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LBNL TRAVEL REIMBURSEMENT INVITATION LETTER TEMPLATE

Date

Name

Address

City, State, Zip

Dear ________________:

Lawrence Berkeley National Laboratory (LBNL) is pleased to invite you as an affiliate to collaborate on the subject of (define specific activity). 

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. 

 Should you have any questions, please contact my administrator, (name), at (phone number).

Regards,

(Name)

(Title)

Cc: Travel Office - TREX


