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WELCOME!

The US Forest Service International Programs Office would like to welcome you to its International Exchange Visitor Program. We look forward to hosting you during your program in the United States. All members of the Forest Service family will try our best to make your stay in the United States pleasant and rewarding.  To help you prepare for your departure, we are providing you with the following:

· International J-1 Exchange Visitor Program Handbook

· Checklist of program responsibilities

· Official invitation letter

· Form DS-2019 – Certificate of Eligibility for Exchange Visitor (J-1) Status

· Community Resource Information Sheet

· Program Profile

· Travel and Arrival Instructions

Please read these documents carefully as they describe the J-1 Exchange Visitor Program guidelines, policies and procedures. These documents will also guide you through the various steps you must take as a participant in this program.

Should you have any questions related to any of the information contained in these documents, please contact  the International Programs Office  or Insert Host Name as soon as possible.  You are required to verify receipt of the guidelines and agree to all terms and conditions of the program.  It is very important that you understand the program before returning the “Acceptance of Responsibility” document.

Program Profile

Your program is briefly described in your letter of invitation.  Here is some additional information about your program and a summary of your program responsibilities as outlined by your program host:

	Insert Detailed Program Descriptions and Participant Expectations


	Item
	Sponsor/Host Responsibility
	Participant Responsibility

	Visa Application Costs
	
	

	Travel to and from US Embassy/Consulate to Apply for J-1 Visa
	
	

	Communication costs (telephone, mail, fax, email service) from home to program officials or hosts.
	
	

	Round-trip transportation between home country and program site
	
	

	Tuition, Fees and Personal Expenses associated with official International Seminars.
	
	

	Living Expenses
	
	

	Housing
	
	

	Furnishings and Basic Cooking Equipment
	
	

	Utility Bills (Gas, Electric, Cable TV, Telephone, etc.)
	
	

	Mobile Phone
	
	

	Health insurance (Provided by International Programs)
	X
	

	Medical Expenses beyond what is covered by insurance plan
	
	X

	Office Space/Equipment/Internet Access –Available (hours:             )
	X
	

	Local Transportation from home to program site
	
	

	Program Related Travel Expenses
	
	

	Insert additional items and rows as necessary.
	
	

	
	
	


For any items that will require reimbursement, you will be required to complete the appropriate forms upon arrival at your program site. 

TRAVEL AND ARRIVAL IN THE USA  

(Please read the Pre-Arrival and Entry in the USA sections of the International Exchange Visitor Handbook)

If this is your first entry to the U.S.A. as a J-1 Exchange visitor, please read the enclosed handbook carefully. The rules and regulations associated with the J-1 Exchange Visitor program are very specific.  After reading the handbook, check the website of the US Embassy/Consulate in your country to verify the visa application process.  In general, you will need to take the following documents with you for your visa application: 

· All appropriate and required application forms

· Valid Passport (must be valid 6 months beyond program end date)

· Certificate of Eligibility for (J-1) Exchange Visitor Status (Form DS-2019)

· Invitation Letter

· Evidence of finances (sponsor letter or personal funds as shown on personal bank statement) 
· Evidence of degrees earned or transcripts and proof of student status 
· Evidence of employment                                                                                                                                                         

· Any other documentation your embassy/consulate requires – check their web sites.

Detailed instructions on applying for a visa and entering the United States are found in the US Forest Service International J-1 Exchange Visitor Handbook. Read these carefully before proceeding.  

Before departing, consider making copies of the important documents you will be carrying on the plane with you.  Leave copies at home and carry an extra copy in your luggage.   These might include copies of : passport, driver’s license, identification cards, DS-2019, program funding documents, power of attorney, banking or financial information, emergency contact lists, pre-arrival information, travel itinerary and tickets

TRAVEL TO YOUR PROGRAM SITE

Travel and Arrival instructions specific to your itinerary and program are as follows:

	· Insert itinerary and instructions for local travel, arrival and greeting.

· List contact information for initial contacts/greeters 

· Describe housing arrangements

· List any anticipated activities that will occur upon the arrival of the exchange visitor (meal, check-in at hotel, etc.)

· List any expenses that the exchange visitor should expect within first 72 hours of arrival.




NEXT STEPS

You will need to follow through with all steps outlined on the attached checklist.  More detail on each of these items is included in the program handbook. These include:

· Return “Acceptance of Responsibility” Form – Fax to (202) 273-4750

· Check-In/validation

· Verifying new local address and contact information

· Debit Card/Maintenance Allowance Instructions – Verification of Receipt (if applicable)
· Insurance Policy and Instructions – Verification of Receipt

· Site Orientation

· Official Program Orientation – International Programs

CONTACT INFORMATION

Should you need assistance at any point before, during or after your arrival in the USA, please do not hesitate to contact any one of the following individuals.   We are happy to assist in any way we can.

Your primary contacts for your program are:

International Programs Office

International Visitor Program Emergency Number




(202) 360-0262

Brenda Dean, International Visitor Program Coordinator
bdean@fs.fed.us

(202) 219-9774

Patricia Paugh, International Visitor Program Specialist
ppaugh@fs.fed.us
(202) 273-4743

Jannelle Starks, International Travel
Coordinator

jstarks@fs.fed.us

(202) 273-4697

Fax









(202) 273-4750

Other

Host Unit  - Include all relevant contact information for arrival      Insert Names & Contact Information
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