
Acquisition Agreement Process Outline 

Date: [Insert Date] 

To: [Receiving Party Name] 

From: [Your Company Name] 

Subject: Acquisition Agreement Process Outline 

1. Introduction 

We are pleased to outline the process for the potential acquisition of [Target Company Name]. 

This document serves to guide all parties involved through the necessary steps. 

2. Preliminary Discussions 

• Initial contact between parties 

• Discussion of mutual interests 

• Confidentiality Agreement execution 

3. Due Diligence 

• Information request list preparation 

• Review of financial, legal, and operational documents 

• On-site visits and interviews 

4. Negotiation of Terms 

• Drafting of Letter of Intent (LOI) 

• Discussion of acquisition structure 

• Agreement on price and payment terms 

5. Formal Agreement 

• Delineation of terms and conditions 

• Review and revisions of the Purchase Agreement 

• Execution of agreement 

6. Closing Process 

• Final review of documentation 



• Transfer of assets and funds 

• Announcement of acquisition 

7. Post-Acquisition Integration 

• Integration planning and execution 

• Monitoring of performance metrics 

• Continuation of communication between parties 

We look forward to your feedback and hope to proceed with this acquisition in a mutually 

beneficial manner. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


