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Professional Development Day Presentation
Minnesota State University, Mankato, January 5, 2011
Presenters are Assistant Directors of the International Student and Scholar
Services, Kearney International Center:
Julie Rabaey & Cherish Hagen-Swanson

Description: Why are there so many complex forms and
procedures for international students for employment,
internships, volunteering, dropping courses, advising? The staff
will provide the insights to assist in demystifying the paperwork
required on campus.



*What is your role e University?

*What kind and/or how often is your contact
with International Students?

*What types of forms do you see from ISSS?



*»* Registrar, ies — Optional

+* Academic Advisers, educed Course Load

s* Academic Advisers, Internship Coordinators, Chairpersons
— Curricular Practical Training

s Academic Advisers — Program Extension
s Academic Advisers — J-1 Academic Training

+*J-1 Professors/Researchers, Short-term Scholars —
Department Chairs, Dean’s, Academic Affairs/Provost

**On-Line Course Documentation — Course Instructors



Cultura

Minnesota State University, Mankato
_In-Stata Scholarship Recipients

- ONTRIBUTION HOURS VERIFICATION FORM

NOTE:
(a) This form must be comp and to the Y Center by December 10,

(b) Log in your paperwork in the Contribution Book in the Keamey International Center; DO NOT just
off the form.
(c} A minimum of 25 contribution hours must be completed,

PLEASE FILL OUT FORM COMPLETELY and PRINT CLEARLY

»Event Supervisor Name

| Event & Department

Home Country

Family/Last Name First Name Middle Mame
Mankato Address

Sirest PpL# Tity State Zip Code
Mankato Telephone Number
( )
Tech D # E-Mail
Eventdale__ EventName
Task
3azin Tima End Time Total Hours,
Suparvisar Name Talaphone
Supervisar Signature Date
GA Signature Jate
o o
Task
Segin Tima End Time Total Hours
Supervisor Name Tel
Suparvisor Signature Date
GA Signaturs Date
= e T o e 0 s
Task
gegin Tima Ena Time Tatal Haurs,
Supervisor Name Talanhane
Supervizor Signalure Dste
GA &

Event Name

Begin Tima End Time Tatal Haurs,

Suparyisor Name Talaphana
Supervisur Signature Dste
GA Signature:

Forms

Any Coordinator, Supenvisor, or International Student who falsifies howrs for themselves or others will lose their instate
tuition and supervisory rights for any future events.

|

Contribution Hours Pre-Approval Form
Event & Department

Supervisor Title Supervisor Phone Number

Numder of hours agreadupon
Signature of Keamay Intemational Center Rep ntative
Student Signatura

Event & Departmant

Event Supervisor Namg Supervisor Title Supervisor Phone Number

Numbar af haurs agreed upon
Signature of Kaamay Intemational Center R tati
Student Signature

Event Supervisor Name Supervisor Title Supervisor Phone Number

Number of hours agreed upon
Signature of Keamey Intemational Center R tat
Student Signature

Event & Department

Event Supervisor Name Supervisor Title Supervisor Phone Number

Number of hours agreed upon

Signature of Keamey | | Center Rep tatiy
Student Signature

Event & Department

Event Supervisor Name Supervisor Title Supenvisor Phone Number

MNumber of hours agreed upon
Signatura of Keamay Intamational Center Rep

Student Signature
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Why sign?
completing th
international stu
academic term (no r

ribution hours each

Who signs? For each type of on-campus activity, the supervisor/leader of can
assign student(s) up to 15 hours for a cultural-type of project in the MSU
department (involvement with people, sharing of perspectives). If there is a group
activity that requires several volunteers, create a sign up list, confirm involvement
by submitting list of those who assisted with their hours.

