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Checklist of Merger Documentation
PRE-MERGER AGREEMENT DOCUMENTS NEEDED
	Name of Surviving Association  
	


· Signed Confidentiality Agreement (if available)
· State Incorporation Documents

· NAR Charter Documents with Date

· Association Bylaws (specifically to address the following)
· Jurisdiction Description

· Board Composition/Elected Officers

· Quorum Requirements

· Requirements for Dissolution/Merger

· State Law Merger Requirements (if different than bylaws)
· Budget and Financial Documents

· Bank Statements and Credit Card Statements

· Outside Vendor Contracts

· Professional Standards Cooperative Enforcement Agreement (if any)
· Shared Services Agreement (if any)
· MLS Documentation (Ownership and Structure - Committee, Subsidiary, Regional, etc.)
· Description of Employment agreements with professional staff

· Headquarters Lease or Ownership information

· Basic Terms/Outline of Negotiated Agreement (Letter of Intent), addressing:

Name, jurisdiction, services to be provided, location of headquarters, new elected leadership structure (representation), ownership of Assets (money, physical assets, MLS ownership, lockboxes, REALTOR® store), budgeting issues, reserves, disposition of outside contracts (MLS, other service providers), bylaws adjustment, Employees, outstanding leases, etc.
Checklist of Merger Documentation

PRE-MERGER AGREEMENT DOCUMENTS NEEDED
	Name of Dissolving Association  
	


· Signed Confidentiality Agreement (if available)
· State Incorporation Documents

· NAR Charter Documents with Date

· Association Bylaws (specifically to address the following)
· Jurisdiction Description

· Board Composition/Elected Officers

· Quorum Requirements

· Requirements for Dissolution/Merger

· State Law Merger Requirements (if different than bylaws)
· Budget and Financial Documents

· Bank Statements and Credit Card Statements

· Outside Vendor Contracts

· Professional Standards Cooperative Enforcement Agreement (if any)
· Shared Services Agreement (if any)
· MLS Documentation (Ownership and Structure - Committee, Subsidiary, Regional, etc.)
· Description of Employment agreements with professional staff

· Headquarters Lease or Ownership information

· Basic Terms/Outline of Negotiated Agreement (Letter of Intent), addressing:

Name, jurisdiction, services to be provided, location of headquarters, new elected leadership structure (representation), ownership of Assets (money, physical assets, MLS ownership, lockboxes, REALTOR® store), budgeting issues, reserves, disposition of outside contracts (MLS, other service providers), bylaws adjustment, Employees, outstanding leases, etc.
Checklist of Merger Documentation

POST-MERGER AGREEMENT DOCUMENTS NEEDED (prior to submission, drafts will be finalized after NAR Approval of Merger)
· Plan of Merger – Finalized Details of the Agreement
· Copy of the minutes from each signatory Association of its general membership meeting which includes the official action taken in approving the merger.

· Articles of Merger Agreement, reviewed by legal counsel and financial professional, adopted by merging associations and/or boards of directors (must include a commitment to comply and fully implement NAR Core Standards)
· Draft of New Incorporation Documents for merged association (if required)
· Termination of Corporation documentation (of dissolving associations)
· Draft Budget Proposal for Merged Association
· Draft Vendor Agreements (if new or revised)
· Draft Professional Standards Cooperative Agreement (if new or revised)
· Draft Shared Services Agreements (if new or revised)
· Draft MLS Agreements or Documentation (if new or revised)
· Draft Employment Agreements (if new or revised)
· Draft Facilities Lease or Ownership Agreements (if new or revised)
· Documentation for transfer of personal property assets

· Documentation for transfer of outstanding funds, closing accounts
· Chapter structure, benefits/obligations document (if chapter model)
· Draft of proposed bylaws adjustments for merged association (Jurisdiction, Directors and Officers, Chapter Structure)
· Membership Records of dissolving association(s)  (Note:  The surviving association should contact NAR’s Membership Records at 800-868-3225 to receive a ledger of members for all associations that will be dropped as a result of the merger and for specific instructions on how to reconcile the member records)
Checklist of Merger Documentation

NAR Submission Document Checklist 
1. Application for Merger of Member Associations completed in duplicate and signed by President and Secretary of signatory Boards. 

2. Executed Merger Agreement

3. If a new name is selected for the Association, the name change portion of the merger application will be processed in accordance with NAR’s name Change procedure (Note:  If a new name is selected, the name change portion of the application will be processed separately.  Approval of the merger is not contingent on approval of the name change.  However, the consolidated board/association has no authority to use the new name until approval of the name by the National Association.)
4. Each signatory Board is required to submit a copy of the minutes from its general membership meeting which includes the official action taken in approving the merger.  (Note:  Merger must be approved by a majority of the members present and qualified to vote at a general membership meeting called for such purpose at which a quorum is present, unless otherwise specified in the Board’s Bylaws, or unless there are other requirements of state law) 
5. Agreement to Use the Term REALTOR® form completed in duplicate and signed by the President and Secretary.  (Note:  This form is not required if the association retains the present name of one of the signatory associations.)
6. Copy of agreement regarding state membership or written confirmation that no agreement exists.  (Applies only to mergers resulting in a local association having assigned territorial jurisdiction in more than one state.)
SUBMIT TO

National Association of REALTORS®

Member Policy Department – Merger Request
430 N. Michigan Avenue

Chicago, IL  60611

NOTE:  COPY TO YOUR STATE ASSOCIATION FOR INFORMATIONAL PURPOSES
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