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Worksheet for New J-1 Employee
[bookmark: _Hlk168381637]Questions to ask before submitting a request:
1. Has the visitor previously been in the U.S. in J-1 or J-2 status? 
2. Is the visitor currently in the U.S. as an exchange visitor at another institution?
3. Is the visitor currently in the U.S. in another visa status, other than J-1?
If the answer is YES to any of the questions above, contact isss@ucdenver.edu prior to initiating the Request for a DS-2019.
The information on the J-1 Worksheet is required for ISSS to issue Form(s) DS-2019 to a prospective scholar who will 
· enter the U.S. in J-1 status
· transfer their J-1 status from another J program sponsor or
· change their status in the U.S. to J-1
[bookmark: _Hlk191892207]Submit the DS-2019 Online Request Form at least 2-3 months in advance of the proposed start date.
Allow 10 business days for ISSS to issue Form(s) DS-2019.
University Information and Documents
	Complete?
	Item
	Notes

	
	Scholar Name as it appears in the passport
	

	
	Scholar date of birth as it appears in the passport
	

	
	Copy of ID page of passport
	For scholar and each dependent
J-2 Dependents

	
	City of Birth
	For scholar and each dependent

	
	Country of Birth
	For scholar and each dependent

	
	Country of Legal Permanent Residence
	For scholar and each dependent

	
	Last position/occupation in country of last legal permanent residence
	https://www.ucdenver.edu/docs/librariesprovider190/default-document-library/home-country-position-descriptions-codes.pdf?sfvrsn=308cafba_2f


	
	Contact Information
	· e-mail address
· phone number if in U.S.

	
	CV/Resume
	

	[bookmark: _Hlk191892297]
	Information about J status in the past 2 years, if any
	Copies of DS-2019s

	
	Transfer-In Form if transferring J-1 status from another program sponsor
	J-1 Transfer In
J-1 Transfer-In Eligibility Form

	[bookmark: _Hlk191892336]
	If in the U.S., information about current immigration status
	Copies of documents

	
	Exchange Visitor Category
	Overview for HR Business Partners and Host Units

	[bookmark: _Hlk191892459]
	Subject Field Code
	National Center for Education Statistics, Classification of Instructional Programs
51.1401 is the code for Medical Science/Scientist: An undifferentiated clinical science program that prepares clinicians to conduct clinical and translational research in various areas. Note: programs that prepare clinicians to conduct research in specific scientific fields should report under the relevant CIP code series (e.g., Series 26 Biological and Biomedical Sciences).

	[bookmark: _Hlk191892442]
	Site(s) where scholar will perform duties including remote sites such as the scholar’s home
	· Name of Site (department, division, center, etc.)
· Physical Street Address
· Department Code (ex. SOM-PED)
· In-person requirement

	
	Position Title and Position Number
	Benefits Eligibility Matrix

	
	Position Description
	

	[bookmark: _Hlk191892514]
	Start and End Dates of Program
	[bookmark: _Hlk146200494][bookmark: _Hlk146204356]J-1 lengths of stay do not replace university policy on appointment time limits. See Equal Pay for Equal Work Act Posting Guidance and Anschutz Policy for Research Postdoctoral Fellows/Trainees.

	[bookmark: _Hlk191892541]
	Will the program require return visits? If so, how many, when and the duration.
	

	
	Salary
	Amount of Salary:
Minimum Financial Support
Scholar: No. of months X $3000 = 
Each Dependent: No. of Months X $750 = 
Total = 
The salary must follow university policy on pay. 
If the salary does not meet the minimum above, the scholar must show additional funds. See below.
Minimum Financial Support and Cost of Living
Proof of Financial Support Requirements

	[bookmark: _Hlk191892613]
	Eligible for employee benefits?
	Yes or No

Medical Insurance Requirement

	
	Proof of financial support if the salary is insufficient
	Minimum Financial Support
Scholar: No. of months X $3000 = 
Each Dependent: No. of Months X $750 = 
Total = 
If the salary does not meet the minimum above, the scholar must show additional funds.
Minimum Financial Support and Cost of Living
Proof of Financial Support Requirements

	
	Name, title, phone and e-mail for faculty host
	

	
	Name, title, phone and e-mail for Dean, Department Chair, or Director of Sponsoring Unit
	

	
	Faculty Sponsor Agreement
	New J-1 Faculty Sponsor Agreement

	
	Signed letter of offer
	CU Denver appointments
Anschutz Medical Campus
· Postdoctoral Fellow
· Other appointments

	[bookmark: _Hlk191892878]
	Proof of English language proficiency
	English Language Proficiency Policy


	
	Complete Export Control
	Export Control
Export Control Questionnaire to help collect information from others



[bookmark: _Hlk148866596]For additional hiring information, see HR Business Partners Categories Resources:
· Hiring International Applicants/Export Control
· Onboarding (I-9, Training, Access, Checklist)
· Taxes and International Tax
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International Student and Scholar Services
international.ucdenver.edu/ISSS

Email: isss@ucdenver.edu

Phone: 303.315.2230 | Fax: 303.315.2246

Physical Street Address
Universit of olorado Denver
1380 Lawrence Street, Suite 932
Denver, Colorado 80204 U.S.A.

USPS Mailing Address
PO.Box 173364
Denver, Colorado 80217-3364 US.A.

(Campus Mail Address
(Campus Box A005/185

University of Colorado
Denver | Anschutz Medical Campus
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