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   US Forest Service 
 International Programs
	Instructions for Letters of Invitation 



Several topics must be addressed in letters of invitation extended to J-1 Exchange Visitors.  Please read all guidance related to the J-1 Exchange Visitor program before writing a letter of invitation. Then, use this list and the following sample as guidance in preparing letters of invitation for government visitors, research scholars, specialists and short-term scholars.  Templates used for standard offers of “employment” are not appropriate and do not adhere to the guidelines for international exchange visitors who will hold J-1 visas, even though these visitors may be receiving a maintenance allowance in some case.  All letters of invitation must be placed on official letterhead with original signatures of unit officials.

Please include in letters of invitation:

ACTIVITIES:

· Position/Role:  Role/title the person will hold or a description of formal affiliation

· Recognition that this activity has been approved by the Unit, Office, Region, or other official

· Mention that participation in program is dependent on ability to obtain the appropriate visa 

· Category of J-1 Exchange Visitor: Government Visitor, Research Scholar, Short-Term Scholar, Specialist
· Program Dates

· Description of proposed activities and responsibilities

· Description of your role as host/supervisor in monitoring and supporting the visitor

· Opportunities for cultural exchange

SUPPORT, FINANCES & POLICIES:
· Materials/equipment/support provided or not provided by hosting unit

· Maintenance Allowance (if applicable) or recognition of their source of funding

· Reference to support requirements, (equivalent of $1150/mo for individual, $500/mo spouse, $333/mo each child)
· Health Insurance Requirement
· Fees & Other monetary considerations (who is responsible? Department or EV?)

· Program Fee or Tuition for Special Programs (Conference/Seminar participants)

· Administrative fees (covered by US Forest Service Unit, grant, or other source)

· OTHER (personal responsibility for certain fees or memberships, etc.)

· J-1 EV must adhere to all Forest Service, immigration & Exchange Visitor Program regulations and policies

· Dependents – Minimum support required (spouse: $500/mo, child $333/mo) & process for inviting dependents 

· Housing – Who will identify temporary housing? Provide options and rates.

· Transport from/to airport - Who is responsible for logistical arrangements & costs?

· Transportation at the site – Who is responsible? Likely costs, options
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