Illinois State University B-1/WB Invitation Letter Template
(print on letterhead)
Date
Re: Invitation to Visit Illinois State University
Dear [Name of Visitor]:
On behalf of Illinois State University, I am pleased to invite you to visit our campus from [Start Date] to [End Date] as a guest of the [Department/School Name].
During your visit, you will participate in professional activities that will include [describe relevant activities]. 
This visit is intended for short-term professional purposes only and does not involve enrollment in courses, academic credit, employment, or training.
You should plan on entering the U.S. as a B-1 (Visitor for Business). If your country of citizenship participates in the Visa Waiver Program with the United States, you may choose instead to enter the U.S. under the WB category (Visa Waiver for Business). Please see the U.S. Department of State website for more information: https://travel.state.gov/content/travel/en/us-visas/business.html. 
As previously discussed, the [Department/School Name] is prepared to compensate you with a [enter USD amount] honorarium and to reimburse you for round trip air fare and travel expenses from [Specify Country of Origin] to Normal, IL. I have confirmed with the Illinois State University Tax Office that these payments are allowable for your visit as a B-1/WB visitor and in accordance with U.S. immigration law and university policies.
We look forward to welcoming you to Illinois State University. If you have any questions regarding your visit, please feel free to contact me.
Sincerely,
[Host Name]
[Title]
[Department]
Illinois State University
[Email Address]
[Phone Number] 
CC: Tax Office (TaxOffice@ilstu.edu)
        International Student and Scholar Services (IntlScholars@ilstu.edu)
