
 
 

 
 

 
Department Checklist 

International Scholar Immigration Document Processing  
 
 
 

 
Documents required for initial and extension requests – all immigration classifications 
 

 Form A:  completed and signed by department 

 Letter of Appointment:  from the dean of the school or college on the Charles River Campus, or Office of Personnel 
on the Medical Campus. 

 Form B:  completed and signed by the prospective scholar.  

 Supporting Documentation from Scholar (see checklist on Form B) 

 Additional Items*:  those required for the specific visa classification as listed below. 

 
 
* Additional Items for Specific Classifications 
 

J-1 Exchange Visitor Requests 

 Financial Documentation:  if the prospective scholar will not be paid by BU or if needed to supplement the 
income from BU. 

 No Patient Care Letter:  from the BUSM Dean for prospective scholars on the Medical Campus 

H-1 Temporary Worker Requests 

 H-1 Supplement Form 

 H-1 Letter of Support 

 $1000 Check:  made payable to “US Citizenship and Immigration Services” if department wishes to request 
Premium Processing expedite service. 

TN (Trade NAFTA) Employee Requests 

 TN Supplement Form 

O-1 Persons of Extraordinary Ability Requests 

 O-1 Supplement Form 
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Form A 
Request for Visa-Related Documents for an International Scholar (Visitor or Employee) 

To be Completed by Department (Refer to checklist for additional documents required) 
 

Please Continue on Page 2 (Signatures Required) 

International Students & Scholars Office                888 Co mmo nweal th  Avenue,  Second Floo r                Bos ton ,  Mass achuse t ts           02215 
T e lepho ne :   617/353-3565                             i ss o @bu. edu                                www. bu. edu/is so                  Facs imi le :   617/358-1170 

 A.  BU Department Information 
School / College:   Campus: 

Department: Budget Unit/Department Code (ex. 010/200) 

Department Address: 
(include city, state, zip) 

BU Host / Supervisor Name: Department Contact Name: 

BU Host / Supervisor Title: Department Contact Title: 

BU Host / Supervisor Phone: BU Host / Supervisor Fax: Department Contact Phone: Department Contact Fax: 

BU Host / Supervisor E-mail: Department Contact E-mail: 

 B.  Requested Visa Classification (please select one) 

  J-1    Short-term Scholar    Research Scholar   Professor    Specialist                           H-1B   TN   O-1   EXTENSION of checked status 

 C.  Scholar Name (as it appears on the passport) and other information 
Family Name / Surname: First/Given Name: Middle Name(s), if any 

Date of Birth (mm/dd/yy): Gender: 

 Female     Male 

BU ID#, if applicable: 

Is the scholar currently in the U.S.?    

  No     Yes.  In what immigration (visa) status?   J-1     H-1B     F-1     Other  ________________ 

Does the scholar have a medical degree?  
 Yes     No 

 D.  Academic Appointment Information 
Boston University Personnel Title: Proposed Appointment Start Date: Proposed Appointment End Date: 

Field of Specialization: 

All addresses where this scholar will work (if employed) or engage in activity (if not employed).  If more than one location, use separate sheet.  Include city, state and zip. 

Brief, non-technical description of research / teaching / work: 

What type of work will the job involve? 

 Teaching     Research    Both     Other:  ______________________________________ 

Tenure Status: 

 Non-tenured      Tenure Track     Tenured 

Total annual salary and/or other funding: Full-time Status:  

 Full-time (40hrs/wk)   Part-time: hrs/wk  ______ 

If part-time, percent of full-time:        

           ____________ % 

If part-time, how will scholar be paid? 

$ _________________   per hr    per wk  

The salary will be paid by:  

 B.U.    Boston Medical Center      Other -  Please explain:    
  If J-1, the department has reviewed the financial documents 
of this scholar and the scholar has sufficient funding. 

Does the position require a state license or other certification? 

 No      Yes   If yes, type:    

E.  Handling Instructions (please select one) 

  Email department contact for pick up.         Express to scholar (requires a completed and signed Fedex or DHL air bill) 

NOTE:  Scholars who are also employees who are extending their status will be required to pick up their new documents at the ISSO so a new I-9 can be completed. 
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Name of Scholar/ Employee:    Form A – page 2 

  WE CERTIFY THE FOLLOWING: 

1. We have read all of the information on both sides of this form as well as on the corresponding Supplement form (Supplement H, TN or O) 
and it is, to the best of our knowledge, true and correct. 

