
Letter of Coordination 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Position] 

[Recipient School Name] 

[School Address] 

Dear [Recipient Name], 

We are excited to announce the upcoming Cultural Exchange Program between [Your School 

Name] and [Recipient School Name]. This initiative aims to promote cultural understanding and 

foster collaboration among students. We believe that through this program, our students will 

have the opportunity to engage in enriching experiences that will broaden their perspectives. 

To ensure the success of this program, we propose the following activities: 

• Exchange of cultural presentations 

• Joint workshops and collaborative projects 

• Virtual tours and cultural showcases 

• Meet-and-greet sessions for students and faculty 

We would appreciate your input regarding the proposed activities and any additional suggestions 

you may have. Furthermore, we would like to schedule a coordination meeting on [Insert 

Date/Time] to discuss the logistics and establish a timeline for the program. 

Thank you for your collaboration, and we look forward to working together to create a successful 

cultural exchange experience for our students. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your School Name] 

[Your School Address] 

[Your Contact Information] 


