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HLGEIAAN.: M Lawrence Berkeley National Laboratory





Date:

(Name)

(Address)

Dear ___________

I would like to extend our invitation to you to stay at Lawrence Berkeley National Laboratory (LBNL) from ____________ (mmddyy) thru _______________ (mmddyy).  This extension of your visit will provide an opportunity for you to continue your collaboration in the _______ Division.
(Fellowship Payment for Students)
It is my understanding that you are enrolled at <University/Institution> and the focus of your independent research or study is _______________.  Your independent research or study is under the direction of your academic advisor as identified below:

	Name:
	

	Phone:
	

	Email:
	


I will augment this support with a fellowship payment for local living expenses at a rate of $X,XXX USD per month for the period indicated above (prorated for partial months) and provide workspace and research materials from my LBL and campus operating funds. 
Your student fellowship may have tax implications, which could include mandatory tax withholding and reporting under U.S. federal and state regulations. Please contact your tax advisor for further guidance.

If you are an international person (resident or nonresident alien), additional documents must be completed prior to payment.  You will receive an email from support@online-tax.net to complete the required GLACIER (LBNL’s tax compliance software) questionnaire. The email will provide instructions on how to log into GLACIER.  
(LBNL Fellowship Payment for Postdoctoral Fellows working on their own project(s) and for their own benefit)
I am pleased to award you a LBNL fellowship in the amount of $X,XXX USD per month for the period of ____________ (mmddyy) thru _______________ (mmddyy).
Your fellowship may have tax implications, which could include mandatory tax withholding and reporting under U.S. federal and state regulations. Please contact your tax advisor for further guidance.

If you are an international person (resident or nonresident alien), additional documents must be completed prior to payment.  You will receive an email from support@online-tax.net to complete the required GLACIER (LBNL’s tax compliance software) questionnaire. The email will provide instructions on how to log into GLACIER.  
(Expense Reimbursement for Non-Students)
LBNL will reimburse your lodging and M&IE (meals and incidentals), in accordance with the LBNL Travel policy, up to 55% of the per diem rate for Berkeley, California. Your travel reimbursement shall not exceed $________ per month for the period of ______(mm/dd/yyyy) to ________(mm/dd/yyyy).
Information on the travel policy and travel reimbursement guidelines can be found at:

· https://commons.lbl.gov/display/rpm2/Travel+Policy
· http://travel.lbl.gov/assets/docs/travel/reimbursement_guidelines.pdf   

Please note that lodging receipts are required for reimbursement.  In addition, lodging with friends or relatives is non-reimbursable. 

I look forward to having you continue our productive collaboration.

Sincerely,

<Host Name>

<Title>

<Division>

Cc:  Linda Randolph, Nonemployee Desk, Controller's Office
Lawrence Berkeley National Laboratory                                                                                                   

One Cyclotron Road / MS: XXXX / Berkeley, California 94720 / phone 510-XXX-XXXX / fax 510-XXX-XXXX
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