BUSINESS LETTER OF INTENT SAMPLE

BUSINESS LETTER OF INTENT SAMPLE SERVES AS A CRUCIAL TOOL IN THE PROFESSIONAL LANDSCAPE, ESTABLISHING A FORMAL
AGREEMENT BETWEEN PARTIES BEFORE THE EXECUTION OF A CONTRACT. THIS TYPE OF LETTER IS COMMONLY USED IN VARIOUS
BUSINESS DEALINGS, INCLUDING MERGERS, ACQUISITIONS, PARTNERSHIPS, AND REAL ESTATE TRANSACTIONS. (UNDERSTANDING
HOW TO DRAFT AN EFFECTIVE BUSINESS LETTER OF INTENT IS ESSENTIAL FOR ENSURING CLARITY AND MUTUAL UNDERSTANDING
AMONG THE INVOLVED PARTIES. IN THIS ARTICLE, WE WILL EXPLORE THE COMPONENTS OF A BUSINESS LETTER OF INTENT,
PROVIDE A COMPREHENSIVE SAMPLE, AND DISCUSS BEST PRACTICES TO ENHANCE ITS EFFECTIVENESS.

To ASSIST YOU IN NAVIGATING THROUGH THIS TOPIC, WE HAVE STRUCTURED THE ARTICLE AS FOLLOWS:

o [UNDERSTANDING A BUSINESS LETTER OF INTENT

Key COMPONENTS OF A BUSINESS LETTER OF INTENT

SAMPLE BUSINESS LETTER OF INTENT

BesT PRACTICES FOR WRITING A BUSINESS LETTER OF INTENT

CoMMON MISTAKES To AvolD

UNDERSTANDING A BUSINESS LETTER OF INTENT

A BUSINESS LETTER OF INTENT (LOD IS A PRELIMINARY AGREEMENT THAT OUTLINES THE BASIC TERMS AND CONDITIONS OF A
PROPOSED BUSINESS ARRANGEMENT. |T SERVES AS A FORMAL DECLARATION OF THE PARTIES’ INTENTIONS TO ENTER INTO A
LEGALLY BINDING AGREEMENT IN THE FUTURE. WHILE AN LOI IS NOT A LEGALLY BINDING DOCUMENT ITSELF, IT ESTABLISHES A
FRAMEW ORK FOR NEGOTIATIONS AND CLARIFIES THE EXPECTATIONS OF BOTH PARTIES INVOLVED.

TYPICALLY, A BUSINESS LETTER OF INTENT IS USED IN VARIOUS SCENARIOS, INCLUDING BUT NOT LIMITED TO:

MERGERS AND ACQUISITIONS

JOINT VENTURES
¢ REAL ESTATE TRANSACTIONS
e PARTNERSHIP AGREEMENTS

® |INVESTMENT PROPOSALS

THE PURPOSE OF A BUSINESS LETTER OF INTENT IS TO ENSURE THAT ALL PARTIES ARE ON THE SAME PAGE REGARDING THE
FUNDAMENTAL ASPECTS OF THE DEAL. THIS DOCUMENT CAN ALSO SERVE AS A BASIS FOR CREATING A MORE DETAILED AND
BINDING AGREEMENT IN THE FUTURE.

Key COMPONENTS OF A BUSINESS LETTER OF INTENT

A WELL-STRUCTURED BUSINESS LETTER OF INTENT INCLUDES SEVERAL KEY COMPONENTS THAT ENSURE CLARITY AND
COMPREHENSIVENESS. EACH SECTION PLAYS A VITAL ROLE IN CONVEYING THE INTENTIONS OF THE PARTIES INVOLVED.



1. TITLE AND INTRODUCTION

THE TITLE OF THE LETTER SHOULD CLEARLY STATE THAT IT IS A LETTER OF INTENT. THE INTRODUCTION SHOULD INCLUDE A
BRIEF OVERVIEW OF THE PURPOSE OF THE LETTER, OUTLINING THE PARTIES INVOLVED AND THE GENERAL NATURE OF THE
PROPOSED AGREEMENT.

2. BACKGROUND INFORMATION

THIS SECTION PROVIDES CONTEXTUAL INFORMATION ABOUT THE PARTIES INVOLVED AND THE BACKGROUND OF THE PROPOSED
DEAL. |T MAY INCLUDE THE HISTORY OF THE RELATIONSHIP BETWEEN THE PARTIES AND ANY RELEVANT PRIOR AGREEMENTS.

