邀请函参考模板

LETTER OF INVITATION

[签发日期，例如：20 April 2026]

To: [受邀人姓名]
[受邀人所在单位/大学]
[受邀人所在国家]

Dear Professor/Dr./Mr./Ms. [受邀人姓氏],

On behalf of the [学院名称] at Hubei Normal University, I hereby cordially invite you to visit our university from [开始日期] to [结束日期] for the purpose of delivering a lecture / a series of lectures on [讲座主题或领域] /conducting academic exchange / collaborative research/exploring potential cooperation (请根据实际情况说明目的)

(根据实际情况说明经费安排)
如：We acknowledge that your home institution will cover your international travel expenses and accommodation, while we will be pleased to arrange local transportation and provide logistical support during your stay in Huangshi. 
或：We acknowledge that your round-trip international travel (economy class) and local accommodation will be covered by our university. Local transportation and logistical support will also be arranged.

Please kindly confirm your availability and acceptance by [确认截止日期，例如：10 May 2026] so that we may proceed with travel and event arrangements.

We greatly look forward to the opportunity to learn from your expertise and to explore potential collaboration between our institutions. For any assistance or additional information, please do not hesitate to contact us.

Sincerely,

[邀请人姓（全部大写）+ 名（首字母大写），例如：ZHANG Wei]
[邀请人职位]
[学院名称]
Hubei Normal University
[邀请人电子邮箱]
[邀请人电话号码]


来访人回函参考模板

[回函日期，例如：25 April 2026]

To: [邀请人姓名]
[邀请人职位]
[学院名称]
Hubei Normal University
Huangshi, Hubei, China

Subject: Acceptance of Invitation to Visit Hubei Normal University

Dear [邀请人姓名或“Colleagues”],

Thank you sincerely for your gracious invitation to visit Hubei Normal University to explore possible cooperation /deliver a lecture/lectures on [领域/主题] at Hubei Normal University. It is a great honor to be asked, and I am delighted to accept.

I appreciate the recognition of my work in [领域]and look forward to contributing to the partnership between our universities through my lecture.
[bookmark: _GoBack]
（确认经费安排）
如：I also thank you for covering the local arrangements / providing the financial support as outlined in the invitation. I will be in touch shortly regarding any logistical details.

Thank you once again for this wonderful opportunity. I look forward to meeting you and engaging with the faculty and students at Hubei Normal University.

Warm regards,



[受邀人全名]
[受邀人职位]
[受邀人单位/机构]
