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ACQ – Template – Due Diligence Procedure for Site Acquisitions

IBPL Sample Template

Due Diligence Procedure for Site Acquisition
Procedure Detail

Conduct Site Visit:

The site visit is a physical walk through.  During this step no actual inventory data are taken.  The auditor should collect specific notes on the following areas (at a minimum):

· Key site contacts

· Approximate site headcount

· Technology labs

· Supply closets

· Storage

· Communication closets 

· Data center and associated facilities 

· Verify site headcount:

· Contact Human Resources representative to obtain verification of fulltime site headcount.  In addition, organization charts are useful as well as information on how many employees are assigned to the location that may work from home or travel and thus have laptops or other equipment that is not physically present

· Conduct IT technical support interviews

· Interviews with information technology services personnel for operating system and images that they may have

· Review Site Inventory Process

· Review of inventory process used onsite

· Review IT documentation management processes

· Review of contract management process

· Inspect maintenance and license agreements

· Review of procurement process and inspection of purchase records

· Discovery tool review

· Installation of discovery tool

· Communicate plan for inventory to site employees 

· Email notification to all users for connections during inventory process

· Conduct automated inventory

· Electronic inventory taken

· Discrepancies explored

· Conduct physical inventory

· Physical inventory of data centers, tech labs, storage and supply closets and communication closets 

· Conduct interviews with important IT staff

· Informal interviews of all technical staff done for retention of key staff 

· Correlate inventory with documentation records

· Correlation of inventories, contracts and purchase records 

· Non-standard software and hardware assessment completed 

· Develop migration plan

· Legacy application migration plan developed

· Migration to company standard applications project developed

· Substandard or radically non-standard equipment replaced 

· Employee retention selection completed

· Migration project planning completed

· Migration projects initiated 

· Conduct project closure
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