3. TerMs AND CONDITIONS

THE CORE OF THE LETTER OUTLINES THE SPECIFIC TERMS AND CONDITIONS OF THE PROPOSED AGREEMENT. THIS INCLUDES:

® SCOPE OF THE AGREEMENT
¢ FINANCIAL CONSIDERATIONS
® TIMELINE FOR NEGOTIATIONS

CONFIDENTIALITY CLAUSES

CONDITIONS FOR MOVING FORW ARD

EACH TERM SHOULD BE CLEARLY DEFINED TO AVOID ANY MISUNDERSTANDINGS.

4. NExT STEPS

IN THIS SECTION, THE LETTER SHOULD SPECIFY THE NEXT STEPS THAT EACH PARTY WILL TAKE TO MOVE FORWARD WITH THE
NEGOTIATIONS. THIS MAY INCLUDE SCHEDULING MEETINGS, CONDUCTING DUE DILIGENCE, OR DRAFTING A FORMAL CONTRACT.

5. CLOSING STATEMENT

THE CLOSING STATEMENT SHOULD AFFIRM THE INTENT TO NEGOTIATE FURTHER AND EXPRESS APPRECIATION FOR THE
CONSIDERATION OF THE PROPOSAL. |T MAY ALSO INCLUDE A STATEMENT INDICATING THAT THE LETTER IS NON-BINDING.

SAMPLE BUSINESS LETTER OF INTENT

TO PROVIDE A CLEAR ILLUSTRATION, BELOW IS A SAMPLE BUSINESS LETTER OF INTENT. THIS SAMPLE CAPTURES THE ESSENTIAL
ELEMENTS DISCUSSED PREVIOUSLY.

[Your NaME]

[Your TITLE]

[Your CoMPANY]

[Your ADDRESS)



[CiTY, STATE, Zip CoDE]
[EMAIL ADDRESS)]
[PHoNE NUMBER]

[DATE]

[RecipiENT NAME]
[RecipienT TITLE]
[Recipient CoMpPANY]
[RecipieNT ADDRESS]

[CiTY, STATE, Zip CoDE]

SuBJECT: LETTER OF INTENT

DeAr [RecIPIENT NAME],

THIS LETTER SERVES AS A FORMAL LETTER OF INTENT REGARDING THE POTENTIAL PARTNERSHIP BETWEEN [YOUR COMPANY] AND
[RECIPIENT COMPANY]. \W/E BELIEVE THAT A COLLABORATION BETWEEN OUR ORGANIZATIONS COULD LEAD TO MUTUALLY
BENEFICIAL OUTCOMES.

BACKGROUND INFORMATION:
[Your CoMPANY] HAS BEEN A LEADER IN [INDUSTRY/FIELD] FOR [NUMBER] YEARS, PROVIDING EXCEPTIONAL

[ProbucTs/Services]. [ReciPIENT COMPANY] IS RENOWNED FOR [RECIPIENT'S ACHIEVEMENTS]. TOGETHER, WE CAN LEVERAGE
OUR STRENGTHS TO ACHIEVE [SPECIFIC GOALS).

TerMs AND CONDITIONS:

THE TERMS OF THE PROPOSED PARTNERSHIP INCLUDE:

® JOINT MARKETING EFFORTS
o SHARED RESOURCES IN [SPECIFIC AREAS]
o A REVENUE-SHARING MODEL THAT BENEFITS BOTH PARTIES

e A TIMELINE FOR IMPLEMENTATION BY [DATE]

W/E ARE COMMITTED TO MAINTAINING CONFIDENTIALITY AND ASSURE YOU THAT ANY PROPRIETARY INFORMATION SHARED DURING
THIS PROCESS WILL BE KEPT SECURE.



NeXT STEPS:

W/E PROPOSE SCHEDULING A MEETING TO DISCUSS THIS LETTER FURTHER AND EXPLORE THE DETAILS OF OUR POTENTIAL
PARTNERSHIP. PLEASE LET US KNOW YOUR AVAILABILITY IN THE COMING WEEKS.

THANK YOU FOR CONSIDERING THIS PROPOSAL. WE ARE LOOKING FORWARD TO YOUR POSITIVE RESPONSE.

