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April 13, 2026

Guest’s full legal name as it appears on passport
Complete Address

Dear X,

This is an invitation for you to visit the University of South Carolina Department of X from mm/dd/yyyy to mm/dd/yyyy, for the purpose of PURPOSE.

The University will pay for your roundtrip airline ticket to and from Columbia, South Carolina as well as lodging from mm/dd/yyyy, and checking out on mm/dd/yyyy. 

Please apply for B-1 Business status at the U.S. port of entry, whether via pre-flight inspection at the airport or at the U.S. border crossing if traveling by car.  You will need a valid Canadian passport or other evidence of Canadian citizenship and copy of your round-trip ticket, if traveling by air.  

At the point of entry, please present this letter and your passport to the U.S. official, state your purpose in coming to the U.S. as University business, and request an I-94 admission record.  When the officer returns your portion of Form I-94 and your passport, look carefully at the document and be sure “B-1” is stamped, circled, or written on the U.S. entry stamp in your passport and on Form I-94 if provided.  Upon your arrival at USC, please provide:
(1) Your passport biographic data page(s) and the page on which the B-1 U.S. entry stamp appears, along with Form I-94 if provided;
(2) Invoice(s) for eligible travel expense reimbursement; << IF APPLICABLE
(3) USC Payroll Foreign National Tax Information Form << IF HONORARIUM

<Any additional information the host unit would like to provide may be inserted here.>

Sincerely,


NAME
TITLE

Cc:   	Immigration Services, ISSS 
        	Office of the Controller << IF TRAVEL / HONORARIUM PAYMENT

