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	Template for follow-up letter - If there was agreement on concrete activities

[Insert name of other party]

[Insert position]

[Insert address]

[Insert date] 

Dear Mr/Ms/Mrs/Professor [insert name/surname here], 

Thank you for attending the meeting on [insert date] to discuss possible collaboration activities between the College of Economics-Vietnam National University, Hanoi and [insert partner institution]. 

I see great opportunities and benefits in undertaking the activities that we discussed. Together we will be able to enhance our global teaching and research capacity and reputation/take advantage of the ever-growing Vietnamese education and training market/foster strong international linkages and exchange between our researchers and academics/provide international study opportunities to our students/[insert any other benefits here]. 

I have attached the meeting outcomes/summary for your reference and comment. As you will see it outlines the key areas that we agreed to collaborate on, namely [insert agreed activities here]. Please let me know if you agree with the outcomes/summary or if you would like any changes. 

There were a few areas that we agreed would need further discussion. I have included these in the action items of the attached document. [If necessary, insert additional questions here, e.g. date and time for next meeting]. 

I look forward to hearing from you and working closely with you in the future.

Yours sincerely,

[insert your name] 

[insert your position]

[insert your institution]




