter

2.3. Executive Sponsorships

2.3.0.
2.3.0.1.
2.3.0.2.
2.3.0.3.

Role of the Integration Leader.ppt
Role of the Steering Committee.ppt
Core Team Summit Agenda.doc

2.3.1. Steering Committee

2.3.1.1.
2.3.1.2.
2.3.1.3.
2.3.1.4.
2.3.1.5.
2.3.1.6.
2.3.1.7.
2.3.1.8.
2.3.1.9.

Steering Committee Orientation.ppt

Sample Steering Committee Update.ppt

Sample Steering Committee Meeting Notes.doc
Sample Steering Committee Update 2.ppt
Sample Steering Committee Meeting Notes 2.doc
Project Structure.ppt

Project Structure (alternate).doc

Integration Timeline & Scorecard.doc

Integration Timeline and Scorecard.ppt

2.3.2. Decision Structure & Protocols

2.3.2.1.
2.3.2.2.

Decision Making Protocols.doc
Issue Action Prioritization - Difficulty vs. Time Matrix.ppt

2.3.3. Leadership Behavior

2.3.3.1.
2.3.3.2.
2.3.3.3.
2.3.4. Metrics
2.3.4.1.
2.3.4.2.
2.3.4.3.
2.3.4.4.
2.3.4.5.
2.3.4.6.
2.3.4.7.
2.3.4.8.

Communications Plan.ppt
Communications Matrix.xls
Key Communications Timeline.ppt

Synergy Tracking System.ppt

Synergy Tracking System.xIs

Capturing Synergies.doc

Project Launch-Synergies.ppt

Sample Integration Action Team Metrics.doc
Sample Synergies Capture.xls

Cockpit presentation.pdf

Synergy Review figures.xls
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2.3.5. PRITCHETT Agreement
2.3.5.1. Contract Sample.doc
2.3.5.2. Contract Sample (alternate).doc
2.3.5.3. Client-Consultant Behavioral Protocols.doc

3. Architecture
3.3. IAT Launch

3.3.0.
3.3.0.1. Sample Acquisition Project Plan.doc
3.3.0.2. Integration Planning Launch Template.ppt
3.3.1. Recruit Participants

3.3.2.

Execute Requirements and Compensation Agreements

3.3.2.1. Team Confidentiality Acknowledgement.doc
3.3.2.2. Synergy Incentive Plan.doc

3.3.3. Empower Teams and Leaders
3.3.4. Kick-off s3 Cockpit Training+ Team and Individual Charter
3.3.4.1. Roadshow for management orientation.ppt

3.3.4.2. Management Orientation - Roadshow.ppt
3.3.4.3. Kick-Off Meeting Sample Presentation.ppt
3.3.4.4. IAT Statement of Work Form.doc

3.3.4.5. IAT Statement Of Work-Sample.doc

3.3.4.6. Action Team Mission Summary.doc

3.3.4.7. Action Team Mission Summary - Finance & Accounting IAT.doc
3.3.4.8. Action Team Mission Summary - Marketing IAT.doc

3.3.4.9. Action Team Mission Summary - Communications IAT.doc

3.3.4.10.  Action Team Mission Summary - Health, Safety and Environmental IAT.doc
3.3.4.11.  Action Team Mission Summary - Human Resources IAT.doc
3.3.4.12.  Action Team Mission Summary - Information Technology IAT.doc
3.3.4.13.  Action Team Mission Summary - Legal, Risk Management IAT.doc
3.3.4.14.  Action Team Mission Summary - Production & Plant Consolidation IAT.doc
3.3.4.15.  Action Team Mission Summary - R&D IAT.doc
3.3.4.16. Action Team Mission Summary - Real Estate and Non-Core Assets IAT.doc
3.3.4.17. Action Team Mission Summary - Sales IAT.doc
3.3.4.18. Action Team Mission Summary - Specific Product Line Sales IAT.doc
3.3.4.19. Action Team Mission Summary - Supply Chain Management IAT.doc
3.3.4.20. Integration Commitment Petition.doc
3.3.4.21. Planning Session Guide.doc
3.3.4.22. Employee Severance Plan.doc
3.3.4.23.  Short-Term Integration Action Planning.doc
3.3.4.24.  Short-Term Integration Action Planning - Debrief.doc
3.3.4.25.  Kick-Off Sample Agenda.doc
3.3.4.26.  Kick-Off Meeting Sample Presentation.ppt
3.3.4.27. Integration Commitment Petition.doc
3.3.4.28. IAT Kick-Off Sample Issues.doc
3.3.4.29. Sample Integration Presentation.ppt
3.3.4.30. Sample Integration Presentation 2.ppt
3.4. Driving Integration Action Plans

