MOU Cover Letter

[Insert Date]

[Insert Recipient]

Dear [Name]

Please find attached the Memorandum of Understanding between [name of Sponsor] and [contracting Party name] for the Collaborative on [collaborative name].  Please carefully read the section that pertains to your roles and responsibilities for the Collaborative.  If you wish to edit any part of the MOU, please do so and return it to us for review.  Once a final revision is completed, we will send you two copies for signing.  If the revised MOU meets your approval, please sign both copies. Keep one copy for yourself and return the other to the following address:

[Sponsor’s name and address]

We look forward to working with you to make this Collaborative successful.

Sincerely,

[sponsor name, title]

