Foreign Visitor Checklist


90 Days in Advance

Secretary Prepares 
· ARS-230
· Request Memo
· Invitation Letter
· Visitor Passport (copy)
· Passport copies for accompanying dependents
· CV/Resume of visitor
· Funding Documents
· If self-funded – letter stating at least $1,150/month available for expenses
· If scholarship funded – approval documents
· If ARS funded - AD-700 and AD-672 forms
· Health Insurance (not required until arrival in US
· Send COMPLETE packet to Lynda Jensen – cc Pauleen Owen & Andy Meerdo

Processing by FS-International Programs
· FS-IP will send signed DS-2019 directly to collaborator
· [bookmark: _GoBack]Collaborator will make an appointment with the embassy to get J-1 Visa (in their country)

Processing by Homeland Security
· Unit will be contacted when name trace clearance has been processed/approved
· Collaborator should NOT make travel arrangements until AFTER they receive the DS-2019 and J-1 Visa and the Clearance has come back. Doing so beforehand may result in funds lost to the collaborator for cancelled and/or changed tickets.

Upon Arrival
              
IT Specialist Prepares
· REE IT Rules of Behavior
· AgLearn training/test
· Submits all docs to Administrative Officer

Administrative Officer Conducts In-processing
· Revocable Permit (ARS-494)
· Update the ARS-230 (arrival, DS-2019 and Visa information)
· Copy the Visa, Health Insurance (if not previously submitted)
· Receive IT docs from IT Specialist
· Provides foreign visitor with Rules and regulations Governing Conduct on Federal Property
· Submit all docs to Lynda Jensen and/or RS/RPLO – cc Secretary