3.4.0.
3.4.1.

TBD

3.5. Integration Action Plan Approval

3.5.0.
3.5.1.
3.5.2.
3.5.3.
3.5.4.

Key Resources
Facilities
Suppliers
Sales
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3.5.5. Revenues
3.5.6. Products
3.5.7. Information Technology

4. Day 1

4.1. Organizational Roles and Responsibilities Matrix
4.1.0.
4.1.1. Sales/ Marketing
4.1.2. Operations
4.1.3. Human Resources
4.1.4. Finance
4.1.5. Accounting

416. IT/IS

4.1.7. Engineering

4.1.8. R&D

4.1.9. Communications

4.1.10. Legal

4.1.11. EH&S

4.1.12. Tax

4.2. Day One Action Plans Design

4.2.0.
4.2.0.1. Preliminary Issues and Synergies Inventory.doc
4.2.0.2. Master Plan.mpp
4.2.0.3. Integration Issue Prioritization Model.doc

4.2.0.4. Synergy Action Prioritization Model.doc
4.2.0.5. Sample IAT Macro Synergy Plan.mpp
4.2.0.6. Sample Integration Action Team Metrics.doc
4.2.0.7. Synergy Action Plan Development.doc
4.2.0.8. Synergy Action Plan Refinement.doc
4.2.0.9. Day 1 Action Planning Process.ppt
4.2.0.10. Day 1 Critical Issues Checklist.xls
4.2.0.11. Sample Consolidated Day 1 Critical Issues Checklists.xls
4.2.0.12. Sample Macro View Day 1.mpp
4.2.0.13. Sample MS Project Consolidated Day 1 Plans.mpp
4.2.0.14. Sample Sales Mission Critical Day 1 Deliverables.ppt
4.2.0.15. Day 1 Consolidated Action Items and Mission Critical Processes .doc
4.2.0.16. Day 1 Issues Risks Breakout Session Exercisel.doc
4.2.0.17. Day 1 Issues Risks Breakout Session Exercisel - Outcome.doc
4.2.0.18. Day 1 Issues Risks Breakout Session Exercise2.doc
4.2.0.19. Day 1 Issues Risks Breakout Session Exercise2 - Outcome.doc
4.2.0.20. Day 1 Issues Risks Breakout Session Exercise3.doc
4.2.0.21. Day 1 Issues Risks Breakout Session Exercise4.doc
4.2.0.22. Day 1 Issues-Risks Matrix.doc
4.2.0.23. Sample Consolidated Day 1 Issues.doc

4.2.1. Sales/ Marketing
4.2.1.1. Sample Customer IAT - Services Product Launch.mpp
4.2.1.2. Sample Customer IAT - Branding.mpp
4.2.1.3. Sample Customer IAT - Product Launches.mpp
42.1.4. Sample Customer IAT - Public Relations.mpp
4.2.15. Sample Customer IAT - Tradeshows and Events.mpp
4.2.1.6. Sample Customer IAT - Website and Intranet.mpp
42.1.7. Sample Customer IAT Master.mpp
4.2.1.8. Sample Customer Sales IAT.mpp
4.2.1.9. Sample Field Sales IAT.mpp
4.2.1.10. Sample Customer IAT Overview.ppt
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42.1.11.
4.2.1.12.
4.2.1.13.
4.2.1.14.
4.2.1.15.
4.2.1.16.

