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	ISSUE TO ADDRESS
	COMMENTS
	DATE COMPLETED

	Terms and conditions on merger
	
	

	Requirement for all parties to enter into a confidentiality agreement
	
	

	Agreement on the new entity structure
	
	

	Partners’ remuneration and access to profits
	
	

	Agreed decision making process and who will act as managing partner
	
	

	Partnership/shareholders agreement
	
	

	Agreement on terms including management, dispute resolution, exit provisions, valuation formula and capital investment
	
	

	Agreement on services to be provided
	
	

	Agreement on charge rates and partner expectations
	
	

	Agreement on client profile and any existing clients who may be outside of the new practice requirements
	
	

	Time period allowed and scope of due diligence
	
	

	Location and number of offices to be maintained
	
	

	Physical space requirements
	
	

	Quality control and operating systems to be used
	
	

	Software platforms for accounting, tax and practice management, including agreement on database
	
	

	Organisation chart and staff structure
	
	

	Consideration of any staff redundancies
	
	

	Agreement on employment terms for all staff and review of wage levels for parity
	
	

	Capital requirements and funding for the practice
	
	

	Bankers for the practice
	
	

	Practice name
	
	

	Professional indemnity insurer and level of cover required
	
	

	Availability of historic information on client base, fees by client and fees by service range
	
	

	Is work in progress of the firms to be billed out prior to merger?
	
	

	Solicitor to be instructed to draft merger agreement and partner/shareholder agreements
	
	

	Entity registration and advice to professional bodies
	
	

	Development of merger plan and timetable
	
	

	Allocation of merger responsibilities
	
	

	Communication and PR plan
	
	

	Client advice
	
	

	Employment agreements for all staff
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