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1. Before issuing an invitation, verify the following with the Exchange Visitor:


· Length of Stay & Intended Activities: This affects the category of program and eligibility for extensions - government visitor, short-term scholar, research scholar or specialist. 

· Exchange Visitor Activities/Employment Eligibility, Tax Obligations and Incidental Employment: Both the hosting department and visitor must fully understand J-1 exchange visitor regulations, approved activities and employment policies for J-1 Exchange Visitors in each program category. Verify that the visitor understands s/he may only be engaged with programs sponsored by the US Forest Service or its official partners and, if applicable, that the visitor may receive a maintenance allowance while participating in the specific program.  Some exchange visitors may be exempt from taxes while others may be liable.  Clarify that the visitor cannot seek employment or become employed.   Scholars may be allowed an exception of a pre-approved occasional outside lecture or other activity. However, these occasional activities must directly relate to the cited program activities and be approved by the Responsible Officer in the International Programs Office.

· Dependents: Clarify whether or not dependents are welcome to join the J-1 exchange visitor and convey that if dependents are invited as J-2 dependents, they are subject to J-1 regulations, including the 2-year home presence requirement, J-2 employment guidelines and mandatory insurance requirement.
· Funding available to the exchange visitor

· A combined minimum total of $1150/month is required for the visitor and $500/month for a spouse and $333/month for each dependent child.  This may be comprised of US Government funding, foreign government funding, personal funds, and the value of in-kind contributions such as lodging.

· Health Insurance: The visitor must have sufficient health insurance for himself/herself and all dependents. This insurance must meet the mandatory State Department requirements. All international visitors processed through International Programs will be provided with insurance coverage for the entire program period which meets these requirements.  The local unit hosting the visitor will be responsible for the insurance premiums.  The unit must provide International Programs with a job code/fiscal coding for this purpose.  Failure to maintain the required insurance coverage can result in program termination. If a Research Scholar plans to be outside the US for any period during the active program period, the insurance must be maintained during those periods outside the USA.
· Visa History: The visitor’s history of US visas held and dates of stay in the USA. A visitor is not eligible for a J-1 visa in the categories of research scholar or professor if s/he has been in the US for six or more months during the previous 24 months in J status in the category of research scholar or professor.  This is referred to as the 24-month bar. Refer questions to International Programs.

· Future Plans, the 2-year Home Presence Requirement & Program Modifications: Verify the visitor’s full understanding of the 2-year home country physical presence requirement and program modifications (transfers, extensions) possible on J-1 status.

Before coming on a J-1 visa, an exchange visitor must understand that while there may be opportunities to extend a current program, they may not change their non-immigrant classification in the United States and that they are not eligible for status as permanent residents or H-1B temporary workers until they have lived in their home country of last legal permanent residence for two years after completing their J-1 Exchange Visitor program in the USA.  See handbook for more information.
· Plans for logistical and personal support – Hosting Unit Obligations

Clarify what the hosting department can and will or can’t and will not be able to assist with. Clear expectations will help strengthen collaboration and exchange. Please refer to the Host Unit Obligations below.
· International Visitor Application & Information Sheet

The prospective visitor should complete the international visitor application and Form ARS-230 then return them with copies of passport, proof of funding sources (other than US Forest Service Funds), resume, degrees or transcripts, and other relevant documents. 
2. Read instructions, complete and submit the DS-2019 Request Form and issue invitation letter  at least 12 weeks in advance of the intended start date of the program with the following documents:


· Letter of Invitation from US Forest Service Unit describing activities of EV, length of stay, financial support and equipment and facilities available to the visiting scholar. Outline all terms and conditions of the visit and/or work.  Please see samples on the International Visitor Program website. Clarify who will be monitoring, supervising, hosting and assisting the visitor.  If a volunteer/observer, include a program outline and either FS-1800-7 (Agreement for Individual Voluntary Services) or FS-1800-8 (Agreement for Sponsored Voluntary Services). Letter of invitation should stress that participation is contingent upon eligibility for J-1 status and successfully obtaining a J-1 visa.
· DS-2019 Request Form outlining program and all requests for special services (debit cards, airline tickets, etc.)
· Resume/CV/Proof of Degrees earned. 
· Financial Certification – If the Exchange Visitor is supported by a source other than US Forest Service, an official document describing the amount and source of funding is needed. If the EV plans to use personal funds, recent bank statements are required.

