TEMPLATE VWP LETTER FOR ACADEMIC PROFESSIONALS OTHER THAN MEDICAL DOCTORS 
TO BE PREPARED ON OFFICIAL UNIVERISTY LETTERHEAD

[Today’s date]

To the Port of Entry Officer

United States Department of Homeland Security

United States Citizenship and Immigration Services

United States Port of Entry
Subject:
(NAME)’s Entry into the U.S. using the Visa Waiver Program


 

Dear Sir/Madam:

We have invited (NAME) to be on campus from (NOTE START & END DATE) for the purpose of (PURPOSE OF VISIT) at (NAME OF DEPARTMENT/DIVISION/UNIT) at the University of Colorado Denver.  S/he will (BRIEFLY EXPLAIN PROGRAM DUTIES/ASSIGNMENTS/OR ACTIVITES OBSERVED and EXPLAIN REASON FOR INTEREST OF AND BENEFIT TO SCHOLAR IN PARTICIPATING IN THIS PROGRAM OR OBSERVATION).  S/he will continue his/her employment with [NAME OF ACADEMIC INSTITUTION ABROAD] and will continue to receive his/her salary from that institution.    

The University of Colorado Denver is the Rocky Mountain region’s premier urban research university with nationally ranked programs, and provides diverse undergraduate and graduate programs with options in the health sciences, life sciences, professional programs, and liberal arts.  Its affiliated hospitals, including the University of Colorado Hospital and Colorado Children’s Hospital, are part of the Rocky Mountain region's only academic medical center.  UCH has been recognized as one of America's best hospitals, according to U.S. News & World Report.
(IF APPROPRIATE, ADD DESCRIPTION OF SPECIFIC PROGRAM VISITOR IS COMING TO OBSERVE)

This scholar’s activities fit within the parameters of the B-1 visa according to 9 FAM 402.2-5(B) ALIENS TRAVELING TO UNITED STATES TO ENGAGE IN COMMERCIAL TRANSACTIONS, NEGOTIATIONS, CONSULTATIONS, CONFERENCES, ETC:   
Aliens should be classified B-1 visitors for business, if otherwise eligible, if they are traveling to the United States to: 

(1) Engage in commercial transactions, which do not involve gainful employment in the United States (such as a merchant who takes orders for goods manufactured abroad); 

(2) Negotiate contracts; 

(3) Consult with business associates; 

(4) Litigate; 

(5) Participate in scientific, educational, professional, or business conventions, conferences, or seminars; or 

(6) Undertake independent research.

[EXPLAIN HOW THE VISITOR’S ACTIVITES FALL WITHIN THIS GENERAL DISCUSSION; CAN INCLUDE MORE THAN ONE OF THE LISTED ACTIVITIES.] 

IF VISITOR WILL BE REIMBURSED FOR ANY OR ALL OF HIS/HER EXPENSES WHILE HERE

[NAME] will continue to receive his/her salary from [NAME OF INSTITUTION].  However, the [UNIT NAME] will reimburse him/her for the actual expenses of this visit.  This is consistent with 9 FAM 402.2-5 (F)(1) Incidental Expenses or Remuneration:  “A nonimmigrant in B-1 status may not receive a salary from a U.S. source for services rendered in connection with his or her activities in the United States. A U.S. source, however, may provide the alien with an expense allowance or reimbursement for expenses incidental to the temporary stay. Incidental expenses may not exceed the actual reasonable expenses the alien will incur in traveling to and from the event, together with living expenses the alien reasonably can be expected to incur for meals, lodging, laundry, and other basic services.”
Thank you in advance for your assistance in (NAME)’s entry into the United States using the Visa Waiver Program. 
Sincerely,

[Appropriate Signature Block]