For more information:
O Contribution Hour Form on ISSS Website:

O Pre-Approval for activities beyond 15 hours or off-campus not identified on ISSS list:
http://www.mnsu.edu/international/forms/preapprovalform2008.pdf


http://www.mnsu.edu/international/forms/in-state-contribution-form-2-2010.pdf
http://www.mnsu.edu/international/forms/in-state-contribution-form-2-2010.pdf

arged

nonimmi

) (15) (B),
(F), (H), (J), a

Minnesota State University,
international students

nts for in-state tuition for

which includes

provisions for maintaining GPA as well as volunteering for 25 cultural contribution
hours.


http://www.mnsu.edu/international/scholarship/instate.html
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MINNESOTA STATE
UNIVERSITY
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1. On-Campus Employer completes Section 1.
2. Student brings this betier and an unofficial MSUI transcript

Social Security Administration

Minnesota State University, Mankato

Verification of F-1 or J-1 Student's Employment on Campus |
SECTION 1: Employing rtment Must Complete

This is evidence of on-campus employment for
Intemalional Student's Name—First, Middie, LAST (in CAPS)

Employing Department
Mature of Student's Job: O Wait Staff O Library Aide O Research Assistant 01 Other (lst):
Start Date ! / (MM/DDHYY) Number of HoursWesk:

Employer Contact Information: (M5UFs EIN is; 41-168 7554)
Employer denfilicalion Number - EIN

Employer's Phane [ )
Mame of Student's Immediate Supenvisor
Supervisor's Mame - Qriginal Signature (no stamps)

Printed or Typed MName of EmployerDepartment

SECTION 2: Verification of Employment Offer - To be completed by Kearney International Center Staff Only!

Designated School Official - Original Signature (no stamps) Current Status of Student

Printed or Typed Mame of Designated Schoal Official

KEARNEY INTERNATIONAL CENTER

An Affirnsative Action/Equal Opportunity University
Weinipatiatonal_Shcent_Ofice\staliiork Permit info REVISED 07/20/08




e developed a form
form has been

al student can obtain a
n employment prior to

that collects the
approved and is rec
Social Security Card.
obtaining the actual Socia

Who signs? The employer/supervisor — we (ISSS) may need to confirm that there is a job offer so
someone who normally works with the student workers.

For more information:
O ISSS website for general on-campus employment :

0 On-campus work permit process:

O Social Security website: http://www.socialsecurity.gov/pubs/10181.html


http://www.mnsu.edu/international/currentstudents/f-1/employment.html
http://www.mnsu.edu/international/currentstudents/f-1/work-permit-process.pdf
http://www.mnsu.edu/international/currentstudents/f-1/work-permit-process.pdf

If you want to udents. This official
can tell you if you your school may
approve certain limi urity (DHS) regulations. If

your school has author s eligibility requirements
described in the next sectio

Work eligibility
If you are an F-1 student and eligible to work on campus, you must provide a letter from your designated school official that:
. Identifies you;

. Confirms your current school status; and

. Identifies your employer and the type of work you are, or will be, doing.

* We also need to see evidence of that employment, such as a recent pay slip or a letter from your
employer. Your supervisor must sign and date the employment letter. This letter must describe:

e Your job;

*  Your employment start date;

* The number of hours you are, or will be, working; and
e Your supervisor’s name and telephone number.



Optiona

Supplemental Information for Optional Practical Training: SEVIS
Complete and return to the Kearney International Center —~CSU250

Name:

"heTCAPS) Firet Widdie
Tech ID:

Current Address (where you are currently residing):

Mailing Address (include Apl. # andior P.O Box as applicable) Gty and State ZIP Cade
IMPORTANT: Always update your current address at the Campus Hub, CSU117

List Future Address if Known:

Mailing Address (includa Apt. £ andlor P.0, Box as applicable) Cily and State ZIP Code

The Keamey International Canfer would ik fo keap an address fist to send announcement updafes (for example, Visa
lottery, international information, alumni gatherings, etc. If you do NOT wish fo be on our email list, check here O

List non-MSU email address, so we can reach you after graduation.

(OPT)

If applying for post-completion OPT, the following information is REQUIRED to confirm your anticipated degree completion.
Student Completes Steps 14

1. Degree Expeclad;

2. Major or Field of Study:

3. Graduation Confirmation Date: (Undergraduate (UG) Student) OR Date of Scheduled APPIThesis Defense
or Project Completion: (Graduate Student)

4. Tumin fo the Keamey Intemational Center (CSU250) along with one (1) of the following options:
+  Provide aletter on the deparment letferhead confirming the information above,
+  Provide the information above which has been completed by the person checked {below).
Or provide an evaluated application for graduation with:
+  Copy of your unofficial transcript
»  Date of response that the application for graduation was evaluated.

