Queen’s Sample Invitation Letter for Academic Visitors not requiring a work permit 

Public Speaker/Seminar Leader – speaking engagement less than 5 days

Notes: (please delete before sending)

The IRCC category “Public (Guest) Speaker/Seminar Leader” under paragraph R186(j) of the Immigration and Refugee Protection Regulations is defined as follows:

A guest speaker for the sole purpose of making a speech or delivering a paper at a dinner, graduation, convention or similar function, or as a commercial speaker or seminar leader delivering a seminar that lasts no longer than five days;
· Honorarium may be provided

· Speaking engagement must be for less than 5 days

· See http://www.queensu.ca/internationalvisitors/entry-canada-requirements/academics-not-requiring-work-permits for further details

<<Insert Official Letterhead>>
<<insert date>> 

<<insert visitor’s name and address>> 

Dear <<insert name>>,  

I am pleased to invite you to the Department of <<insert name of department>> as a Guest Speaker for the << insert name of event>> beginning on <<insert start date>> to <<insert end date>>. Your host will be <<Provide information on the host at Queen’s: name, title, contact information >>

Your speaking engagement will last no longer than 5 days. It is our understanding that, following your visit, you will be returning to your position of <<insert position>> at the <<insert name of institution>>. 

Under Canada’s Immigration and Refugee Protection Act and Regulation R186(j), a Guest Speaker or Seminar Leader does not require a work permit. 
During your stay, you will <<list activities that will be carried out; lectures, seminar participation, etc >>. These activities will take place at << insert geographic location(s) where activities will take place (for example, the Queen’s campus, Biology Station, etc.) >>  
To support your visit, we will provide you with <<describe details, e.g., honorarium, reimbursement for travel expenses related to the visit, etc>>. 
For additional requirements to enter Canada, please refer to the following web site: http://www.cic.gc.ca/english/visit/apply-how.asp.  Depending on your country of citizenship, you may require a visa or biometric information to enter Canada. As of March 15, 2016, visa exempt foreign nationals will also need an Electronic Travel Authorization. 

Please present this letter when entering Canada.
<<insert closing paragraph>> 

Sincerely, 
  <<name, title and signature of Queen’s Host>>                  <<name, title and signature of Chair/Dean/Director>> 

Enclose business cards for Queen’s signatories or provide contact information in signature block.
Date this template was last updated: Jan 5, 2016
By the Office of the Provost/Faculty Recruitment Support
