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Private & Confidential

[VISITOR NAME]
[VISITOR ADDRESS]


[DATE]


Dear [TITLE AND FULL NAME]

I am delighted to confirm your invitation as an Academic & Affiliate Visitor to the [SCHOOL/DEPT] within the [FACULTY/DIRECTORATE] from [DATE] to [DATE]. 

The purpose of your visit is [INSERT THE PURPOSE OF VISIT HERE].

There are a number of benefits associated with the invitation and these are outlined below:
· Provision of a University ID swipe card for access to buildings,
· Full borrowing rights with the University of Manchester library,
· Full access to University computing facilities, including University subscription to on-line journals.
Please note however that as an Academic & Affiliate Visitor you are not an employee or a member of the University’s staff and as such there is no entitlement to remuneration and associated terms and conditions of employment.

[THE PARAGRAPH BELOW IS ONLY FOR NON-BRITISH/IRISH CITIZENS]
As you are not a British or Irish citizen you are required to ensure that any activity which you undertake is within the scope of permitted activities of your visa.  Details of the type of visa you may require and permitted activities will have already been provided to you as part of the approval process of your visit.  

As a visitor to the University of Manchester, you will be required to present your passport and visa/immigration stamp to People Services Reception to obtain your ID card.  

For your visit to be fully approved and required access set up, you must return your Academic & Affiliate Agreement before your start date.  This invitation is subject to you accepting and complying with the terms of that agreement.  The University may terminate your visit to the University in the event that you are in breach of the agreement; or you are no longer able to carry out the approved activities; or if you carry out activities outside the scope of your visa; or if in the University’s reasonable opinion, you have committed an act of misconduct, are incompetent in your approved activities, or you are likely to bring the reputation of the University into disrepute.

I would like to take this opportunity to welcome you to the University and should you have any queries regarding this invitation please do not hesitate to contact me.

Yours sincerely  
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