Student's Academic Adviser
Registrar's Office for UG

Department Chair |

Graduate Studies for master/doctoral degree

|
Other: 1 L[ ) : _—

Email Address Other Email Addresses

Describe the proposed employment for practical training:
Q1 A posiion in the field of (major]

OPT Dates:

Q) Full-Time upen completion of studies, on your graduation day for undergraduates and for when a graduate student has completed
all course requirements for a Master's Degree except on their thesis or altemeative plan paper.

0 Full-time during summer vacation period practical training

3 Part time during academic year (wark up o 20 hours and must maintain fulk-ime status) undergraduate or graduate status.
Fuil-tima enroliment for the preceding nine (2) months is required and the student must plan o register for 12 credits and meet the
requirement guidelines for the next term,

Beginning Date: ! / (mmiddlyy} as you wish lo have on the EAD—OPT Card
“Beginning date must be a date between your graduation date and 60 days after

Ending Date:, i ! (mmiddfyy)
“MAXIMURM end date is 1 ysar from the beginning date

Current Semester Course Load Registration (circle); Ful-ime OR  Part Time
If less than full-ime, Reduced Course Load Form completed and filed {circle):  Yes / No [/ Nof Applicable

Signature of the Representative Above Date

List ALL periods of previously Additional Dates
authorized employment training. Start Date End Date if applicable
Economic Hardship [ fd

Curricular Practical Training [ [

Opfional Practical Training { i

StaffiBrochures/OPT Folder/Updated 1-765 Instructions 0212610

Reminder

Please bring the following documents with this form when you come to the International Center for your OPT
appointment:
o |-785 form, on line 16 put:
o Pre-completion OPT: {c] (3) (A)
o Post-completion OPT: {c) (3) (B)
o 17 month STEM OPT extension: (c) (3} (C)
o Copy of completed I-765
o Acompleted verfication form or letter from your Advisor/Departmant Chair or Registrar stating your graduation date
o Two passport photographs—the photos should show a front view on a white background. See affached descrighon and
guidelines for pholographers. hitp:/fravel state qovlpassoortiquide/auide 2081.himl (please write your name and 94 number
on the back of each photo
Unofficial MEU transcript
Copy of your unexpired Passport
Copy of both sides of the [-84 card
Copy of pravious EAD card (if issued)
Copy of previous |-20s

o

=]
Q
=]
sl

Staff/Brochures/OPT Folder/Updated I-765 Instructions 02/26/10



O O

ensure student has

For more information:
OPT general information from ISSS:
OPT Brochure from ISSS:

OPT tutorial (new, comprehensive for OPT application process):
OPT supplemental form: http://www.mnsu.edu/international/currentstudents/f-

1/optsupplementalinfo.pdf
Immigration guidance https://www.ice.gov/sevis/students/opt.htm


http://www.mnsu.edu/international/currentstudents/f-1/opt/
http://www.mnsu.edu/international/currentstudents/f-1/opt_instructions-3-2010.pdf
http://www.mnsu.edu/international/currentstudents/f-1/opt_instructions-3-2010.pdf
http://www.mnsu.edu/international/currentstudents/f-1/opt_tutorial_9-2010.pdf

loyment for optional
nt may not begin optional
ion document, Form |1-766
gage in optional practical

practical training direc
practical training until th
or Form 688B. A student may
training up to 90 days prior to be ar, provided that the period of

employment will not begin until after th Il academic year as indicated by the DSO. A
student may be granted authorization to engage in temporary employment for optional practical training:

(1) During the student’s annual vacation and at other times when school is not in session, if the student is
currently enrolled, and is eligible for registration and intends to register for the next term or session;

(2) While school is in session, provided that practical training does not exceed 20 hours a week while
school is in session; or

