[bookmark: _frf8zml8lwjm]Integration Checklist Template
Integration checklist template helps track workforce alignment, policy harmonization, leadership transitions, and cultural integration actions across defined phases. It supports disciplined execution, reduces operational gaps, and ensures critical employee-related risks receive timely attention throughout pre-merger, transition, and post-merger stabilization stages.
[bookmark: _ihiqhwxfmqir]Integration Context
· Transaction Name / Reference: ______________________________

· Acquiring Entity: ______________________________

· Acquired Entity: ______________________________

· Integration Phase: ☐ Pre-Close ☐ Day 1 ☐ Transition ☐ Stabilization

· HR Integration Lead: ______________________________

· Review Date: ______________________________
[bookmark: _yhf9q0jl62v7]Workforce Data and Documentation Readiness
· Employee master data verified and consolidated: ☐ Yes ☐ No

· Employment contracts reviewed: ☐ Yes ☐ No

· Compensation and benefits data validated: ☐ Yes ☐ No

· Compliance and statutory records reviewed: ☐ Yes ☐ No

· Payroll and HRIS alignment completed: ☐ Yes ☐ No
Comments:

[bookmark: _ed4qhu1b4q32]Policy and Process Harmonization
· HR policies reviewed for alignment: ☐ Yes ☐ No

· Leave, attendance, and working time policies harmonized: ☐ Yes ☐ No

· Performance management framework aligned: ☐ Yes ☐ No

· Disciplinary and grievance procedures aligned: ☐ Yes ☐ No

· Code of conduct and ethics standards integrated: ☐ Yes ☐ No
Comments:

[bookmark: _f3za073feejr]Leadership and Reporting Structure Alignment
· Interim leadership roles defined: ☐ Yes ☐ No

· Reporting lines finalized: ☐ Yes ☐ No

· Decision authority clarified: ☐ Yes ☐ No

· Governance committees established: ☐ Yes ☐ No
Details:

[bookmark: _5650qm5bhwjt]Communication and Change Enablement
· Employee communication plan finalized: ☐ Yes ☐ No

· Day 1 messaging prepared: ☐ Yes ☐ No

· Manager briefing sessions conducted: ☐ Yes ☐ No

· Change support resources deployed: ☐ Yes ☐ No
Communication Owner: ______________________________

[bookmark: _v3pdw8d1kz9s]Cultural Integration Actions
· Cultural assessment completed: ☐ Yes ☐ No

· Cultural risks identified: ☐ Yes ☐ No

· Integration workshops conducted: ☐ Yes ☐ No

· Leadership alignment sessions held: ☐ Yes ☐ No
Key Observations:

[bookmark: _6sz7gw5f0z0w]Role and Capability Alignment
· Critical roles mapped: ☐ Yes ☐ No

· Role overlaps assessed: ☐ Yes ☐ No

· Capability gaps identified: ☐ Yes ☐ No

· Redeployment plans prepared: ☐ Yes ☐ No
Comments:

[bookmark: _z1dro1rz2l5f]Retention and Engagement Controls
· High-risk talent identified: ☐ Yes ☐ No

· Retention plans implemented: ☐ Yes ☐ No

· Engagement pulse surveys conducted: ☐ Yes ☐ No

· Manager retention conversations completed: ☐ Yes ☐ No

[bookmark: _8n6p28dvpg36]Risk and Issue Management

	Risk / Issue
	Impact Level
	Mitigation Action
	Owner
	Status

	
	
	
	
	

	
	
	
	
	


[bookmark: _2ofuc45z2ncg]Integration Progress Review
· Overall integration status: ☐ On Track ☐ At Risk ☐ Delayed

· Key dependencies pending: ______________________________

· Escalation required: ☐ Yes ☐ No
[bookmark: _vcf0ugr36tv9]HR Validation and Sign-Off
HR confirms completion and accuracy of integration activities.
· HR Lead Name & Signature: ______________________________

· Date: ______________________________


