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SAMPLE:  Below is a Sample Invitation Letter to be used for Nonresident Alien (NRA) guests coming to the UW to be guest speakers/presenters at events.  Please customize the letter with your department letterhead, etc.

[Enter Date Here]
Dear Honored Guest,

The University of Wisconsin is pleased to invite you to be a guest speaker at the [Enter Event Name Here].  As part of this invitation, the University of Wisconsin will be providing you a payment for services (Honorarium) in the amount of $[Enter Amount here].  The UW will also reimburse you for travel expenses including airfare, lodging, and meal based on our Travel Accountable Plan.

In order to receive the above payments you are required to obtain the appropriate Visa from the United States Embassy in your country.   Please visit or call the United States Embassy in your country and take this letter of invitation with you.  Based on the letter please ask for a B-1 (Business) Visa for your trip to the University of Wisconsin.  Please consult the United States Embassy in your country for appropriate lead time required to obtain your visa as lead time varies from country to country.

If you are from a Visa Waiver Program (VWP) Country this program allows citizens of participating countries to travel to the United States without a visa for stays of 90 days or less, when they meet all requirements.  Travelers must be eligible to use the VWP and have a valid Electronic System for Travel Authorization (ESTA) approval prior to travel. If you are eligible to travel on the VWP, but prefer to have a visa in your passport, you may still apply for a visitor (B) visa.  To determine if you are from a Visa Waiver Country please visit http://www.bussvc.wisc.edu/acct/tax/Visa_Waiver_Program.doc for a listing of the countries participating in this program and the Electronic System for Travel Authorization (ESTA) requirements you must complete before you come to the United States.

Once you get to the United States, the University of Wisconsin host department will need to see your original (1) passport and (2) I-94 or ESTA Authorization if from Visa Waiver County.  Please provide the originals to the paying department and they will make copies of these documents.  The department may also request other payment documents, such a receipts, etc. which they will inform you of prior to your visit to the University of Wisconsin.

We hope you accept this invitation and are looking forward to having you at the University of Wisconsin.

Sincerely,

[Enter Department Signature, etc. here]
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