(3) After completion of the course of study, or, for a student in a bachelor’s, master’s, or doctoral degree
program, after completion of all course requirements for the degree (excluding thesis or equivalent).
Continued enrollment, for the school’s administrative purposes, after all requirements for the degree have
been met does not preclude eligibility for optional practical training. However, optional practical training
must be requested prior to the completion of all course requirements for the degree or prior to the
completion of the course of study. A student must complete all practical training within a 14-month period
following the completion of study.
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Reduced Course Load Form

Academlc Actviser Cartiffcation for International Students Enrollad Less Then Full-Time

Hame af Studgnt:
FamiiLasi Mame

Siudent Tach 1D

Dewes Program: !
BT

Cheek oy for semester znd fst year
This form covers the following semaster;

{i:

aducad course loads, The Depariment of Homaland
ince you are in the best position to supply information aboul this sudent's acadsmic situation, we are asking you to indicate which
of the fallowing situations, if any, explains why the student will not registar full-tme. Intamational students with = famparary liness of medical
condition do not need an academic advisor's signafure. Only one reduction In course load may be authorized for academic diffisul during
the entire prograim of study. '
IRHER B

¢ bl R
emic advisor, | recommand that this student be consldered engaged in a full course of study because the student:

- i axpetianeing Infial difficulties with reading requiraments or with the English language (needs to encoll I ESL classes).
Academic Diffizulty—cannst drop balow 1 time,

2 lgin the firs! acadsmic year and is unfamliar with American teaching methods (Academic Difficulty—cannot drop below % tima),
- has baen advised fo drop & course because of improper course level placemant {Academic Difficulty--cannot drop below ¥ time).
. has completed olher required coursework and is working full time on thesiaipapar.
- Is graduating this term and is complating all of ihe degres requiremants.

. I enroltad in a full academic progrem er fuldime mtemship as spacified by the academic unit,

- has a temporary ilsess o medical condition (needs letter from licensed medical doctor, doctor of osteopathy or licensed
h \

psychologlst),

. 15 enmiled concurrently at anolhar college/university. Total cradit hours takan af MSU and host insttution must equeal full-line enrollment.
Student and advisor must submit M50 Concurrent Enroliment Form *

8, authorized early official withdrawal fram MSU — Student must depart US. within 15 days of withdrawel (must present alriine ticket or _
proof of departure plans)

As the academic advisor, | am aware of the circumstances described above and have reviswad the educational
Implications for this student.

Academic Advisor's Signature Print Academic Advisors
Dapartment: -
Please return ASAP to: Internati SU250

= i

1, Mantalm, i 56001




Regul
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computer-bas
credits for under
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dent is not

Who signs? The department Chair or Academic Adviser for academic reasons, or
for medical reasons, documentation/attestations from the Counseling Center
(licensed psychologist) or Student Health Services (psychiatrist).

For more information:
RCL form on website: http://www.mnsu.edu/international/forms/reducedcourseloadform.pdf



e9d7a

10e0dc RCRD&

5) Duration of
(i) General . ...an ich an F-1 student is
pursuing a full cour udents, or engaging in
authorized practical to 30 days before the
indicated report date or ng status if he or she is making
normal progress toward co

(6) Full course of study.

(i) General . Successful completion of t
objective....

a specific educational or professional

(iii) Reduced course load . The designated school official may allow an F-1 student to engage in less than a full course of study ...A
student who drops below a full course of study without the prior approval of the DSO will be considered out of status...

(A) Academic difficulties . The DSO may authorize a reduced course load on account of a student's initial difficulty with the English language
or reading requirements, unfamiliarity with U.S. teaching methods, or improper course level placement....

(B) Medical conditions . The DSO may authorize a reduced course load (or, if necessary, no course load) due to a student's temporary illness
or medical condition for a period of time not to exceed an aggregate of 12 months while the student is pursuing a course of study at a
particular program level. In order to authorize a reduced course load based upon a medical condition, the student must provide medical
documentation from a licensed medical doctor, doctor of osteopathy, or licensed clinical psychologist, to the DSO to substantiate the illness
or medical condition. The student must provide current medical documentation and the DSO must reauthorize the drop below full course of
study each new term, session, or semester. ...