Sample Customer IAT SOW V2.doc

Sample Sales IAT - NGN Product Launch.mpp
Sample Sales IAT - Sales Ops.mpp

Sample Training Sales IAT.mpp

Sales Mission Critical Day 1 Deliverables.ppt
Sample Sales Ops IAT.mpp

4.2.2. Operations

42.2.1.
4.2.2.2.
4.2.2.3.
4224,

Sample Facility IAT Overview.ppt

Sample - Services Product Launch.mpp

Sample Consolidated Services.mpp

Service IAT - Sample New Customer Service Structure.ppt

4.2.3. Human Resources (some may have been completed during the Requirements
Assessment Phase)

4.2.3.1.
4.2.3.2.
4.2.3.3.
4.2.3.4.
4.2.3.5.
4.2.3.6.
4.2.3.7.
4.2.3.8.
4.2.3.9.

4.2.3.10.
4.2.3.11.
4.2.3.12.
4.2.3.13.
4.2.3.14.
4.2.3.15.
4.2.3.16.
4.2.3.17.
4.2.3.18.
4.2.3.19.
4.2.3.20.
4.2.3.21.
4.2.3.22.
4.2.3.23.
4.2.3.24.
4.2.3.25.
4.2.3.26.
4.2.3.27.
4.2.3.28.
4.2.3.29.
4.2.3.30.
4.2.3.31.
4.2.3.32.
4.2.3.33.
4.2.3.34.
4.2.3.35.
4.2.3.36.
4.2.3.37.
4.2.3.38.
4.2.3.39.
4.2.3.40.
4.2.3.41.

Sample Retention Planning Worksheet.xlIs
Dependency Rating.xls

Employee Evaluation (Technical & Non-Technical Criteria).xls
Employee Retention.ppt

Employee Selection and Retention.ppt

Employee Severance Plan.doc

Executive Compensation-Severance Agreement.doc
Integration Retention Planning.doc

Integration Team Member Incentive Plan.doc

Key Employee Questionaire.doc

Retention Bonus General Letter.doc

Retention Incentive Plan.doc

Retention Incentive Program.doc

Retention Letter.doc

Sample Headcount Worksheet.xls

Sample Retention Guide.doc

Sample RIF GUIDELINES.doc

Selection Process Letter.doc

Selection Process.doc

Synergy Incentive Plan.doc

Planning Session Guide.doc

Integration Team Leadership Kickoff.doc

Employee Severance Plan.doc

Interview Findings Report.doc

Selection Process.doc

Selection Process Letter.doc

Sample HR IAT - Synergy Assumptions.doc

Sample Resource Plan.xls

Human Resources Action Steps.doc

Human Resources Team Plan.doc

Human Resources Q&A.doc

Separation Materials Normally Included.doc

Human Resources Termination Guidelines - Formal Notificatio.doc
Human Resources Termination Guidelines.doc
Human Resources Termination Guidelines - Memorandum.doc
Sample Termination Letter.doc

HR Waivers.doc

Exit Interview Checklist.doc

Sample HR IAT Day 1 Action Checklist

Employment Agreement.doc

Fulfilling the Requirements of the Older Worker Benefit Prot.doc
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4.2.4. Finance

4.2.4.1. Sample Financial Scenario Resource costs.xls

4.2.4.2. Standalone Financial Model.xls

4.2.4.3. Sample Finance IAT SOW Overview.ppt

4.2.4.4, Sample Finance Items for Transition.xlIs

4.2.4.5, Sample Savings Budget, Closing, CapX, Cost Template.xls
4.2.4.6. Sample Nonrecurring Costs.xls

