LETTERHEAD OF THE UNIVERSITI PUTRA MALAYSIA
EXCHANGE OF LETTERS
[Name, Designation & Address of the Recipient]

Title: Co-operation in …….
Dear Sirs,

1.
I have the honour to confirm to you that in reference to the discussions held at ……………………. on ……………….. or through mails in respect of cooperation between ………………………. and …………………………… on the possibility of developing cooperation on …………………………….., the following matters have in principle been agreed to:-

(i)
Cooperation in matters relating to ………………………………….. that would contribute to the development and enhancement of relations between both parties which will include the provision of research in the conduct and management of ……………………………………………

(ii)
The aforesaid activities will be carried out through the exchange of researchers, study trips, joint courses and projects and through organization of workshops, seminars and conferences. [This provision is for reference only, to be formulated accordingly].

2.
I have the honour also to confirm that this Exchange of Letters shall not form a legally binding agreement between the ………………………………….. and the …………………………………………

3.
The cooperation agreed herein would be carried out and implemented upon the signing of a legally binding instrument between the two said parties in the near future.

4.
I understand that the parties will take this matter for both universities approval so that further discussion between the parties will take place when and as the university authority agrees and approves the said co-operation.

Thank you.

Yours faithfully,

……………………………………….

[Signatory]

[Designation]

[Name of University]

[Place in Malaysia]  

[Date]

LETTERHEAD OF THE ORGANISATION
EXCHANGE OF LETTERS

[Name, Designation & Address of the Recipient]

Title: Co-operation in …….
Dear Sirs,

1.
I have the honour to acknowledge receipt of your letter dated ……………….. and to agree to the proposal made in respect of cooperation between the ………………………….… and the ………………………….. as below:

(i)
Cooperation in matters relating to ………………………………….. that would contribute to the development and enhancement of relations between both parties which will include the provision of research in the conduct and management of ……………………………………………

(ii)
The aforesaid activities will be carried out through the exchange of researchers, study trips, joint courses and projects and through organization of workshops, seminars and conferences. [This provision is for reference only, to be formulated accordingly].

2.
I have the honour also to confirm that this Exchange of Letters shall not form a legally binding agreement between the ………………………………….. and the …………………………………………
3.
The cooperation agreed herein would be carried out and implemented upon the signing of a legally binding instrument on terms and conditions to be agreed upon by both parties.

4.
I understand that the parties will take this matter for both universities approval so that further discussion between the parties will take place when and as the university authority agrees and approves the said co-operation.

Thank you.

Yours faithfully,

……………………………………….

[Signatory]

[Designation]

[Name of Foreign Institution]