(C) Completion of course of study . The DSO may authorize a reduced course load in the student's final term, semester, or session if fewer
courses are needed to complete the course of study. If the student is not required to take any additional courses to satisfy the requirements
for completion, but continues to be enrolled for administrative purposes, the student is considered to have completed the course of study
and must take action to maintain status. ...

(E) SEVIS reporting requirements . In order for a student to be authorized to drop below a full course of study, the DSO must update SEVIS
prior to the student reducing his or her course load. The DSO must update SEVIS with the date, reason for authorization, and the start date of
the next term or session. The DSO must also notify SEVIS within 21 days of the student's commencement of a full course of study....




Curric (CPT)

Curricular Practical Training (CPT)
Academic Advisor Verification Form

ase P or

Student's Name: Tech ID:
Mtiddle Last

Major: O Undergraduate [ Graduate

Graduation/Degree Completion Date (expected):
Dates of Planned Internship: / / to / /

(rm/dddyr) {rimfde/yr)

Number of Hours per Week:

According to the U.S. Citizenship ond Immigration Services, the propased internship must be an integral party of the established
curriculum in order to be authorized Curricular Practical Training {CPT). Please contact the Kearney Intemnational Center to authorize
CPT. At least one of the following criteria must be met. Please check the appropriate item for the student's progosal.

O Major Reguirement- The student is required to be engaged in the proposed internship by his/her degree program.
This requirement is published in the Minnesota State University, Mankato catalog. This internship cannot be used
to fulfill open elective requirements.

Mumber of Internship Credits: Course Number:

1 Optional Course Major Requirement- The proposed internship is required by a specific course as an option of
his/her degree/major requirements. The course must be |isted in the M5U Course Catalog and the advisor's
signature confirms that the internship course is considered an Integral part of the student's program.

Number of Internship Credits: Course Number:
Name of Faculty Teaching Course:

0O Cooperetive Education Reguirement- The proposed internship is facilitated through a cooperative education
agresmentfeontract between Minnesota State University, Mankato and the proposed company; and is also an
integral part of the degree program.

I By sigring below, § indicate that the aforementioned information is true bosed on my best knowledge and information,

(Academic Advisor/Departmant Chair Signature) {Internship Coordinator Signature, if applicable)
Date Signed: / / Date Signed: / /

Does your department/college have an hours worked-credit hours equivalency?

(Far example: 75 hours of internship work=1 hour of internship credit)

if the department has no equivalency estobiished, the Kearney International Center will use the following
standard: 80 hours of work= 1 internship credit

PLEASE NOTE: International students on F-1 {student) status are only author to stay in the LL5.A to complete the number of
credit hours required by their degree program. Internatienal students cannot carry credit hours beyond the number required for
their degree program, as published in the Minnesota State University, Mankate catalog.

SraffBrochuresfOFT,CPT, EH instru




experience i

position is to
be an integra

Who signs? The Depar
Coordinator assigned to over.
department.

d/or Internship
erience within that academic

For more information:
General CPT information on ISSS webpage:

CPT guidance and form on ISSS webpage: http://www.mnsu.edu/international/currentstudents/f-1/cpt-
brochure.pdf

Immigration website: http://www.ice.gov/sevis/students/cpt.htm


http://www.mnsu.edu/international/currentstudents/f-1/cpt.html
http://www.mnsu.edu/international/currentstudents/f-1/cpt.html

employmen

8 CFR 214.2(f)(1
authorized by the D practical training
program that is an integral part o established curriculum. Curricular
practical training is defined to be... any other type of required internship
or practicum that is offered by sponsoring employers... A request for
authorization for curricular practical training must be made to the DSO. A
student may begin curricular practical training only after receiving his or
her Form |-20 with the DSO endorsement...