· Personal information page of Passports of Exchange Visitor and all dependents who will accompany the visitor. These can be scanned and emailed or faxed. It is very important for IP to have these documents to verify date of birth, correct spelling and order of names, citizenship, etc.

· Fiscal Coding or official agreement for insurance and services.  Certification must cover 15% overhead charges on maintenance allowances and airline tickets. 
· Complete Community Resource Sheet

3. Send DS-2019 to the Exchange Visitor
(8-12 weeks before program start date – Sufficient time must be allowed for applying for a visa.)


International Programs will send directly to the host unit the DS-2019, terms and conditions of program participation, and instructions on applying for a visa and entering the USA.  The host unit should forward these documents, along with the completed pre-arrival information sheet, letter of invitation and the community resource information sheet, to the exchange visitor by express or certified mail services.  It is important to send them by a rapid and secure method.
In certain rush cases, International Programs can send the documents directly to the visitor via express mail as long as a correct address, telephone number and permission to charge the international express mail fees ($30-$40) to the unit was included on the DS-2019 Request Form. 

After receiving the documents and verifying their accuracy, the exchange visitor should begin the process of applying for a visa.


4. Fulfill Host Unit Obligations of Hosting an Exchange Visitor:


Pre-Arrival


· Housing: Make appropriate temporary or long-term housing arrangements for the visitor. 

· Welcome Kit: Ensure the visitor has “immediate need” or welcome packet items. Traveling from great distances, visitors may arrive at night after businesses are closed. Please review the Welcome Kit Idea List and consider what items the scholar may need based on his/her housing arrangements.

· Confirm Arrival Date/Time – Inform IP – VERY IMPORTANT!!!: The exchange visitor must arrive within 30 days (before or after) of the start date listed on the DS-2019 form.  Please inform the International Visitor Program Coordinator/Responsible Officer of the intended arrival date if it is outside this 60-day window.  If the EV’s expected arrival is outside the 60-day window, program dates must be amended!  Failure to arrive within this window and have the program validated within the SEVIS system may result in program termination and the visitor will be considered “out of status” in terms of immigration.  Fixing an incorrect or invalid record may require a lengthy administrative process involving multiple federal government offices. Such an error can prevent an Exchange Visitor from inviting J-2 dependents, traveling outside the US, etc. 
· Transportation: Arrange for transportation or provide directions on transportation from the closest airport to the site of activity. Outline anticipated out-of-pocket expenses or clarify payment methods.

· Welcome Events:  Schedule events and appropriate meetings to officially welcome visitor.  
· Confirm that all staff members assigned to host and advise the international visitor for any period are still available and understand program rules and their responsibilities. 

· Set up computer, request logins, email services, security clearances, badges, etc.

· Set up appropriate phone service/number/access

· Provide appropriate office space for participant.

· Ensure that keys are available for equipment, furnishings, offices, housing, etc. 
· Pre-Arrival Communication & Orientation: Make certain that the visitor has the pre-arrival information and community resource information sheets. Communicate with visitor and answer pre-arrival questions they may have about the Forest Service, it cooperative programs, the program activities, the community, etc.  Send contact lists, emergency phone numbers, documents and information via mail or email.
· Clarify transportation arrangements with visitor and International Programs Office.
Arrival 


· Welcome Packet: Provide appropriate housing and “immediate need” or “Welcome Packet” items. 

· International Programs Arrival Check In: 
Washington, DC:  If the program/activity location is Washington, DC, a 2-hour appointment should be scheduled with the International Visitor Coordinator in the International Programs Office located at 1099 14th Street, NW. The visitor must bring passport, DS-2019, I-94 card and all related immigration documents for J-1 and J-2 holders.  International Programs will validate program participation and provide the mandatory program orientation.

Other Locations:  If the program/activity location is outside Washington, DC, the visitor must complete and copy required documents and fax or email them to the International Programs Office within 48 hours of arrival. International Programs will verify participant’s arrival and status, provide counseling over the telephone and validate program participation. 

