




[DATE]
[NAME]

[ADDRESS]

Re:
Collaborating Visitor’s Letter

Dear [NAME]:

We have invited you to visit the laboratories of [NAME OF FACULTY MEMBER] at the [NAME OF LAB, CENTER OR DEPARTMENT], Carnegie Mellon University from [BEGIN DATE] through [END DATE].  The actual start date of your visit may be adjusted to accommodate your scheduling needs [and processing of your immigration status], provided however, that the revised dates must be set by mutual agreement between you and [NAME OF FACULTY MEMBER].

[OPTION 1 – Remote Visitor:] Due to current university operational limitation as a result of the coronavirus pandemic, you are approved only to conduct a remote visit from [COUNTRY VISITOR IS CURRENTLY LOCATED]
 and are not approved to visit Carnegie Mellon University’s facilities or laboratories in person.
[OPTION 2 – On Campus Visitor:] Due to the recent coronavirus pandemic, if you are a visitor departing from a country the CDC has deemed as Level 3, do not report to campus until you have completed a 14 day “self-isolation” period beginning only after entry to the United States.  Upon completion of the 14 day “self-isolation” period, if you are entirely symptom free, you will be able to come to CMU campus for your approved collaborating visit. Please note if the country you are departing from is escalated from Level 2 to Level 3 after your visit is approved, but prior to entering the United States, you must abide by the Level 3 guidelines and observe the 14 day “self-isolation” period in addition to being symptom free prior to entering campus and beginning your collaborating visit. 

During your visit, your exclusive status will be that of a collaborating visitor.  You will not be an employee, agent, or student of Carnegie Mellon University.  You will not be entitled to receive any compensation, benefits or course credit from Carnegie Mellon in connection with this visit. [OPTION 1: To the contrary, it is our understanding that you will continue to be employed by [HOME INSTITUTION/COMPANY NAME] during your stay here and that [HOME INSTITUTION/COMPANY NAME] will provide full support for the duration of your visit.  My assistant, [NAME] will contact you by e-mail to make arrangements to get a letter from your University confirming that you will receive full support from your home institution.]  [OPTION 2:  To the contrary, it is our understanding that you will be fully self-supported during your visit to Carnegie Mellon.] 

[INSERT DESCRIPTION OF WHAT VISITOR WILL BE DOING AT CMU]  

We are enclosing a copy of the University’s Collaborating Visitor Agreement (“Visitor Agreement”) for your review and signature.  The Visitor Agreement will govern your stay here and what projects you can observe and work on while in our [INSERT LABORATORY OR DEPARTMENT], and also addresses various other matters, including intellectual property ownership.  As described in the Visitor Agreement, some or all of the work product and/or intellectual property you create during your visit may be owned by Carnegie Mellon.  This invitation is contingent on [OPTION 1:  your agreement] [OPTION 2:  your agreement and the agreement of your [HOME INSTITUTION/COMPANY NAME]] to abide by the provisions in the Visitor Agreement.  If you do not agree to comply with the Visitor Agreement, you may not visit our [LABORATORY OR DEPARTMENT].  Hence, we are requesting that [OPTION 1: you] [OPTION 2: you and an authorized signatory of your [HOME INSTITUTION/COMPANY NAME]] sign the Visitor Agreement where indicated and return the signed copy to us, along with a counter-signed copy of this letter.  Carnegie Mellon must receive a countersigned copy of this letter and the signed Visitor Agreement (including, where applicable, any required signatures of your institution or employer) prior to your arrival.
Please feel free to contact me or [contact person] if you have any questions regarding your visit.

I hope you enjoy your stay and have a very fruitful visit with us.

Sincerely, 






Enclosure: Carnegie Mellon Collaborating Visitor Agreement 

By signing below, I accept the opportunity to visit 

Carnegie Mellon under the terms and conditions 

outlined above in this letter and in the enclosed Visitor Agreement:

Signature: _________________________

NAME

Date:

[OPTIONAL CO-SIGN FOR VISITOR’S HOME INSTITUTION/COMPANY]
 Signature: _________________________

NAME

TITLE

Date:

�Please include this language for all remote visitors while remote operations are in effect, unless specific permission has been granted for a visitor to work on camps for a coronavirus related project.  If the visitor is within the US, please enter the United States here.  


�Please include this language for all international visitors who will be coming to campus once remote operations have been lifted. 