1 student may be



Progra t Form

2 MINNESOTA STATE UNIVERSITY MaNKATO

Kearney International Center * CSU 250 * Phone 507-3
Program Extension Request Form

Student Completes

Name: - ——
LAST (CAPS) i . Middle
Student's e-mail address: 4 S5

Student's Local Address:
Straet Address City, State  Zip

Student’s Local Phone Number:
Student's Current 20 End Date: ___ [/

mmiddfyy
1. Student's Major: Department:

Academic Advisor Completes

2. Total credit hours the student naeds to complete hisfher degree program:
3. Credit hours ramaining to complete hisher degree program:
4. Academic reason for need of Program Extension;
5. Advisor recommended New End Date: ____/ [
mimyddfyy
6. List course names yet to be completed:

Name of Gourse Course ID Number Credit Hours

-

Acadamic Advisor's Signature Print Academic Advisor's Name

On-Campus Addrass:

Keamey Intemational Center Approval Signature:
O Entered new I-20 Ending Dale into MaSCU/ISAS on: !

Erogeam Exiea shon g omst Pamrid \Umermarion ol Ceoterd S S5 Panme Frogean Evsasion Req st Fom doc
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al time, confirmation
or the delay require

Who signs? The Academic Adviser or Department Chair.

For more information:

0 Form on ISSS Website:
http://www.mnsu.edu/international/forms/programextensionrequestform.pdf



Wheny ill usually
be admitt t means
you may sta
visa in your pas
who has complete wn on the I-20, and
any authorized practical trai student is allowed the
following additional time in the U.S. before departure...

F-1 student - An additional 60 days, to prepare for departure from
the U.S. or to transfer to another school.

rica. For a student

[additional ISSS comments — this cite is only relevant to those graduating, international
students departing/withdrawing have other timeframes for departure]
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Academic Training Authorization for J-1 Exchange Visitor Student Status

Definition of Academic Training (AT} - Employment integral to an exchange visitor's academic program which may occur
during and/or after the completion of studies. Such training may include - but is not limited to - internships, practica, and/or
field work.

Reguirements for Eligibility
= Your Certificate of Eligibility (form DS-2019) must be unexpired.
*  You must be in good academic standing.
+ ‘You must participate in AT that is directly related to your field of studies.
*  You must have a firm offer of employment before completion of studies.
*  You must receive written approval, in advance, from your exchange visitor visa supervisor {sponsor).

[Please Note: Minnesota State University, Mankata’s J-1 program for fulltime students (P.1.04472) is supervised by the
International Students and Scholars Services (1555} in the Kearney International Center. If you are under the sponsorship of
any other exchange visitor program (ie.,JIE, AMIDEAST, etc.), you should contact your program sponsor for AT policies,
application forms and instructions.]

Academic Training During a Course of Study - Academic training is normally part-time during the academic year, but can be
full-time under some circumstances. When classes are in session, you must maintain full-time registration with the
University no matter how many hours @ week you devote to AT. During vacation periods, you may engage in AT full- or part-
time without being registered. Please note that all AT is counted as full time toward your total length of eligibility,
irrespective of the number of hours that you work.

You may engage in AT following one term of full time enroliment at Minnesota State University, Mankato, AT may not
exceed the time earned as a full-time enrollee. For example, a student enrolling in the fall semester would have four
months "credit" at its completion, Therefore, he or she could do four months of AT in the Spring term.

Time Limitations - For those studying at the undergraduate or pre-doctoral level, AT may be granted for a maximum of 18
maonths, inclusive of any prior academic training in the .5, as an exchange visitor, or the period of the full course of study
in the U.S,, whichever is shorter, Post-completion AT authorization begins when you complete your studies, even if the
employment does not begin until a later date. Speak with an adviser if you were in another program of study in the US.
immediately preceding the current one.

Post-doctoral AT - Can be granted in inc sof 18 hs with a i period of 36 months. A new form DS-2019
will be issued for each 18-month period. You must apply for and receive the second 18-month period before your work
authorization letter and D5-2019 expire.

Application Procedure

To obtain authorization to engage in AT during the academic year, you must submit the documentation listed below to the
1555 at least 10 business days before the anticipated start date. You must always apply for and receive AT authorization
before the completion date noted on part 3 of your D5-2019 or before the completion of your program, whichever is earlier.
Once this form expires, you are no longer considered to be in valid J-1 program status, and will have to apply for
reinstatement to J-1 status from the United States Department of State (DOS) which administers the J-1 Exchange Visitor
Program. Approval for reinstatement is highly uncertain,
To obtain authorization to engage in AT followi pl of your program, you must submit the documentation listed
below to the 1555 up to 60 days before completing your program and before the extension of your DS-2019.

