Sponsoring Department/Program Letterhead
Date
United States Customs and Border Patrol Officer
Department of Homeland Security

Dear Officer:

Mr/Ms (insert name) has been invited to participate in a (insert name of program) from (put dates) by (your unit) at Northwestern University.  
In this section, please describe the program.

We request that Mr/Ms (insert name) be issued a B-1 visa/be admitted under the WB Visa Waiver Program [choose either B1 or WB] as the intent of his/her trip meets the requirement outlined INA 101 (A) (15) (B) as well as in the Department of State regulations cited in 9 FAM 402.2-2(F). These provisions permit someone to enter the U.S. in B-1/WB [choose either B1 or WB] status for the purpose as stated above.
Thank you in advance for your assistance to Mr/Ms (insert name).
Sincerely,

(Your name and designation)
