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Auburn University

International Student and Scholar Services
228 Foy Hall

Auburn, Alabama 36849

Phone: 334-844-4504
Email: jlh0002@auburn.edu or balchsa@auburn.edu
http://www.auburn.edu/academic/international/oie/

How to Request a DS-2019 Form for International Scholars
International Student and Scholar Services is responsible for administering the Exchange Visitor Program at Auburn University, and for approving and signing all documentation connected with the Exchange Visitor Program.

Hosting an international visitor in your department for the purpose of teaching and/or research or pursuit of an academic course of study makes you a participant in the Department of State’s Exchange Visitor Program at Auburn University.  Participants (called Exchange Visitors) receive what is known as a “J-1 non-immigrant classification from the U.S. government.  Even though the purpose of the Exchange Visitor Program is to promote educational and culture exchange, the participants may receive salaries and other funding from Auburn University.  Please read the following instruction before completing the attached DS-2019 Request Form.
A. Definition of the Exchange Visitor Status

The Exchange Visitor Program brings qualified students, professors, research scholars, specialists, and short-term scholars to the United States for a variety of educational purposes.  The Exchange Visitor is under the sponsorship of an agency, institution, or organization that has been approved by the Department of State (DOS).  The Exchange Visitor Program is not to be used to avoid the payment of prevailing wage in Postdoctoral positions.

B. Eligibility Requirements – Issuing Form DS-2019 and obtaining the J-1 Visa

Prior to issuing the DS-2019 form, it must be verified that the prospective exchange visitor meets the following eligibility requirements:

1. Is qualified and accepted for the program in which s/he will participate

2. Possesses English language proficiency skills

3. Possesses adequate resources (for self/dependents) to complete program

4. Has not been in the U.S. classified as a J-1 Exchange Visitor for more than 6 months during the 12 months immediately preceding the start date of current program request regardless of classification.  Professors and Research Scholars have a 2 year bar on repeat participation.

International Student and Scholar Services will issue a Form DS-2019 (Certificate of Eligibility for Exchange Visitor Status) within ten business days of receipt by our office of a complete DS-2019 Request Form signed by the requesting Auburn University faculty/supervisor and all other applicable signatures.  A copy of the request form and instructions for completion are attached.  Please plan for us to receive the completed package no less than 40 days prior to the planned arrival date.
The official DS-2019 form and pre-arrival information will be available for pick up from the front desk International Student and Scholar Services by the tenth business day.  The department should then forward all materials to the international visitor.  When the visitor receives the form, s/he should follow the instructions attached to the new DS-2019 form for entering the United States.  

In order to obtain an extension on an existing Exchange Visitor Program, a memo that has been printed on letterhead must be presented to the Office of International Education before the current program end date.  The Exchange Visitor program end date can be found on the current Form DS-2019.  The memo must be supplied with approval from the Dean and the Department Head.  Additional proof of funding must also be submitted with the memo.  Once the extension has been approved, the Exchange Visitor will be notified to pick up the new DS-2019.

C. Definitions of Exchange Visitor Categories

The Auburn University J-1 Program is designated to sponsor specific categories of exchange visitors.  Each of these categories permits certain kinds of activities and has its own maintenance-of-stay requirements, limitations of stay and employment options.