2. We understand that, pursuant to Boston University policy, neither we, nor our employees, are authorized to retain private counsel 
(attorneys/lawyers) to represent BU’s interests.  All nonimmigrant petitions (i.e. H, O, TN) must be channeled through the International 
Students and Scholars Office (ISSO); and all immigrant petitions (i.e., permanent residence, also known as “green card”) require approval of the 
Provost on the Charles River Campus. 

3. If the terms this scholar’s employment (or activity, if not employed) change in any way, or if the scholar ceases to be employed before the 
expiration of the approval documentation, we will immediately notify the ISSO in writing. 

4. Timing of requests:  We understand that this department must submit requests for initial appointments, extensions, and changes in the 
scholar’s employment/activity in accordance with the ISSO’s processing timelines as published on the ISSO web site (www.bu.edu/isso).  We 
understand that failure to comply with the timeline specific to this scholar’s immigration status (visa type) could result in one of the following 
(NOTE: this is particularly important for time-sensitive petitions such as TN, H-1B and O.) 

a. A significant delay in beginning employment/activity (for new scholars). 
b. A period of time in which the scholar must stop employment/activity without any possibility of compensation (retroactive payments 

are not permitted). 
c. Require the scholar (and her/his dependents) to travel to her/his home country. 

5. We understand that the visa category petitioned for is determined by the International Students and Scholars Office (ISSO) in accordance with 
University policy and government regulations. 

6. We understand that other provisions and restrictions may apply before employing/hosting the scholar based upon the prospective employee’s 
individual circumstances and visa history.  For example:  individuals who are currently or have been recently in the U.S. in “J” nonimmigrant 
status may be subject to a home country physical presence (“residence”) requirement which may prevent a change of status. 

7. We understand that noncompliance with federal and state regulations to which we are attesting through this and other documentation we have 
and will submit can result in significant fines and will jeopardize BU’s ability to sponsor international scholars in the future. 

8. Change in date of arrival:  if the scholar will not arrive by the appointed start date, we understand that we are required to report this to the 
ISSO immediately as it may require additional immigration processing. 

9. If the scholar will obtain H-1B or O-1 status, this department attests to the following: 

a. Employment of this individual will not adversely affect the working conditions of workers similarly employed.  Further, this 
employee will be afforded working conditions on the same basis, and in accordance with the same criteria, as offered to similarly 
employed U.S. workers. 

b. The department will pay at least the higher of either the actual wage to be paid by the department to all other individuals with similar 
experience and qualifications for the specific employment in question or, the prevailing wage as determined by the Department of 
Labor for those in similar occupations in the Boston area.  (Note:  ISSO will seek a determination of the prevailing wage from the 
Department of Labor.) 

c. If the employee is terminated by Boston University prior to the expiration date of the approved petition, the department will pay the 
reasonable travel expenses necessary for the employee to return to her/his home country. 

d. There is no strike or work stoppage in the department at the time of signing this form. 

e. The scholar will not be placed on unpaid leave or any type of non-pay status at any time without ISSO approval. 

10. We understand that we may not make the following changes unless the ISSO files a new or amended petition and receives approval (retroactive 
payments are not permitted) pursuant to U.S. law and related procedures: 

a. Promotion or other change in job title or rank.  d. A substantial increase in salary/benefits. 
b. Substantial changes in job duties/responsibilities. e. Change in location of work. 
c. Any decrease in salary/benefits. 

  Certification 
 

Department Host    

    

Department Chair    

    

Dean    

      Signature                                                 Print name                   Date 

 

http://www.bu.edu/isso�


 
 
 

J Exchange Visitor Overview 
 
Purpose:  This handout is designed to provide a general overview of the J-1 Exchange Visitor classification.  It will provide 
information for department faculty and staff to invite international scholars to the United States to teach, conduct research or 
perform other academic activities at Boston University. This handout does not address the J-1 student classification at 
Boston University. 
 
The J Exchange Visitor Classification:  The J Exchange Visitor Program is administered by the U.S. Department of State.  
The program was founded in 1961 to invite international students and scholars to the U.S. on a temporary basis in the 
interest of cultural, scientific and educational exchange.   
 
Boston University has been designated as a program sponsor to facilitate non-clinical research and educational exchange.  
As a J Exchange Visitor Program sponsor, Boston University is required to comply with all program regulations and 
procedures. There are several categories of J Exchange Visitors. Boston University has been approved by the Department 
of State to sponsor students, professors, research scholars, short-term scholars and specialists.  Professors and research 
scholars must be appointed for a minimum of three (3) weeks up to a maximum of five (5) years.  A short-term scholar may 
be appointed for a maximum of six (6) months; there is no minimum stay required. A specialist must be appointment for a 
minimum of three (3) weeks up to a maximum of one (1) year. 
 
