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TEMPLATE INVITATION TO A SPEAKER
The following template is provided as a guide and should be tailored to your speaker and the event. Keep in mind that the letter must be specific (i.e., not open-ended) about any payments—honoraria, travel reimbursements, lodging, etc.

In addition to a signed copy of the letter, Claire and/or Lori will need a copy of the flyer advertising the event, and all itemized receipts. If the speaker is staying overnight, you are responsible for making hotel reservations, presumably at the Nathan Hale Inn. Check with Melanie for the appropriate KFS number that the room should be charged to. If you are planning a business meal, you must complete the Business Meal Pre-Approval form (the link is located where you found the link for this letter). Please remember that the English Department cannot reimburse alcoholic beverages. 
Date

Speaker Name

Speaker Address

Dear [speaker]:

We are delighted that you have agreed to give a talk and [describe other things the speaker may be doing, e.g., show a documentary] here at the University of Connecticut on [date of event].  Your visit will be sponsored by the English Department, [name other sponsors, e.g., Renaissance Seminar, the School of Education, the Rainbow Center].

We offer you an honorarium of [dollar amount], and we will reimburse you for your travel up to a maximum of [dollar amount]. The honorarium covers the [list the things the speaker is expected to do, e.g., the talk itself, a colloquium with students, and a luncheon meeting with students from the School of Education]. All events will take place on [date(s) of all events]. The reading will be held in [describe the place and equipment, e.g., the evening in Konover Auditorium, a cheerful space with good acoustics that seats 185. You will be provided with a microphone and equipment for the showing of the film].  Please let us know what AV supports you may require.

We anticipate that you will arrive in Connecticut on [arrival date]. You will be met at [the airport or train station] by [person’s name].  We will arrange and pay for you to stay [# nights stay] nights at [name and location of lodging] [date(s) of hotel reservation].

Please make your own travel arrangements and keep all original receipts.  In the event that you use an Internet service to purchase your airline tickets, please be sure to print out and bring us the online confirmation. We will also need proof of payment (e.g., canceled check or credit card stub - your credit card bill is not acceptable). It would also be a good idea to retain and submit your boarding pass. The same holds for ground transportation. We will need original, itemized receipts in all instances. We realize travel can be costly and trust you will find the most reasonable fares available.

At your earliest convenience, please sign and return one original of this letter. In order to process your honorarium and/or travel reimbursement, our Accounts Payable department will register you as a “supplier.” Look for an email from HuskyBuy. All relevant details will be accomplished online. Note that your honorarium may be reduced by state and/or federal taxes.

Nearer your arrival, we will provide more details regarding your visit. In the meantime, should you have any questions, please feel free to contact me, Robert Hasenfratz  (robert.hasenfratz@uconn.edu); 860-486-2141) or the Department’s Administrative Manager, Melanie Hepburn (melanie.hepburn@uconn.edu; 860-486-2169).

Throughout your visit you will be assured of an enthusiastic audience, and those of us in the English Department will do all we can to make your stay an enjoyable experience. We are very excited about your coming to UConn and look forward to your arrival.

Sincerely,

Robert Hasenfratz, Department Head
Department of English

I agree with the above terms.

Signature: _______________________________________

Name: ____________________________________  
Date:_________________________




(please print)

E-Mail address: ________________________________________________________________

Home phone: ______________________________
Cell phone: __________________________

Home address if other than shown above (the University will not send a check to a university address):

______________________________________

______________________________________

I am ____ a US Citizen.     I ___ have, ___ do not have, a green card.

I am not ___ a US Citizen.     Visa type: _____________________
I am ____, am not ​​​​____ a current or recent (within one year) employee of the State of Connecticut.

I am ____, am not ____ a retiree of the State of Connecticut.

I am ____, am not ____ a relative of a UConn employee.
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