
Faculty Exchange Arrangement 

[Your Institution's Name]  

[Your Institution's Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Institution's Name]  

[Recipient's Institution's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

We are pleased to propose a faculty exchange arrangement between [Your Institution's Name] 

and [Recipient's Institution's Name]. This initiative aims to enhance academic collaboration, 

share research insights, and provide valuable cultural experiences for our faculty members.  

The proposed exchange program would allow faculty members from both institutions to spend 

[duration, e.g., one semester] at each other's campuses, engaging in teaching, research, and 

community activities. We believe that this collaboration will benefit both institutions and foster 

long-lasting academic relationships.  

Please let us know a convenient time for further discussions regarding this proposal. We are 

excited about the potential of this partnership and look forward to your favorable response.  

Sincerely, 

[Your Name]  

[Your Position]  

[Your Institution's Name]  