J-1 Exchange Visitors are limited to employment at Boston University or, under certain circumstances, at Boston Medical 
Center as well.  Occasional lectures and short-term consultations at other institutions may be approved with advanced 
written authorization from the International Students and Scholars Office (ISSO). 
 
J Exchange Visitor Eligibility:  The J Exchange Visitor classification is designed to invite international professors and 
researchers who qualify for temporary, non-tenure track academic appointments.  Please consult the Boston University 
Faculty Handbook for a description of these titles and positions.  Boston University will sponsor instructors and researchers 
that have attained the academic equivalent of a U.S. master’s degree.  Our institution is not authorized by the Department of 
State to sponsor programs that are clinical in nature and involve direct patient care. Therefore, residency, clinical fellowship, 
technical and administrative positions do not qualify for J-1 Exchange Visitor sponsorship at Boston University. 
 
In addition, the exchange visitor must demonstrate sufficient financial support for the duration of his/her academic 
appointment.  Please refer to the most recent Estimate of Expenses for J Exchange Visitors for detailed information.   
 
Finally, if the prospective scholar is outside the United States, he/she must be eligible for the J Exchange Visitor 
classification according to the grounds of admissibility to the United States determined by the U.S. Department of Homeland 
Security and the Department of State.  If the scholar is currently in the United States, he/she must be eligible for a change to, 
or extension of, J immigration classification.  Please contact the ISSO for more information. 
 
J Exchange Visitor Application Process:  The academic department should contact the ISSO as soon as they identify a 
prospective exchange visitor to discuss eligibility and appropriate visa classifications. The department and the prospective 
scholar must submit the documents requested on the Department Checklist – International Scholar Processing and the 
International Scholar Application Checklist.  We recommend that the department submit the J-1 application packet at least 
60 days prior to the projected start date of the appointment as processing times at the U.S. embassy or consulate vary and 
could take several weeks. 
 
The ISSO will review the application packet and, provided all of the information is complete and the scholar meets the 
eligibility criteria, prepare and issue a SEVIS1 Form DS-2019 Certificate of Eligibility for Exchange Visitor (J-1) Status to the 
prospective scholar.  If the prospective scholar is not in the United States, he/she must take the SEVIS Form DS-2019 form 
to the nearest U.S. embassy or consulate to apply for a J-1 visa stamp in his/her passport.  Once the J-1 visa has been 
issued, he/she can then travel to the United States.  If the prospective scholar is in the United States, he/she should contact 
the ISSO to discuss further immigration status processing.   
 
Scholar Orientation:  Federal regulations require that all J-1 exchange visitors report their arrival to the ISSO.  Furthermore, 
the Department of State also requires that all J-1 exchange visitors attend an orientation upon arrival.  The ISSO offers 
Scholar Orientation sessions every Monday morning at 11am and every Thursday afternoon at 3pm.  During Scholar 
Orientation, the ISSO certifies the J-1 Exchange Visitor's arrival, provides information about immigration and insurance 
regulations, and informs the scholar about Boston University and the surrounding community. 
 
Please note that all scholars who receive a salary from Boston University must also complete Form I-9 Employment Eligibility 
Verification at the ISSO prior to the end of their third day of employment.  The ISSO will review and verify the I-9 form during 
Scholar Orientation. 
 
Extensions:  If the initial appointment is less than the maximum stay allowed in the J-1 exchange visitor’s category, the 
department may request an extension of the exchange visitor’s immigration status. There is no limit to the number of 
extensions allowed within the maximum period of stay. 

Continued on Next Page 

http://www.bu.edu/isso/administrators/checklist/index.html�
http://www.bu.edu/isso/forms/form_b_checklist.pdf�


 International Students and Scholars Office Tel:  617/353-3565 
 888 Commonwealth Avenue, Second Floor Fax:  617/358-1170 
 Boston, MA  02215 issosch@bu.edu  /  www.bu.edu/isso 

 
 
Once the new SEVIS Form DS-2019 is produced, the ISSO will distribute it as the departments instructs on Form A.   If the 
J-1 Exchange Visitor is on Boston University’s payroll, he/she must also complete an I-9 form at the ISSO to extend the 
scholar’s employment eligibility.  Please note that this extension process and the updated I-9 form must be completed prior 
to the expiration of the current SEVIS Form DS-2019.  Extension request should be submitted to the ISSO at least two 
weeks prior to the expiration of the current SEVIS Form DS-2019.   
 
