
Memorandum of Understanding 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Subject: Confirmation of Collaboration 

Dear [Recipient's Name], 

We are pleased to confirm our mutual understanding regarding the collaboration between [Your 

Organization Name] and [Recipient's Organization Name]. This memorandum outlines the intent 

and the framework under which both parties will work together on [Brief Description of the 

Collaboration]. 

The key points of our collaboration are as follows: 

• Objective: [State the objective] 

• Responsibilities: [Outline key responsibilities] 

• Timeline: [Specify the timeline] 

• Resources: [Mention available resources] 

Both parties agree to maintain open communication and collaborate actively to achieve the 

outlined objectives. 

We look forward to a successful partnership and the positive impacts it will generate. 

Thank you for your commitment. Please sign below to confirm your acceptance of this 

memorandum. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization Name] 

[Your Contact Information] 



Accepted by: 

[Recipient's Name] 

[Recipient's Title] 

Signature: ________________________ 

Date: ______________________________ 


