Letter of Intent / Letter of Interest.

Once you have decided that you wish to move forward with an offer and meet the vendor, it’s imperative that you present your offer in a professional written format.

A letter of interest or letter of intent is a document that you present to the seller on your company headed paper. This letter is a professional approach, introducing your interest to the seller of the property, allowing you to communicate your offer formally.


You may of course include anything you feel is important to mention, in your letter of intent. In our experience it is vital, that the letter of intent contains the following.

The asking price of the property.

A profile of you and your company.

A statement for any suitable meeting dates and the names of who would be attending.


Any terms or conditions or requirements from you as the buyer.  An example can be financials, revenues, ADR, occupancy, NOI, your payment terms, deposit, valuations requests and any other due diligence requirements. You should also mention an estimated time frame, which you would expect to close on the transaction.


Additionally include a comfort statement on how you as the buyer intend to finance and purchase the property, together with the name of the bank, financiers and attorneys, who will facilitate any sales transaction.


It would be prudent to emphasize how you intend to provide your proof of funding. A statement to this effect, in our opinion, must also be incorporated in your letter of interest.

An example of a Letter of Intent is provided below.

Company Name on letter head
Your Address

and Contact Numbers
                                                          Date: 
To the vendor 

Properties reference:  Name of property
Location:  
Asking Price: 
Mr ………… of full legal age is capacity of  …..……………… on behalf of the business entity……….…………and registered address ………..………….. is interested in receiving further information about the hotel mentioned. 
Buyer’s profile….. Please insert some back ground information on your company and include your experience, possible recent transactions and website if you have one. This profile should be short but informative so the seller has a better understanding of who you are.

Could you please provide me with this information including:   
Revenue / expenses / profit & loss / room occupancy and rates
We have access to several avenues of capital to finance the acquisition of the fore mentioned property. Our bankers are Name of bankers. Our retained legal representative is Name of Attorneys

We appreciate that you require proof of our ability to finance the transaction.  We are prepared to provide you with detailed proof of funding either directly at the meeting or alternatively we can send a proof of funding document directly to you or your legal representative.  

We are prepared to pay a 10% (Ten Percent) deposit to secure the property. 

The information provided will be used by us the Prospective Purchaser solely to evaluate the possibility of acquiring the  mentioned property and shall be held in the strictest confidence and shall not be disclosed or discussed openly, We also acknowledge that the information is provided on a confidential basis and neither the Prospective Purchaser nor any nominees, associates, assigns, affiliates or any other entity or person with which the Prospective Purchaser is involved shall use the information for any purpose other than in connection with their proposed acquisition;  *Subject to purchaser diligence. 
 We also agree not to distribute all or part of the information provided to any other person or entity other than the Prospective Purchaser's financial, engineering, architectural, and legal or other professional advisors or to discuss the information with any non-affiliated person or entity. Any such distribution or discussion will constitute a breach of this Agreement.
Yours Sincerely,

----------------------------------------------.

