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[bookmark: _Toc188959319][bookmark: _Toc188959357]General Rules
[bookmark: _Hlk195525118]This document provides two templates for invitation letters requested by short-term visitors:
[bookmark: _Hlk188885367]Template 1: Invitation letter for short research stays.
[bookmark: _Hlk188885333][bookmark: _Hlk195525077][bookmark: _Hlk195525412]Template 2: Invitation letter to attend an event organised or co-organised by INESC TEC.
These invitation letter templates are intended solely for use within the context of institutional events or stays. They should not be used for personal or unrelated purposes.

Keep in mind the following rules:

Follow the Template Structure
Please use the provided templates as a standard. Ensure that all sections are completed accurately and in accordance with the details of the stay or event being referenced. Insert INESC TEC’s institutional logo on the top right side of the pages (intranet).

Customise the Content
Adjust the content to reflect the specific details of the stay or event, including dates, locations, and other relevant information. Ensure that any changes made do not compromise the professional tone and format of the letter or the institution’s standards.

Check for Accuracy
Double-check all information, especially names, dates, and contact details, to ensure no errors. Incorrect or incomplete information may cause confusion or delays in the invitation process.

Obtain Necessary Approvals
Before finalising the letter, make sure that the Centre Coordinator, Project Manager or Service Head Office has reviewed and approved the invitation. Approval from event coordinators may be required for event-related invitations.

Signature Requests
The invitation letter for short research stays should be submitted to the Human Resources service at ticket.recursos.humanos@inesctec.pt, which will internally collect the signature.
However, the invitation letter to attend an event organised or co-organised by INESC TEC should be signed by the local organising committee.


[bookmark: _Toc188959320][bookmark: _Toc188959358]Templates
[bookmark: Template1][bookmark: _Toc188959321][bookmark: _Toc188959359]Template 1: Invitation letter for short research stays (English)

To whom it may concern

Subject: Invitation Letter for [Mr/Ms name]
The Institute for Systems and Computer Engineering, Technology and Science - INESC TEC, headquartered at FEUP Campus, Rua Dr Roberto Frias, 4200-465, Porto, Portugal, is pleased to invite [title] [Visiting Researcher’s Name], [position at affiliation institution] with passport/identification number [number], valid until [date], for a short/medium-term research visit to our facilities in Porto/Braga/Vila Real, from [start date] to [end date]. 
[Title] [Visiting Researcher’s Name] will be hosted by [supervisor or host’s title and name], [position at INESC TEC] at INESC TEC’s [Centre’s name] in full compliance with our institution’s internal regulations and best standards. 

[Title] [Visiting Researcher’s Name] will work on [research theme] according to the outlined plan:

 [include some further details of the visit plan]

For this visit, INESC TEC will not pay any salary compensation to [title] [Visiting Researcher’s Name] or bear any travel costs (round trip airfare), accommodation, meals, or medical insurance. 	Comment by Andreia Passos: Remove or add new items as appropriate. There is room for adjustaments.

[Title] [Visiting Researcher’s Name] will retain his/her affiliation with his/her home institution and will ensure the necessary means to travel to Portugal.  INESC TEC will provide [title] [Visiting Researcher’s Name] with a supportive work environment and will be available to guide [title] [Visiting Researcher’s Name] on any matters related to his/her stay in Portugal during the visit. 	Comment by Andreia Passos: Remove if not appropriate.
We are looking forward to [Title] [Visiting Researcher’s Name] and will make every reasonable effort to ensure that this visit meets everyone’s best expectations.
If you have any questions related to the work plan, please refer to [supervisor’s or host’s name] at [email]. [In case you have any questions regarding the visa application, please refer to the International Relations Service (SRI) at internationalrelations@inesctec.pt.]	Comment by Andreia Passos: Remove if not appropriate.
Porto, [full date] 
Yours faithfully,

_______________
[Administration/Human Resources service]	Comment by Andreia Passos: To get the document signed please email to ticket.recursos.humanos@inesctec.pt 


[bookmark: Template2][bookmark: _Toc188959322][bookmark: _Toc188959360]Template 2: Invitation letter to attend an event organised or co-organised by INESC TEC (English)

Invitation Letter

To whom it may concern

Subject: Invitation Letter for [name]


The Institute for Systems and Computer Engineering, Technology and Science - INESC TEC, with headquarters in Campus da FEUP, Rua Dr Roberto Frias, 4200-465, Porto, is pleased to invite [title] [Applicant’s Name], [position and affiliation], with passport/identification card number [number], valid until [date], to attend the [Event Designation], Web Page: [link])  between [Start Date and End Date].


The event will take place from the [date] to the [date] at/in [place] and INESC TEC will be acting as [for example, “main organiser” or co-organiser”]. Attendees will have access to [insert some further details according to the event’s agenda, for example, seminars, workshops, etc].	Comment by Andreia Passos: Adjust as appropriate.	Comment by Andreia Passos: Add some details about the agenda and remove the instruction sentence.

[Title] [Applicant’s Name] will be participating as a general attendee/speaker/session chair.	Comment by Andreia Passos: Adjust as appropriate.

INESC TEC will be covering the following costs to ensure [Title] [Applicant’s Name]’s participation in the event: [include here all the applicable item costs].	Comment by Andreia Passos: Remove the paragraph which is not appropriate.

OR

INESC TEC will not be covering any costs related to the participation of [Title] [Applicant’s Name] in the event. [Title] [Applicant’s Name] and his/her home institution will ensure the necessary means to travel to Portugal to take part in the event.

We remain available to respond to any questions you may have at [EMAIL ADDRESS OF THE ORGANISING COMMITTEE].

Kind regards,

Porto/Braga/Vila Real, [full date] 
________________________________
Local Organising Committee	Comment by Vera Pinto: This letter should be signed by the local organising committee.
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