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Why Have a Transaction Communication Plan?

> PURPOSE OF THE COMMUNICATION PLAN

In an M&A transaction, controlling the message is key in order to maximize the benefits of the

announcement and minimize the insecurity surrounding the change of control. To successfully

communicate a transaction, companies must establish a detailed and strategic communication plan.

> COMMUNICATION OBJECTIVES

• To get the buy-in of all stakeholders;

• To show the strategic fit of the transaction for all parties involved;

• To demonstrate the benefits and potential upside for the employees, clients and suppliers;

• Use the occasion to enhance the company’s visibility.

> COMMUNICATION DELIVERABLES

• Typical Q&A covered

• Sample Press Release

• Timeline

• Social media postings
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Communication Plan Best Practice

> A contact person should be named at the beginning of the process. All media inquiries should go through

that person. To control the message, no one else should talk to the media.

> Transparency is always better. You won’t have to remember what you said.

> A good communication plan does not have to be expensive but a budget should be established at the

outset to avoid surprises.

> Like in any press release or communication plan, you will have to address the 5W’s and H questions:

who, what, when, where, why and how?

> At the end, a post-mortem should be done i.e. what has worked well, what should have been done

differently and what have we learned?
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Who Are The Stakeholders?

Stakeholders vary from transaction to transaction. The typical list would include the following

parties that need to be informed:

Internal

• Senior Management

• Employees of both the acquiring company and the acquired company

External

• Customers

• Suppliers

• Distributors

• Franchisees

• Financial Partners

• Governments (Municipal, Provincial, Federal)

• General public

• Public shareholders (if applicable)

• Media (if applicable)
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Typical Questions & Answers

The following pages offer a sample of questions that might be asked by various parties or that
may need to be addressed in the form of a Q&A questionnaire ahead of the announcement by
target audiences.

> General

In a press release, we usually address the 5Ws: who, what, when, where, why and how.

• Who is the purchaser?

• What is being acquired?

• When is (or did) the transaction taking place?

• Where are the acquirer and acquiree located?

• Why are we buying?

• How will the deal impact customers, suppliers and employees?
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Typical Questions & Answers

> Management and Employees

• Will I still have a job?

• Will my compensation change?

• Will my benefits change?

• Who will I report to?

• Will I have to relocate?

• Will I still have the same teammates?

• Will my title or job responsibilities change?

• Will our culture change?

• Will our work process change?

• Will the salespeople keep their existing territories and customer bases?

• Will we have career opportunities at other locations now?

• Will there be a severance package if I lose my job?

• Whom should we contact if we have questions?

• What are my options if I decide not to work for the new owner?

• What should I do if someone from the media calls to ask about the transaction?



7COMMUNICATION PLAN GUIDELINE

> Customers

• How will this change in ownership impact me?

• What do I stand to gain from the deal? What are the benefits for me?

• Will my warranties still be in effect?

• Will inventory levels remain the same?

• Will the quote you gave me still be honoured?

• Will there be changes to payment remittance methods?

• Will there be any staffing changes that might affect me?

• Whom do I call if I have a problem or concern?

Typical Questions & Answers (Cont’d)

> Suppliers

• Where and to whom should invoices be sent now?

• Are the contracts/purchase orders we have in place still valid? If so, for how long?

• Will policies regarding how you select vendors/suppliers change?

• Will we be required to ship materials to a different location?

• Will my company be required to seek any new quality certifications?

• Will we still be dealing with the same purchasing agent(s)?

• Do you expect the volume that you have been ordering to increase or decrease?

• How much notice will we be given if you decide to cancel our service?



8COMMUNICATION PLAN GUIDELINE

Timeline

Timing Audience Activity Responsability Support Material

PRE-ANNOUNCEMENT
30 days prior to 
closing

Upper Management Prepare draft communication plan and timeline
Assemble the team and assign responsibilities

Communication 
Department or External 
Communication Firm

Draft timeline and 
scope of the plan

7 days prior to 
closing

Management and 
employees

Prepare a list of HR matters Head of HR Draft Talking points 
+ FAQ

7 days prior to 
closing

Customers Prepare a list of customer and clients’ issues Head of Sales and 
Marketing

Draft Talking points 
+ FAQ

7 days prior to 
closing

Suppliers Prepare a list of suppliers to be contacted and a list of 
issues to be address

Head of procurements Draft Talking points 
+ FAQ

7 days prior to 
closing

Governments Be aware of notices to be given Head of governmental 
affairs

Draft Talking points 
+ FAQ

1 day prior to 
closing

Finalize all communication plan and translation (if 
applicable) 

All Draft Press Release

The key to a successful communication plan is “planning”. The following template list pre-announcement, 

announcement day and post announcement activities that  need to be contemplated with supporting 

materials.  
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Timeline
Timing Audience Activity Responsability Support material

ANNOUNCEMENT DAY

Day of Closing All TEAMS/email announcement officially goes out Communication 
Department or 
External 
Communication Firm

Press release
Q&A 
questionnaire

Day of Closing Media News release
Issued on news wire, company’s web site, social 

media feeds 

Communication 
Department or 
External 
Communication Firm

Press Release

Timing Audience Activity Responsability Support Material

POST ANNOUNCEMENT
Day after 
Closing

All Target’s employees Onboarding Email (virtually or in person if possible) 
• Send instructions
• Key to-do’s, upcoming meetings and plan for 

next 100 days

President

Day after 
Closing

Media Follow-up with media Head of 
Communications

Day after 
Closing

Customers
Supplier

Reach out to all customers and suppliers who were 
not contacted earlier and use talking points and 
materials provided

Department Head Press release, 
talking points

Day after 
Closing

Specific teams and 
functions

Integration Sessions Functional leaders
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Multi-channel communications 

Several platforms can be used to share the communication plan. Amongst them are:

> Company’s website

> Company’s blog

> Linkedln

> Twitter

> Facebook

> YouTube

> Instagram

> RSS Feeds

> Newsletter

> Media list



CONTACT US

Montreal Office

Jacques Gagnier, Managing 

Partner

Tel. : +1 514-989-5508, ext. 29

Mail : jgagnier@cafa.ca

Paris Office

Dany LaRochelle, Partner –

Europe

Tel : +33 66 808 809 5

Mail : dlarochelle@cafa.ca 

Madrid Office

Marc-Lionel Gagnon, Partner 

– Iberian Peninsula

Tel: +34 722 18 68 50

Mail: mlgagnon@cafa.ca

Bangkok Office

Julien Ducharme, Partner –

Asia

Tel: +1 514-512-9816

Mail: jducharme@cafa.ca

Toronto Office

Lucio Di Clemente, Partner –

Toronto

Tel: +1 (416) 721-5779

Mail: ldiclemente@cafa.ca