Staff/forms/academic training authorization for J-1

on for

Status

Please note that you must have a firm offer of employment to apply for AT, The regulations state that employment for AT
must begin not later than 30 days after completion of studies. However, guidance from the Exchange Visitor Program
Services dated 5/6/93 indicates that with a firm offer of employment, one is eligible to apply for AT - the employment itseif
may actually begin a bit later. Completion of studies is defined as the date on which all requirements for the prograrm have
been met, not when the degree is actually conferred.

You must apply for AT before completion of your program and the expiration of your DS-2019. The Exchange Visitor
Program will not allow application to be made during the 30-day grace period you are allowed to stay in the United States
upon completion of your program of study. Please refer to the section above on Time Limitations to determine the total
number of months of AT for which you may be eligible.
Submit the following documents to the 1555 within the time periods described above:
* Aletter of recommendation from your academic department head or academic adviser. The letter must state your
degree candidacy and the date you will complete your studies and set forth:
1. the goals and objectives of the specific training program
2. adescription of the training program, including its location, the name and address of the training supervisor,
number of hours per week, and dates of the training
3. how the training refates to your field of study
4. why itis an integral or critical part of your academic program
«  Passport, 1-94 card, and DS-2015
* Funding documents
if you need a new 0S-2019, you must provide documentation showing that you have sufficient funds for living expenses for
the period covered by the new DS-2019. Your salary from your AT employment usually will be sufficient.

Within five working days, the 1S5S staff will review your application for eligibility, and, if eligible
1. authorize AT by issuing a letter of permission for your employer
2. issue a mew DS-2019 covering the authorized period

You may begin AT employment as of the date it is authorized by the 1555 staff, provided your permission to stay (1-94 card)
and form DS-2019 continue to be valid, You will use the 1555 letter, your passport, and forms 1-54 and D5-2019 to show your
employer that AT has been authorized.

You are considered to be maintaining your J-1 status for 30 days following the expiration date of your Academic Training,
which is the time allowed you to either depart from the United States or change to another status, if eligible. Employment,
however, is not permitted during this 30-day period. If you want to begin a new full- time program of study at any paint
during or following authorized academic training, you must follow the procedures for continuation from one educational
level to another at MSU, if applicable, or for transfer of schools,

1f you leave the U.5. during your authorized period of academic training, you may return for the remainder of the
authorized period provided you have:

¢ avalid passport (Canadians may show alternative proof of citizenship.)
a valid DS-2019 that has been recertified on the back page by the program sponsor
a letter from your J-1 sponsor authorizing Academic Training
a letter from your employer that you will continue working there following your trip abroad
a valid J-1 entry visa {except Canadians, who do not require entry visas)
If you require a new entry visa while on AT, be aware that there is no guarantee that you are eligible for one. You
are required to establish non-immigrant intent every time you apply for a non-immigrant visa. Speak with an 1555
advisor before planning a trip abroad,

The advisers of the 1555 encourage you to contact them if you have questions about the procedures for Academic Training.

Feviewed: S/8/09 Last modifisd: %8709 Information provided by Intematicnal Students and Scholars Office Columbia University. Permission given 5803
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Regul students

Why sign~

employmen
internship posi
program/major.

Who signs? The Department Chair, Academic Adviser, and/or Internship
Coordinator assigned to oversee the internship experience within that
academic department.

For more information:

J-1 employment guidance on ISSS webpage:
http://www.mnsu.edu/international/currentstudents/j-1/employment.html

Department of State website:
http://exchanges.state.gov/jexchanges/programs/ucstudent.html



Academic trai g) is allowed if:
The student is i
Academic training is
institution listed on the =t i
The student is in good ace
Students may participate in a dvisor and the responsible officer
at their organization. If the or the training, the responsible

officer must authorize the duration and typ udent takes part in the training.

ed educational

The training may take place during the student's studies or may commence no later than 30 days following the completion
of the student's studies.