1. Professor – an individual primarily teaching, lecturing, observing or consulting at post-secondary accredited educational institutions, museums, libraries or similar types of institutions.  A professor may also conduct research.  This exchange visitor category has a minimum stay of three weeks and a maximum stay of up to five years.  In order to be eligible for this category, the potential exchange visitor must have at least a Bachelor’s degree and cannot be in a tenure track position.
2. Research Scholar – an individual primarily conducting research, observing or consulting in connection with a research project at research institutions, corporate research facilities, museums, libraries, post-secondary educational institutions or similar types of institutions.  This exchange visitor category has a minimum stay of three weeks and a maximum stay of five years.  In order to be eligible for this category, the potential exchange visitor must have at least a Bachelor’s degree with appropriate experience in the field.  This classification cannot be used in lieu of Postdoctoral Fellow positions which require an H-1B visa.
3. Short-Term Scholar – professor, research scholar, specialist, or a person with similar education or accomplishments coming to the United States for the purpose of lecturing, observing, consulting, training, or demonstrating special skills at research institutions, museums, libraries, post-secondary accredited educational institutions, or similar types of institutions. This exchange visitor category has no minimum length of stay requirement and the maximum duration of stay is limited to six months.  The maximum duration of stay cannot be extended beyond the six month requirement.  In order to be eligible for this category, the potential exchange visitor must have at least a Bachelor’s degree. 
4. Student Non-degree – Students in this category must be engaged in prescribed course of study which is defined as non-degree academic program with a specific educational objective.  Students in this category will enroll for course work at Auburn University and may engage in research.  Period of stay is a maximum of two years.  These Exchange Visitors must meet the eligibility criteria for the student category of the Exchange Visitor program.  This means that the applicant must meet one of the following four criteria:
i. They or their program are financed directly or indirectly by the U.S. Government, the student’s home government, or an international organization of which the United States is a member by treaty or statue
ii. The exchange program is carried out pursuant to an agreement between the U.S. Government and a foreign government
iii. The exchange program is carried out pursuant to a written agreement between:
· An American and foreign educational institution
· An American educational institutional and a foreign government
· A U.S. state or local government and a foreign government
iv. The exchange visitor student is supported substantially by funding from any source other than personal or family funds.  There is a separate form for this request.  If you wish to invite a J-1 student, please go to the following link:  http://www.auburn.edu/academic/international/oie/faculty_administration/exchange/ev_student_request.doc
5. Specialist – an individual who is an expert in a field of specialized knowledge or skill coming to the United States for observing, consulting, or demonstrating special skills. A specialist can participate in the Exchange Visitor Program for the length of time necessary to complete the program, not to exceed one year.
For J-1’s in research scholar or professor categories who have completed their program, there is a restriction on becoming a J research scholar or professor again for a period of two years.  Please carefully review Part 2 of the form and ask International Student and Scholar Services for further information.

D. The Two-Year Home Residency Requirement

Upon completion of an Exchange Visitor Program in the United States, certain J-1 Exchange Visitors are required to live in their home country for a period of two years before they are eligible to apply for H-1b, L or immigrant status.  The two-year home country residence requirement applies to those Exchange Visitors who (1) are financially supported by the U.S. government or their home government; or (2) have skills which are needed in their home country, as specified on the Exchange Visitor Skills List.  The purpose of the home country resident requirement is to enforce the return of Exchange Visitors in order to carry out the educational objectives of the program.  Waivers of the residence requirement can be granted under certain circumstances, but such waivers are difficult to obtain.

E.  Host Responsibilities

Please read carefully all of the instructions that are listed below.   

1. The primary purpose of the J-1 Exchange Visitor Program is to foster international exchanges; therefore, the invited visitor must be affiliated in some manner with a partner institution or organization abroad.  If the exchange visitor is invited and employed with Auburn University and is not sponsored by an adjunct faculty or other similar affiliation or linkage with a partner institution, organization, business, or government agency abroad, then please be advised to utilize the H-1b visa program.  The Exchange Visitor Program may also used when the visitor is funded by the United States Government, the Exchange Visitor’s Government, or other similar sources that specifically supports the exchange visitor participation.  The exchange visitor must prove intent to return home and not intend to change to an H-1b visa or apply for permanent residency.  Exchange visitors currently in the United States under H-1b status are not eligible to use the J-1 Exchange Visitor Program.  For further information on the appropriate immigration status for your potential exchange visitor please contact Sue Ann Balch, the Assistant Director of International Student and Scholar Services, at balchsa@auburn.edu.

2. Although certain exchange visitors may become sponsored by non Auburn University organizations, the Auburn University host remains responsible for working with the scholar and assisting the Office of International Education in ensuring that the visitor complies with the United States Department of State regulations.

3. Following arrival, the Auburn University host is responsible for ensuring that the exchange visitor checks-in with International Student and Scholar Services within five business days.  This includes ensuring that the new exchange visitor participates in the J-1 Exchange Visitor Orientation (Mondays @1:00), that the exchange visitor is appropriately covered under the Auburn University Insurance program, and that the exchange visitor follows all Auburn University rules and regulations.

4. The Auburn University host is responsible for ensuring that International Student and Scholar Services is notified of any changes in the exchange visitor’s program such as early departure, changes in location of activity, or any changes that differ from the Auburn University activities outlined in the original request for the Form DS-2019.

5.   The host should communicate with the exchange visitor before arrival, arrange for airport pick-up and housing; arrange for office space in the department, library privileges and computer use as appropriate; and ensure that the exchange visitor is integrated into the activities of the department.  The host is expected to assist of collaborate with the exchange visitor and to be aware of the visitor’s activities.
6.    The host should anticipate providing opportunities to the exchange visitor to visit local sites of interest as part of orienting the visitor to the area and enriching their experience while at Auburn University.  The host should also ensure that the visitor and family receive notice to appropriate social and cultural functions. 






