	Mergers and Acquisitions Checklist

This is a suggested list of issues to consider at a minimum and should not be relied upon as the sole source for reviewing and implementing a transaction of this nature. Please be sure to consult qualified legal and financial counsel.


	1. Has there been a thorough investigation of the agency history, culture and reputation and analysis of why the agency for sale is, in fact, up for sale?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	2. Have outside contacts and sources been discretely tapped to determine relative strengths and weaknesses of the agency for sale?


	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	3. Have all owners been identified and properly engaged?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	4. Have you indentified and evaluated all aspects of facilitates, furniture, equipment including maintenance agreements and if assignable?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	5. Have all financial and accounting documents been reviewed and all items analyzed, validated and reconciled for the last 2 to 5 years including balance sheet, income and expense, ledgers, tax returns and insurance policies?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	6. Have you performed financial ratio and productivity analysis and compared to industry benchmarks?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	7. Have current accounts receivables aging and collection practices been reviewed?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	8. Have books of business been analyzed and evaluated as to mix of business, retention, rounding potential, loss ratios, niches and ownership or vesting issues?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	9. Have the relationships with 20 largest accounts been evaluated and transition issues accounted for?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	10. Have you reviewed current carrier and MGA, agreements, volume and loss ratios and evaluated or confirmed continuance of relationships?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	11. Have you reviewed and evaluated the tenure, capabilities,  expectations and job descriptions of staff?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	12. Have you reviewed and evaluated compensation programs including wage structure, pay polices, bonus plans, benefits and deferred compensation.
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	13. Have  you reviewed personnel policies and evaluated employment law compliance issues including exempt/non-exempt classification, employment contracts, performance appraisal, licensing, continuing ed and expense reimbursement?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	14. Have you reviewed and evaluated workflow processes, files, procedures, documentation, document management and agency management systems?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	15. Have the necessary resources been confirmed as available to service the acquired accounts on a basis that is consistent with your agency’s current level of service? 
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	16. Is there either frequency and/or severity of E&O claims against the selling agency?


	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	17. Have you engaged a lawyer experienced in handling the purchase and sale of insurance agencies?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	18. Does the purchase contract include indemnification language protecting your agency from claims relating to negligence of the seller committed before the sale closing?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	19. Has your E&O insurer agreed to accept the risk of the acquired or merged operation?


	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	20. Has a timeline been defined to fix gaps or non-concurrencies in coverage, inadequate liability and/or first-party limits and/or other potential coverage deficiencies in an acquired agency’s book of business?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	21. Has the selling agency purchased tail coverage for the protection of the acquiring agency or brokerage and its own protection?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 


	22. Has a timeline been defined to integrate the acquired agency into the existing practices and procedures of your agency?
	Yes FORMCHECKBOX 
 No FORMCHECKBOX 



