(Date)
(Name)
c/o Department of xxxx
University of Southern California

Dear (name),

Professor (name) of the Department of (name) has notified me that the department has proposed that you be appointed as a Visiting Scholar for the [academic/fiscal year] [dates].  I have just received the nomination form and am most pleased to endorse it.

With this endorsement you are officially appointed to that position.  If my office can be of any assistance to you as you join the USC academic community, please do not hesitate to call upon us.

We are delighted that you are going to spend some time with us. Best wishes for a pleasant and successful visit.

Yours sincerely,

name
Dean of xxxx
cc: 