DS-2019 REQUEST FORM for J-1 SCHOLARS

Auburn University

General Instructions:
1.  The request form must be completed by the sponsoring department, NOT the exchange visitor
2.  All parts of the form must be complete; incomplete forms will be returned 

3.  The following materials must be attached in order for the application to be considered complete:

 FORMCHECKBOX 
 All signatures of authorization are included through out the application

 FORMCHECKBOX 
 The original invitation letter with funding stated, if offered by the hosting department

 FORMCHECKBOX 
 All evidence of financial support, if other than Auburn University


Note: All sources of financial support must be translated in English and converted to U.S. dollars
 FORMCHECKBOX 
 The Curriculum Vitae

 FORMCHECKBOX 
 Copies of Transcripts


Note: All transcripts that are submitted with the request must be translated in English
 FORMCHECKBOX 
 Copies of Passport (including all dependents)

 FORMCHECKBOX 
 A detailed Description of Activity

 FORMCHECKBOX 
 Evidence of ties to the home country
4.  The completed request will be processed within ten working days of receipt in International Student and Scholar Services
Part 1: Purpose of this form: (check one)
 FORMCHECKBOX 
  1. Begin a new program, accompanied by       family members

 FORMCHECKBOX 
  2. Extension of current program at Auburn University
 FORMCHECKBOX 
  3. Transfer to Auburn University’s program: attach copies of all DS-2019’s and I-94 (front and back)
                        Beginning date of initial program:        /     /       (mm/dd/yyyy)

 FORMCHECKBOX 
  4. Replace a lost form; amend a previous form

 FORMCHECKBOX 
  5. Enable immediate family members to enter the U.S. separately

Part 2: Verification of eligibility for Auburn University’s Exchange Visitor Program
If the exchange visitor is beginning a new program (marked #1 in Part 1) and has been in J status within the past 12 months, please complete the following information to see if s/he is eligible for a new J-1 status, and attach copies of all previous IAP-66/DS-2019s:

Dates of previous J-1 status:  From      /     /      to      /     /      (mm/dd/yyyy)

Part 3:  Biographical & Demographic Data
	a.       
	     
	     

	      Family Name/ Surname                        Given Name/First Name                            Middle Name

	b.   FORMCHECKBOX 
  Male    FORMCHECKBOX 
  Female

	c.  Born       /     /         in
	     
	     

	                     mm         dd          yyyy                    City                                                                     Country

	d. Citizen of 
	     
	Legal Permanent Resident of 
	     

	                              Country                                                                                                                  Country

	e. Position in Home Country:
	     

	Please be as specific as possible including job title and name of employer. If a student, specify if MS or Ph.D.

	f.  Address in Home Country:
	     

	City
	     
	State/Province       

	Country
	     
	Postal Code       

	g. Telephone Number
	     
	

	h. Email Address
	     
	


Part 4: Department Information
	a. Department
	     

	b. Hosting Faculty
	     

	c. Address
	     

	d. Telephone
	     

	e. Email
	     

	f. Will the applicant supervise other employees?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	g. What type of supervision will this employee receive?
	 FORMCHECKBOX 
  Direct (will work under close supervision)

	
	
	 FORMCHECKBOX 
  Indirect (will work independently)

	h. In which campus building(s) will this person work?
	     

	i. Is the proposed EV related to the hosting faculty member?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Note: Hosting of family members, relatives, or fiancés, etc. should be carefully reviewed by the department chair to ensure compliance with AU HR personnel policies.


Part 5: Length of Appointment:   
Beginning date:       /     /       End date:      /     /     
(mm/dd/yyyy)

Part 6: Category
The category is not necessarily the exchange visitor’s current position in home country.  See definitions of categories in part C of the instructions for assistance.

 FORMCHECKBOX 
 Professor      FORMCHECKBOX 
 Research Scholar      FORMCHECKBOX 
Short-Term Scholar         FORMCHECKBOX 
 Specialist

	Indicate field and describe the activity in which the exchange visitor will engage:

	Field:
	     
	Subfield category:
	     

	                e.g. Chemistry                                                                                           e.g. Inorganic, Organic, Analytical Chemistry

	Description of activity:
	Attach memo with details



Part 7: Financial Data
The minimum support for a single professor/researcher is $1,461/month, plus $318/month for spouse and $262/month per child.  If support is not from Auburn University attach documentation in English with amounts in US Dollars.
	$     
	Auburn University
	AU FOAP Number      

