SAMPLE TEMPLATE for Invitation Letter
The letter should be on department letterhead.
Of course, you will change the descriptive wording to suit your own situation in terms of workspace, funding, what your department will be able to provide, what work the scholar will be engaged in, et cetera.

===============================================================

[name and address of recipient]







[date]
Dear [name of scholar] :
I am very happy to extend an official invitation for you to pursue individual research and independent study at the University of Kansas in the [***]  Department from approximately [date]  through [date]. We can provide you with an affiliate relationship with KU, which will enable you to have computer and internet access, free transportation on the bus system, the ability to check out books from the KU libraries, and free use of the Robinson gymnasium.  While the [***] Department will gladly serve as your department of formal affiliation for the University of Kansas, we will not be able to supply you with work space or funding.  

I understand that you have a particular interest in [***], and I have agreed to serve as your research mentor. You are welcome to audit courses in the [***] Department, and to attend Department lectures and functions. [might also mention labs, other facilities, other faculty members, specific details of planned research activities]
After you have received this letter, it will be necessary for you to formally accept our invitation and send us proof of your funding.  After I have received your acceptance, we will work with Malika Lyon of our International Programs office to provide the documents you will need for securing a visa.  [All of this wording about formally accepting the invitation may or may NOT be necessary, depending on your particular situation.]
I look forward to receiving your formal letter of acceptance for our invitation.  We will be happy to have you here at KU this fall.  We are sure that it will be a learning experience for all of us.

Sincerely,

[your name]
[your title]
[***] Department, The University of Kansas

