[Department letterhead]
Date:

To: MU Library Circulation
From: [MU academic unit]

Regarding: Request for library privileges for an international visiting scholar

To Whom It May Concern:

This letter is written on behalf of [name of scholar and Social Security number, if available], a visiting scholar from [scholar’s home country]. S/he is working alongside [name/title of sponsoring faculty] in the [MU academic unit]. The purpose of his/her stay is to [very brief description of scholar’s role at MU].

We are requesting that [name of scholar] be granted library privileges for the duration of his/her stay at MU, which will be until [program end date]. The department takes full financial responsibility for all library materials and equipment utilized by [name of scholar] during his/her time at MU.

Both the department and [name of scholar] are informed regarding the scope and limitations of these privileges, which include:

· Standard check-out privileges, including interlibrary loans.

· Access to most, but not all, databases while in the library, but no off-site access.

· Access AND check-out privileges of bound journals

Thank you for assisting [name of scholar], our honored guest, in this process.
Sincerely,