SINCERELY,
[Your NAME]
[Your TITLE]

[Your CoMPANY]

BesT PRACTICES FOR W/RITING A BUSINESS LETTER OF INTENT

T O ENSURE THE EFFECTIVENESS OF A BUSINESS LETTER OF INTENT, CONSIDER EMPLOYING THE FOLLOWING BEST PRACTICES:
o Be CLEAR AND CoONCISE: USE STRAIGHTFORWARD LANGUAGE AND AVOID JARGON. CLARITY IS ESSENTIAL FOR MUTUAL
UNDERSTANDING.

o Use PROFESSIONAL TONE: MAINTAIN A FORMAL TONE THROUGHOUT THE DOCUMENT. THIS REINFORCES THE SERIOUSNESS
OF THE INTENT.

® PROOFREAD: CAREFULLY REVIEW THE LETTER FOR ANY GRAMMATICAL OR SPELLING ERRORS. A POLISHED DOCUMENT
REFLECTS PROFESSIONALISM.

® Be SPecIFIC: CLEARLY OUTLINE ALL TERMS AND CONDITIONS TO AVOID AMBIGUITY.

o Seek LEGAL ADVICE: IF NECESSARY, CONSULT WITH A LEGAL EXPERT TO ENSURE THAT THE LETTER MEETS ALL LEGAL
REQUIREMENTS.

CoMMoN MISTAKES To AvolD

\W/HILE DRAFTING A BUSINESS LETTER OF INTENT, IT IS CRUCIAL TO AVOID CERTAIN PITFALLS THAT COULD UNDERMINE ITS
EFFECTIVENESS!

® VAGUENESS: FAILING TO PROVIDE SPECIFIC DETAILS CAN LEAD TO MISUNDERSTANDINGS.

EXCESSIVE LENGTH: A LENGTHY LETTER CAN DILUTE THE MESSAGE. AIM FOR BREVITY WHILE COVERING ESSENTIAL
POINTS.

IGNORING FORMATTING: A DISORGANIZED LETTER CAN BE CHALLENGING TO READ. USE CLEAR HEADINGS AND BULLET
POINTS FOR BETTER READABILITY.

® NEGLECTING FoLLow-UP: AFTER SENDING THE LETTER, BE PROACTIVE IN FOLLOWING UP TO KEEP THE MOMENTUM GOING.



IN SUMMARY, A BUSINESS LETTER OF INTENT IS A VITAL DOCUMENT IN VARIOUS BUSINESS TRANSACTIONS. BY UNDERSTANDING
ITS COMPONENTS, UTILIZING A SAMPLE FOR GUIDANCE, AND ADHERING TO BEST PRACTICES, YOU CAN CRAFT AN EFFECTIVE LOI
THAT PAVES THE WAY FOR SUCCESSFUL NEGOTIATIONS.

Q: WHAT IS A BUSINESS LETTER OF INTENT?

A: A BUSINESS LETTER OF INTENT IS A FORMAL DOCUMENT THAT OUTLINES THE INTENTIONS OF PARTIES TO ENTER INTO A
BUSINESS AGREEMENT. |T SERVES AS A PRELIMINARY AGREEMENT THAT SETS THE STAGE FOR FURTHER NEGOTIATIONS.

Q: Is A LETTER OF INTENT LEGALLY BINDING?

A: GENERALLY/ A LETTER OF INTENT IS NOT LEGALLY BINDING, BUT IT CAN INCLUDE BINDING PROVISIONS SUCH AS
CONFIDENTIALITY CLAUSES. IT PRIMARILY SERVES TO OUTLINE THE INTENTIONS OF THE PARTIES INVOLVED.

QI \WHAT SHOULD BE INCLUDED IN A LETTER OF INTENT?

A: A LETTER OF INTENT SHOULD INCLUDE A TITLE, INTRODUCTION, BACKGROUND INFORMATION, TERMS AND CONDITIONS, NEXT
STEPS, AND A CLOSING STATEMENT. EACH SECTION SHOULD BE CLEARLY DEFINED TO AVOID MISUNDERSTANDINGS.

Q: How DO | FORMAT A BUSINESS LETTER OF INTENT?

A: A BUSINESS LETTER OF INTENT SHOULD BE FORMATTED LIKE A FORMAL BUSINESS LETTER, INCLUDING THE SENDER'S AND
RECIPIENT'S ADDRESSES, A SUBJECT LINE, A SALUTATION, AND A SIGNATURE BLOCK.

QI CAN A LETTER OF INTENT BE USED IN REAL ESTATE TRANSACTIONS?

A: YES, A LETTER OF INTENT IS COMMONLY USED IN REAL ESTATE TRANSACTIONS TO OUTLINE THE TERMS OF A POTENTIAL SALE
OR LEASE BEFORE FORMAL CONTRACTS ARE DRAFTED.

