SAMPLE INVITATION LETTER
(Please Print on Department Letterhead)
Date
Dear [VISITOR]:

This letter serves as confirmation of your visit to Thomas Jefferson University and includes some important information you should review prior to your arrival. 

Your observation/volunteer experience from [START DATE-END DATE] will include [EXPLANATION OF  VOLUNTEER ACTIVITY (i.e. lab work, data entry, observe clinical procedures, etc.)].  You are responsible for your own funding during this time. 

You should notify our department about your arrival date.  We will then set up an appointment for you at the Office of International Exchange Services (OIES) where you will complete a mandatory check-in.  Please be prepared to present your passport, visa and completed immunization records.  You must also show proof of health insurance at that time.  

After completing the necessary paperwork at OIES, you will be directed to University Health Services.  For this appointment, you must bring the completed the “Volunteer/International Visitor Immunization Documentation” form and required vaccination documentation.  If you do not have immunization records with you when you arrive at Jefferson, you will be required to have lab work done at your expense to prove your immunity.  If you are found not to be immune, you will need to be vaccinated at your expense.  If you have tested positive in the past for tuberculosis, you will need to bring with you a chest x-ray dated within the previous 6 months.  These tests and vaccines will also delay your ability to obtain an ID badge.  

DEPARTMENT MAY ADD OTHER INFORMATION AS NECESSARY
Sincerely,

Supervisor/Administrator Name

Title