Health Insurance Requirement:  All exchange visitors are required to maintain health insurance in accordance with 
guidelines determined by the Department of State. Refer to the J Exchange Visitor Health Insurance Requirement handout 
for specific information. Non-compliance will result in failure to maintain proper immigration status and could result in 
program termination. 
 
J-2 Dependents:  A dependent of a J-1 exchange visitor is defined as a spouse, or child under the age of 21.  A J-1 
exchange visitor may request a separate SEVIS Form DS-2019 for each dependant to enable them to apply for a J-2 visa 
stamp at a U.S. embassy or consulate.  The dependents may accompany the J-1 exchange visitor to the U.S. or follow to 
join the scholar later in the program.  The J-1 exchange visitor must submit financial documentation to demonstrate support 
for the dependents for the duration of his/her academic program.   
 
All J-2 exchange visitors must also be covered by health insurance that meets the minimum criteria determined by the 
Department of State.  Refer to the Exchange Visitor Health Insurance Requirement handout for more information.  Finally, a 
J-2 dependents who are at least 16 years old may apply to U.S. Citizenship and Immigration Services for work authorization 
after they arrive in the United States.  The J-1 exchange visitor should contact the ISSO for more information. 
 
Two-Year Home Residence Requirement:  Because the J Exchange Visitor Program was designed to promote temporary, 
academic exchange, some J-1 and J-2 exchange visitors are required to return home to fulfill a two-year home residence 
requirement. This requirement varies depending on country of citizenship and source of funding. This regulation prohibits 
them from obtaining U.S. permanent residence and from applying for other non-immigrant classifications such as H or L, 
unless they fulfill the two-year home residence requirement or obtain an official waiver from the U.S. Citizenship and 
Immigration Services.  Please contact the ISSO for more information.     
 
Studying at Boston University:  A J-1 or J-2 exchange visitor is allowed to register for part-time classes provided he/she 
has met all department and program obligations.  The J exchange visitor is required to pay all registration and tuition fees 
unless he/she qualifies for Boston University tuition remission as a full-time employee with benefits.  Please contact the 
Office of Personnel for more information. 
 
Boston University Scholars Sponsored by Other Agencies:  Occasionally, an academic department may wish to invite a 
scholar who may already have a sponsor for J exchange visitor status.  Because Boston University will not need to issue a 
SEVIS Form DS-2019 to this scholar, the department must contact the ISSO and forward a letter of appointment so the 
ISSO can maintain a file for the scholar.  In addition, the scholar must report his/her arrival to the ISSO.  If the scholar will be 
paid from Boston University payroll, the scholar will also need to complete an I-9 (Employment Eligibility Verification Form) 
within the first three days of employment. 
 
Estimate of Expenses:  In order for the ISSO to issue a DS-2019 Certificate of Eligibility for Exchange Visitor (J-1) Status, 
the scholar and/or the host department must demonstrate financial support to meet or exceed minimum funding 
requirements for the full period of the scholar’s academic appointment. These minimum funding requirements are reviewed 
by the ISSO annually, with the current estimates posted on-line at http://www.bu.edu/isso/scholars/minimum-funding.html. 
 
Boston University salary, per diem, stipends, grants and other non-salary funding should be reflected in the appointment 
letter and on page 3 of the scholar’s Form B. If funding from other sources is to be considered (e.g., private or family 
sponsor, ministry of the scholar’s government, scholar’s savings), original documentation must be submitted to the ISSO. All 
documents must be translated into English and figures converted to US dollars. 
 
The minimum financial estimate is provided as a guide to visiting scholars (researchers, professors, short-term scholars and 
specialists) under the J Exchange Visitor Program at Boston University. Please keep in mind that these figures are estimates 
only; actual costs may be higher depending on lifestyle. The figures also include an estimate for the cost of health insurance. 
 
For scholars in J-1 status who will be paid by Boston University, the ISSO funding estimate should not be used to calculate 
the scholar’s salary. Researchers, faculty members and other visiting scholars paid by Boston University should be awarded 
a salary that meets department and university equity standards and is commensurate with the scholar’s related experience.  
 

 
1.  “Student and Exchange Visitor Information System.”  The U.S. Department of Homeland Security database used to produce visa-related documents and to 

track international student and scholars. 
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