
M&A 
Integration 
Checklist

www.ligermarketing.com

l f i

http://www.ligermarketing.com/
https://www.linkedin.com/company/ligerpartners/
https://www.facebook.com/YouNeedALiger/
https://www.instagram.com/ligermarketing/


LIGER  •  M&A Integration Checklist 2

www.ligermarketing.com l f i

1. Prioritize People and Communication

•	 Prepare Leadership for Communication

•	 Define how and when the leadership team will announce the merger  
or acquisition.

•	 Decide on the format:

•	 In-person meeting (recommended if feasible)

•	 Formal written communication

•	 Virtual meeting via Zoom or other platforms

•	 Identify Who Will Make the Announcement and Ensure They  
Are Fully Prepared

•	 Notify internally before public announcements.

•	 Communicate the change in advance of any public press releases or 
external announcements to prevent team members from learning about it 
from third-party sources.

•	 Craft a Comprehensive Announcement

•	 Address the who, why, when, where, and how of the merger.

•	 If team meetings are uncommon, ensure you explain why the meeting is 
necessary to avoid speculation. 

EXAMPLE

Avoid scheduling a meeting too far out without explaining its purpose 
to reduce employee anxiety.

•	 Prepare for Employee Questions and Concerns

•	 Be ready to answer questions during and after the announcement. Consider 
common concerns, especially around job security.

•	 Encourage transparency—let employees know you’re committed to 
answering their questions, even if some details are still being finalized.

•	 Provide a General Timeline for Changes

•	 Share a timeline for when major changes might occur. Remind employees 
that integration often takes time and may not happen immediately.
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•	 Introduce Key Leaders from the New Organization

•	 Following the announcement, introduce key leaders to foster familiarity  
and assurance.

•	 Consider hosting introductory sessions or having department heads speak 
with teams to outline what life at the new organization will look like.

•	 Offer a “Welcome to the Team” Gift for Acquired Employees

•	 Help acquired employees feel part of the team by providing a branded 
welcome gift (e.g., a tumbler, notebook).

•	 Include the new company’s website or brand logo on the gift to familiarize 
them with the organization’s identity.

2. Coordinate External Communications

•	 Plan Press Releases and Public Announcements Carefully

•	 Coordinate with both organizations on timing to ensure a unified  
public message.

•	 Ensure all internal teams are fully informed before any external 
announcements.

•	 Develop a Client Communication Strategy

•	 For complex products, consider hiring a dedicated communications 
specialist to manage client relations.

•	 Plan a sequence for client updates:

•	 Issue a press release

•	 Email clients with tailored information about the changes

•	 Post updates on social media platforms

•	 Allow a grace period for teams to collect client feedback on the transition 
and incorporate it into further communications.

3. Sales and Marketing Alignment

•	 Define Sales Team Timelines and Training

•	 Establish when the sales team should transition from selling the previous 
product to the new offering.
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•	 Provide necessary training on new products, and update all sales materials 
accordingly.

•	 Audit Existing Marketing Resources and Tech Stack

•	 Review both company’s marketing materials to identify resources that can 
be repurposed.

•	 Evaluate each tech stack to determine which tools should be retained, 
replaced, or consolidated.

•	 Check renewal dates on contracts to avoid unnecessary expenses and 
ensure timely transitions.

4. Develop a Marketing Migration Plan

•	 Co-Branding vs. Full Rebranding

•	 Assess the timeline and decide between co-branding and full rebranding:

•	 For slower transitions (6+ months), co-brand initially to ease clients and 
employees into the change.

•	 For faster integrations (2–4 months), move directly to a full rebrand to 
reduce costs and streamline processes.

•	 Determine the Primary Brand

•	 Consider the market recognition of both brands and decide which one to 
emphasize or retain based on target market awareness.

•	 Key Branding Elements to Consider for Rebranding

•	 Company Website: Update domain, design, and content to reflect the 
unified brand.

•	 Social Media: Update all profiles to reflect the new or co-branded identity.

•	 Office Signage and Interior: Align both interior and exterior design 
elements with the new brand.

•	 Customer Portals: Rebrand portals and user interfaces for consistency.

•	 Voicemail, Email Signatures, and Domains: Update all communications to 
reflect the new brand.

•	 Marketing Essentials: Redesign promotional items, business cards, and 
digital assets (e.g., digital ads, email templates).
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5. Essential Practices for a Smooth M&A Transition

•	 Set the Tone of Communication from the Start

•	 The initial communication sets the tone for the entire transition. Be detailed, 
prepared, and transparent to build trust. Be sure to include the vision—the 
why behind the transition.

•	 Align Company Cultures Early

•	 Review and address any differences in mission, values, or customer 
approach. Gaps in alignment can cause employees to lose confidence if not 
proactively managed.

•	 Balance Internal and Client Communications

•	 Both employees and clients are key audiences during the transition. Prepare 
tailored communication plans for each group.

•	 Audit Tech and Marketing Resources for Efficiency

•	 Conduct a full audit of both companies’ tech stacks and marketing 
resources. Look for opportunities to streamline or improve systems.

•	 Make sure to take any existing technology success into account, such 
as high-performing pages, blogs, or domain authority to retain after the 
merger happens.

•	 Gather Feedback Throughout the Process

•	 Collect feedback from employees and clients to gauge the effectiveness of 
the integration. Use this information to refine future M&A strategies.
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