<Department Letterhead>

Date:
To Whom It May Concern:

This letter is submitted in support of the non-immigrant status application for a (B-1 business visa)/OR (VWP status) for Dr. XYZ. 
Dr. XYZ is currently employed as a(n)      (title)        , in    (area)         . The Department of                         at the University of Missouri-Columbia would like to invite Dr. XYZ to participate in    (purpose)    from (date) to (date).
Dr. XYZ’s activities will include                           .  

As an invited business visitor, the University of Missouri-Columbia will reimburse Dr. XYZ only for the actual transportation and travel charges, which include round trip airfare, lodging, meals, conference and other expenses based on actual receipts for these items. No payment in excess of actual expenses and/or honoraria will be made. (You do not need to include this section if no reimbursements will be made)
Therefore we respectfully ask for a (B1 visa to be issued)/ OR (VWP status to be given) to Dr. XYZ for entry into the United States for the above business purpose.

Sincerely,