	$     
	U.S. Gov’t Agency
	     

	$     
	International Organization
	     

	$     
	Exchange Visitor’s Gov’t
	     


	$     
	Other organization
	     

	$     
	Personal Funds                    Please attach personal bank statements for Scholar

	$     
	Total of Funding


Part 8: Dependent Data
If family member(s) will accompany the Exchange Visitor, please complete the following information for EACH dependent.  Please attach a separate sheet if there is more than one dependent.  Include copy of biographical information page of passport for each family member.

	a. Family Name/Surname
	     
	Given Name/First Name
	     

	b. Date of Birth           /     /       (mm/dd/yyyy)

	c.  FORMCHECKBOX 
  Male   FORMCHECKBOX 
  Female

	d. City of Birth
	     

	e. Country of Birth
	     

	f.  Country of Citizenship
	     

	g. Country of Legal Permanent Residence
	     

	h.  FORMCHECKBOX 
 Spouse   FORMCHECKBOX 
  Child
	


NOTE: If the family will travel to the United States separately from the Exchange Visitor, it is the responsibility of the Exchange Visitor to request a separate DS-2019 from International Student and Scholar Services once s/he is in the United States.

Part 9: Important Understandings
a.  Exchange Visitor will work under the direction of      

 
      


                                                                                     Name of Host                                           Phone #
b.   FORMCHECKBOX 
 Initial that you have read the host responsibilities

c.   FORMCHECKBOX 
 The Department understands that all Exchange Visitors are required by the Department of State to be covered by health Insurance.  All Exchange Visitors in Auburn University’s J-1 Program and their accompanying dependents must be covered under a health insurance policy that meets the minimum standard approved by AU Board of Trustees.  We further understand that failure to comply with this requirement may result in cancellation of the visitor’s J-1 status.

d.   FORMCHECKBOX 
 The Department understands that the Exchange Visitor is required to engage ONLY in the activities described on this form, in the Department indicated on this form, for the length of time indicated on this form.  International Student and Scholar Services will be notified immediately of any changes.

e.   FORMCHECKBOX 
 The Department verifies that all information listed on the request is accurate.


Host Faculty Signature           __________________________________________  Date___________________

Department Chair Signature __________________________________________  Date ___________________

Dean Signature                       __________________________________________  Date ___________________

Research/Facility
Security Officer Signature     __________________________________________  Date ___________________

Auburn University Banner ID Request: 

	Banner ID
	     
	

	

	       
	     
	     

	      Family Name/ Surname                        Given Name/First Name                            Middle Name

	Address
	     

	City, State, Zip
	     
	     
	     

	  FORMCHECKBOX 
  Male    FORMCHECKBOX 
  Female
	Foreign National        FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	
	J-1 Visiting Scholar    FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Marital Status:   FORMCHECKBOX 
  Divorced    FORMCHECKBOX 
  Separated    FORMCHECKBOX 
  Married    FORMCHECKBOX 
  Widowed    FORMCHECKBOX 
  Single

	Ethnicity:   FORMCHECKBOX 
  White    FORMCHECKBOX 
  Black    FORMCHECKBOX 
  Hispanic    FORMCHECKBOX 
  Asian/Pacific Islander    FORMCHECKBOX 
  American Indian or Alaskan

	Title:  VISITING EXCHANGE SCHOLAR


 FORMCHECKBOX 

EMPLOYED Banner Request


This section is for Exchange Visitors that will be Paid Semi-Monthly or Monthly

 FORMCHECKBOX 
  New Hire (never employed by Auburn University)


 FORMCHECKBOX 
  Rehire (has been employed by Auburn University but has a status of terminated)


 FORMCHECKBOX 
  Current Employee


Position # 
     

Suffix: 

     



FTE: 

     

Hours Per Pay: 
     



 FORMCHECKBOX 
  Monthly Rate         FORMCHECKBOX 
 Semi-Monthly Rate
 FORMCHECKBOX 

AFFILIATE Banner Request
This section is for Exchange Visitors that will NOT be paid by Auburn University.  They will be considered Affiliated Cooperative Staff or Affiliate Faculty.
The following must be filled out for EMPLOYED and AFFILIATE:
	Home Org:
	     
	Home Department:
	     

	Check Distribution:
	     
	District/Div:
	     

	Location ID:
	     
	

	Begin date:
	     
	End Date:
	     

	

	Date prepared:
	     
	Prepared by:
	     

	Phone #
	     
	GID:
	     


Approval Signatures:
__________________________________________     

________________________

Department






Date

__________________________________________

________________________

Dean







Date

__________________________________________

________________________

Provost







Date

Revised: 16 Aug 2012
Updated 16 Aug 2012








