
Acquisition Timeline Communication 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Acquisition Timeline Update 

Dear [Recipient Name], 

We are pleased to inform you about the acquisition process with [Acquisition Company Name], 

which is set to unfold over the coming months. Below is the anticipated timeline for this 

significant transition: 

Acquisition Timeline: 

• Week of [Date]: Initial discussions and negotiations. 

• Week of [Date]: Due diligence period begins. 

• Week of [Date]: Final negotiation of terms. 

• Week of [Date]: Signing of the acquisition agreement. 

• Week of [Date]: Integration planning commences. 

• [Insert Date]: Formal completion of the acquisition. 

We are committed to ensuring a seamless transition and will keep you updated throughout this 

process. If you have any questions or require further clarification, please do not hesitate to reach 

out. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


