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SAMPLE LETTER OF INVITATION

Department of Mathematical Sciences

University of xy
Addresses
Contact person: 

Professor YP
Department of YA,

YA University

City, Country
Email address











Date

Dear Professor YA,

It is my great pleasure to invite you to visit the University of (please fill out) for the period from-------------to------------- as a volunteer lecturer. Your visit will be teaching at the (name of department).

We would like to invite you to teach a course in (name of the course) with (number of hours per week). You will teach (amount of) students. Their backgrounds is (list their degrees).
The exams should be prepared and exercised by you. We will prepare the students for the course beforehand, help with student mentoring and assessment and take care of any necessary follow up. The course is an integral component of a regular degree program (name of the program) at XY University.  
The following person will assist you with teaching and preparing the course:  (name, position and email address). 
We suggest you stay at (name of hotel/ accommodation). XY University will offer you (an office with internet connection e.g.) We will help you will local transport and arrange a pick up from the airport. 
I very much hope that you are able to accept the invitation, and I am looking forward to welcoming you in XYZ.

Yours sincerely,

Director/ head of the department
Signature

Stamp