SEVIS VALIDATION – It is extremely important to complete the mandatory check-in process as the exchange visitor’s record and program must be validated in the SEVIS system. If this is not done, the exchange visitor will be in violation of immigration status.  It is VERY important that the visitor arrive within 30 days of the program start date.  It is also essential that the SEVIS record is validated within 48 hours of arrival and within this window.   


· Medical Insurance & Orientation on Medical Services: Verify that the visitor has received their insurance card from International Programs and that the required medical insurance is effective on the date or within one day of arrival.  Help them understand the system of preferred providers and costs associated with medical care.  It is especially important to advise international visitors when to use hospital emergency room care and when to use walk in clinics and other resources for less urgent care.

· Debit Card Issuance:  Assist visitor with understanding Debit Card instructions and give instructions to the locations of nearby automatic teller machines listed on the Community Resource Information Sheet.
· ID Cards:  Obtain necessary ID Cards for access to offices/facilities.
· International Programs Orientation: If the visitor is in the Washington, DC area, the official, mandatory program orientation will be provided by appointment at the International Programs Office.  Visitors traveling directly to their program sites will be required to go through the presentation posted on the International Programs website and complete a questionnaire.  This must be faxed to the Responsible Officer in the International Programs Office within 10 days of arrival.  Additionally, the visitor must attend one of the monthly teleconference orientations or receive a personal orientation over the telephone.
· Unit & US Forest Service Orientation: Provide visitor and dependents with orientation to the department, staff, work & expected outcomes, work ethics & timelines, facilities, equipment (phones, computers, lab equipment), etc.  Provide phone lists, email lists, emergency contacts and procedures.  Provide a greater orientation to Forest Service systems and facilities. Devise a schedule that allows designated time(s) for the visitor to ask questions and raise concerns.

· Site/Community Orientation: Provide visitor and dependents with orientation to the neighborhood and the greater community. Provide assistance in locating places to shop for various items. Introduce them to various recreation opportunities.  Offer assistance in locating childcare options or schools. Introduce visitor to utility companies and their systems.  Help them locate churches, mosques or temples.

· Equipment Distribution:  Distribute and assign equipment as required to the international visitor. Complete Form AD-107 (Report of Transfer or Other Disposition or Construction of Property) as appropriate. 
Ongoing Program Support

· Cultural Exchange:  Provide opportunities for the Exchange Visitor to visit American homes, businesses, industries and participate in professional, government, and social events.  Provide opportunities for the visitor to share his/her culture with colleagues and community members.

· Monitor Activities and Program Dates:  Keep abreast of the visitor’s adjustment and activities to ensure educational and cultural exchange program goals are being met.  Check in regularly and make time for the visitor to ask questions or raise concerns. Monitor end date on DS-2019 to either prepare for departure or request extension (at least 8 weeks prior to end date).  Complete Progress Reports as due and return them to International Programs.
· Address Changes:  Report all moves and changes in addresses or contact information for the visitor.  International Programs must have this information and record it in SEVIS within 10 days of any move.

· Site Visit Reports:  Send notices to International Programs if the Exchange Visitor plans to visitor or have program activities at other sites.  This is especially important for researchers visiting labs as new security regulations require notification of the visitors’ whereabouts.
· Departure Report: Complete the IP Exchange Visitor Departure Report and notify IP of the Exchange Visitor’s intended departure dates, etc.
· Departure:  See what assistance the visitor may need with transportation arrangements. Prepare recommendation letters if applicable. Confirm departure with International Programs.
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Email to:  � HYPERLINK "mailto:bdean@fs.fed.us" ��bdean@fs.fed.us�    


or   Fax to:  (202) 273-4750   





AND





Mail to:   


US Forest Service -  International Programs


International Visitor Program


1099 14th Street, NW  Suite 5500W


 Washington, DC  20005-3402














COMPLETE:


Arrival Form - Data Information Sheet


USA Address & Contact Information Form


Acceptance of Responsibility


Health Insurance Form


Debit Card Form


Other forms  required for specific program





SEND CLEAR COPIES OF:


Passport Biodata page


J-1 Visa in Passport 		


I-94 Card with entry stamps


DS-2019 Form with entry stamps
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