QI WHAT ARE COMMON MISTAKES TO AVOID WHEN WRITING A LETTER OF INTENT?

A: COMMON MISTAKES INCLUDE BEING VAGUE, MAKING THE LETTER TOO LENGTHY, IGNORING PROPER FORMATTING, AND
NEGLECTING FOLLOW-UP AFTER SENDING THE LETTER.

Q: How CAN | ENSURE MY LETTER OF INTENT IS PROFESSIONAL?

A: To ENSURE PROFESSIONALISM, USE CLEAR AND CONCISE LANGUAGE, MAINTAIN A FORMAL TONE, PROOFREAD FOR ERRORS, AND
FOLLOW STANDARD FORMATTING GUIDELINES.

QZ \WHAT IS THE PURPOSE OF A LETTER OF INTENT?

A: THE PURPOSE OF A LETTER OF INTENT IS TO OUTLINE THE PRELIMINARY TERMS OF A PROPOSED AGREEMENT AND TO ESTABLISH
A FRAMEWORK FOR FURTHER NEGOTIATIONS BETWEEN PARTIES.

Q: SHOULD | SEEK LEGAL ADVICE FOR A LETTER OF INTENT?

A: WHILE NOT ALWAYS NECESSARY, SEEKING LEGAL ADVICE CAN BE BENEFICIAL, ESPECIALLY FOR COMPLEX TRANSACTIONS, TO
ENSURE THAT THE LETTER MEETS LEGAL STANDARDS AND ADEQUATELY PROTECTS YOUR INTERESTS.
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CHARLOTTE, N.C., Oct. 15, 2024 (GLOBE NEWSWIRE) -- Fresh Vine Wine, Inc., (NYSE American:
VINE) (“Fresh Vine”), today announced that it has entered into a letter of intent (the “LOI”) with
Adifex

Fresh Vine Wine, Inc. Announces Letter of Intent for Business Combination (Nasdagl1mon)
CHARLOTTE, N.C., Oct. 15, 2024 (GLOBE NEWSWIRE) -- Fresh Vine Wine, Inc., (NYSE American:
VINE) (“Fresh Vine”), today announced that it has entered into a letter of intent (the “LOI”) with
Adifex

Auddia Announces Non-binding Letter of Intent for Business Combination and
Restructuring (Yahoo Financelmon) BOULDER, Colo., Aug. 05, 2025 (GLOBE NEWSWIRE) --
Auddia Inc. (NASDAQ: AUUD) (NASDAQ: AUUDW) (“Auddia” or the “Company”), today announced



that in follow up to the leadership and strategic changes

Auddia Announces Non-binding Letter of Intent for Business Combination and
Restructuring (Yahoo Financelmon) BOULDER, Colo., Aug. 05, 2025 (GLOBE NEWSWIRE) --
Auddia Inc. (NASDAQ: AUUD) (NASDAQ: AUUDW) (“Auddia” or the “Company”), today announced
that in follow up to the leadership and strategic changes

EUDA Signs Letter of Intent to Potentially Acquire GO POSB (Business Insider22d)
SINGAPORE, Sept. 10, 2025 (GLOBE NEWSWIRE) -- EUDA Health Holdings Limited (NASDAQ:
EUDA) (“EUDA” or the “Company”), a Singapore-based non-invasive healthcare provider in Asia
focused on Singapore,

EUDA Signs Letter of Intent to Potentially Acquire GO POSB (Business Insider22d)
SINGAPORE, Sept. 10, 2025 (GLOBE NEWSWIRE) -- EUDA Health Holdings Limited (NASDAQ:
EUDA) (“EUDA” or the “Company”), a Singapore-based non-invasive healthcare provider in Asia
focused on Singapore,

AXAC Signs Letter of Intent for a Business Combination (Business Wire2y) ATLANTA--
(BUSINESS WIRE)--AXIOS Sustainable Growth Acquisition Corporation (“AXIOS”) (NYSE:AXAC), a
publicly traded special purpose acquisition company (SPAC), today announced the signing of a
AXAC Signs Letter of Intent for a Business Combination (Business Wire2y) ATLANTA--
(BUSINESS WIRE)--AXIOS Sustainable Growth Acquisition Corporation (“AXIOS”) (NYSE:AXAC), a
publicly traded special purpose acquisition company (SPAC), today announced the signing of a
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