4.2.4.7. Sample Facility Integration Budget.doc
4.2.4.8. Sample Facility Closing Budget.doc
4.2.5. Accounting
426. IT/IS
4.2.6.1. Sample IT IAT Risk Assessment.ppt
4.2.6.2. Sample IT IAT SOW.doc
4.2.7. Engineering
4.2.8. R&D
4.2.8.1. Best Practices Analysis.doc
4.2.8.2. Capabilities Gap Analysis.doc
4.2.8.3. Sample Product Evaluation Summary.doc
4.2.8.4. Sample Master Plan-Product Line-Technology.doc
4.2.85. Sample R&D (Products) IAT - Master Plan.mpp

4.2.8.6. R&D (Products) IAT - Sample Program Plan - Initial SC Proposal.ppt

4.2.8.7. R&S (Products) IAT - Sample Product Strategy.ppt

4.2.8.8. Product Management Integration Tasks.mpp
4.2.9. Communications
4.2.9.1. Key Communications Checklist and Templates.doc

4.2.9.2. Communications Plan.ppt (also in 2.3.3)
4.2.9.3. Internal QA Template.doc
4.2.9.4. Key Communications Timeline.ppt

4.2.10. Legal

4.2.11. EH&S

4.2.12. Tax

4.3. Day One Action Plans Approval

4.3.0. Sales / Marketing

4.3.1. Operations

4.3.2. Human Resources

4.3.3. Finance

4.3.4. Accounting

435. IT/IS

4.3.6. Engineering
43.7. R&D

4.3.8. Communications
4.3.9. Legal

4.3.10. EH&S

4.3.11. Tax

5. Post Merger Integration

5.1. Value Drivers
5.1.0.
5.1.0.1. Value Driver Analysis Example.XLS
5.1.1. Revenue
5.1.2. Key Resources
5.1.3. Facilities
5.1.4. Suppliers
5.1.5. Sales
5.1.6. Products
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51.7. IT

5.2. Integration Action Teams

5.2.0.

5.2.1. Revenue
5.2.2. Key Resources
5.2.3. Facilities
5.2.4. Suppliers

5.2.5. Sales
5.2.6. Products
52.7. IT
5.3. Reviews
5.3.0.
5.3.1. Weekly
5.3.1.1. Steering Committee
5.3.1.1.1. Sample Facility IAT Update to Steering Committee.ppt
5.3.1.1.2. Consolidated Customer IAT's - Sample Steering Committee Update.ppt
5.3.1.1.3. Customer IAT - Sample Steering Committee Update.ppt
5.3.1.1.4. Finance IAT 0 Sample Steering Committee Update.ppt
5.3.1.1.5. IT IAT - Sample Steering Committee Update.ppt
5.3.1.1.6. R&D (Products) IAT - Sample Steering Committee Update.ppt
5.3.1.2. Scorecard / Progress Update
5.3.1.3. Communications
5.3.1.4. Integration Action Team Leaders
5.3.1.5. Scorecard Adjustments / Modifications
5.3.1.6. Revenue Allocation

5.3.2. Quarterly

5.3.2.1.
5.3.2.2.
5.3.2.3.
5.3.2.4.
5.3.2.5.
5.3.2.6.
5.3.3. Final
5.3.3.1.
5.3.3.2.
5.3.3.3.
5.3.3.4.
5.3.3.5.

Steering Committee

Scorecard / Progress Update
Communications

Integration Action Team Leaders
Scorecard Adjustments / Modifications
Revenue Allocation

Post Mortem Process
Summaries Results
Compatibility Enhancement
Wrap-up Meeting

Wrap-up Summary

5.3.3.5.1. Cycle Of Learning Feedback.ppt

Clean Room

0.1. Secure Electronic Data Storage
0.1.1. Customer Agreements
0.1.2. Supply Agreements
0.1.3. Contracts
0.1.4. Sensitive Documents
0.2. Pre-Close Synergy Discovery & Capture
0.2.1. Customer Agreements
0.2.2. Supply Agreements
0.2.3. Contracts
0.2.4. Tax Plays
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