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STANFORD LINEAR ACCELERATOR CENTER

Lowell A. Klaisner
Associate Laboratory Director
Engineering and Technical Support 
2575 Sand Hill Road, MS 75
Tel:  +1 650 926-2726
Menlo Park, CA 94025 USA
Fax: +1 650 926 8657

klaisner@slac.stanford.edu
        
     Date: 
Dr. __________
Institution Name

Institution Address

Institution City

Dear Dr.

On behalf of SLAC I am pleased to extend an invitation to you to __________________.  Your host for this visit will be _____________.

In connection with this visit, SLAC will provide reimbursement for round-trip air travel (on US carrier, at the lowest logical coach fare) and lodging accommodations at the SLAC Guest House.  Reservations may be made at http://www.stanford.edu/dept/hds/guesthouse/.  Alternative lodging accommodations should be arranged only with advance approval.  We will also provide a meal allowance of $59 per day and economy rental car expenses for SLAC-related business. Stanford University provides self-insurance on rental cars and you should not purchase more.  Please refer to SLAC’s travel webpage located at http://www-group.slac.stanford.edu/bsd/travel/visitorTravel.html for further SLAC guidelines and restrictions.  Ms/Mr. ___________ will coordinate the details of your reimbursement; she/he may be reached at 
(name) @slac.stanford.edu or by telephone at (650) 926-____.
If you are not a U.S. citizen or Legal Permanent Resident, expense reimbursement is contingent upon holding appropriate visa status and providing SLAC with the required documentation upon your arrival.  Without this, we will be unable to reimburse you for expenses.  Please access the documentation guidelines web link at http://www-group.slac.stanford.edu/hr/i/Guidelines.htm, so you will be aware of the documents you need to bring with you and to whom to provide them upon your arrival.  This guideline also provides information regarding appropriate visa status.  Should you have visa questions after reviewing the guidelines, please contact Ms. Robyn Mossett at robyn@slac.stanford.edu for clarification.

I wish you a productive and successful visit.







Sincerely,







Lowell A. Klaisner
c:  Dept. Head(insert name)          ETS Planner (insert name)     (Insert other Dept. personnel name)                  

     M. Chang        B. Hemstad       R. Mossett         SLAC Travel Department              
 SLAC is a U.S. Department of Energy Research Facility Operated Under Contract by Stanford University
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