Example Invitation Letter for Sabbatical
March 29, 2013
Name
Address

City, Country, Postal Code

Dear Mr./Ms./Dr. _____:

I am writing to you to invite you to complete a sabbatic leave for one year here at the University of Idaho in Moscow, Idaho.  The sabbatical can start __________ and be completed by ___________.  Most of the research work will be completed in Moscow, Idaho, but you may travel several times during the year to observe and perhaps participate in research at _______, Idaho or _____, Idaho.

The area of research that you will be participating in will most likely involve plant tissue culture research.  I can think of two potential projects that may be of interest to you.  One project involves using less harmful chemicals to prevent microbial contamination of plant tissue cultures.  The second project could involve micropropagation of a native plant species from Idaho.  Either of these projects would also be useful to my research program.  Pursuit of either project will depend on your interest and finding funding to complete the research.
In order for you to have a productive sabbatic leave, we will supply you with several basic necessities.  We will supply you with a desk in a shared office space.  In addition, you will be supplied with access to the Agricultural Sciences Building, to my laboratory in this building, as well as the University Library, where you should find ample library resources to support your research during your stay.  You may also be able to attend and audit relevant courses and attend events hosted by the university in the field of ____________. The University of Idaho will supply you with a computer account with access to e-mail.  
Finally, I can supply you with an older desktop computer.  I would strongly urge you to bring a newer model of laptop computer with you in order for you to have a better computer to use while you are here.  I will also help you locate housing for you and your family before you arrive.  I can send you apartment listings or look at apartments for you if you need me to do so.   We can correspond about your housing needs after you have been accepted for completing a sabbatical here.
As part of this invitation, the expectation is that you will provide funding to cover all of your costs while in Moscow, including food, housing, transportation, and travel.   The cost of basic living expenses in our area is $1,100 USD per month as a bare minimum and additional dependents would be $500USD per person.   Therefore, for a one year sabbatical, you will need to show you have access to $______USD.  In addition, as per J-1 visa regulations, you will need to meet the US Department of State’s health insurance requirements to cover potential expenses for health-related (medical, dental, and vision) costs.  Information will be sent to you or is enclosed with this letter. 
In summary, I invite you to complete a sabbatical leave here at the University of Idaho studying some aspect of plant tissue culture in my laboratory.  Although we can supply you will office and lab space as well as a computer account, you are responsible for and must demonstrate that you have financial funding to support yourself and your dependents to cover all of your costs for food, housing, transportation, travel, health insurance and health care.  

Sincerely,

Professor Name &Title
I agree to and accept the terms of this invitation/agreement. 


____________________________________________


____________________

Scholar Name 







Date Signed