Length of Academic Training

Academic training for undergraduate or pre-doctoral students may not exceed 18 months, including any prior academic
training in the United States, or the period of full-course of study, whichever is less. However, academic training for a longer
period is allowed to the extent necessary for students to satisfy the requirements for their degree programs.

Academic training for postdoctoral students does not exceed 36 months, inclusive of any prior academic training in the
United States, or the duration of the student's full-course of study in the United States, whichever is less. A new

is issued for every 18-month period of academic training for postdoctoral students.

are explained in the category regulations [22 CFR 62.23(f)(5)].


http://exchanges.state.gov/jexchanges/j-1_visas/ds-2019.html
http://exchanges.state.gov/jexchanges/j-1_visas/ds-2019.html
http://exchanges.state.gov/jexchanges/j-1_visas/ds-2019.html
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=c329fb110ea15b0bf4b16f4d88cb4d16&rgn=div5&view=text&node=22:1.0.1.7.37&idno=22#22:1.0.1.7.37.2.1.4
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MINNESOTA STATE
UNIVERSITY

RamE4TE

Exchange Visitor (J-1) or Request for DS-2019 (J-1)

Departments should submit this form to the Kearney International Center, All information must be complete, Visitors must meet

and q See page 2. Include supporting copies of correspondence and documents. The D5-2019 will

lbe returned to the department to be forwarded to the wisitor,
Please Print Clearly
Exchange Visitor will be: Gender: Male Female Date of Birth: I

0 Professor mmy/dd/yyyy

[ Short-Term Scholar City/Country of Birth:

O Student

Country of legal 1t
Name of Exch Visitor:
(Family Name} (First Name) (Middle Name)

Foreign Add { W.5.A):

Last {current) position held in country of legal permanent residence. (Give position title or “Student”, name of institute/employer):

Mailing address in the U.S.A, (Use sponsoring departmental address for Exchange Visitors not already in U.5):

Dates of Attendance/Appointment: From ! / Ta: ! /
mm/dd/yyyy mmyfdd/yyyy
{D5-2018 may be issued for the period of time for which funds can be guaranteed)

Have you ever held a J-1 Visa Before? WES (Attach copies of previous DS-2018 or IAP-66 Forms) WO

If “YES", write in dates: From / / To: / /
mim/dd/fyyyy mimfddfyyyy
**If you have any additional J-1 Visa dates, please attach to this form™**

Training objectives {Specifically field of study, research, training or professional activity):

Financial Arrangements: {Include L.5. dollar amount and source). If the source of funds is NOT Minnesota State University,
Mankato, an official letter from the financial sponsor showing the terms of the award, amount of money available, and dates of the
award must accompany this request:

Will the Exchange Visitor be ac ied by family bers? YES NG
If "YES”, please provide the information requested on the back of this sheet regarding "Dependents”.

Will this person be taking graduate work? YES NO

Who is the d tment collab O

P

PFlease Print Full Name and Title

Dean of the College Date

Department Head Date

est for

EQUEST

Visiting foreign professors, schalars, and students with gavernment or other secure sources of funding may gualify to receive a

J-1 Visa from the United States Embassy or Consulate in their home countries. Minnesota State University's Kearney International
Center has been authorized by the U5, State Department to Issue Form DS-2019 to confirm Minnesota State University's interest in
bringing fareign nationals to Mankata, Minnesata far seholarly purposes. The J-1 Visa cannot be issued without a Form DS-2019
isswed by the Kearney International Center,

The Exchange Visitor Request for 05-2019 Form {other side of this document} must be completed and returned to the Kearney
International Center at least two weeks before the D5-2019 can be typed and signed. Since the D5-2019 is an official United States
government document issued under authority delegated to the KEARNEY INTERNATIONAL CENTER, | items must be fully answered.

RTANT INFORMA ABOUT REQUIRED HEALTH INSU| . Program participants and their accom panying dependents are

required to have medical insurance coverage with the following minimum benefits [22 CFR 62.14]:

+  Medical benefits of at least $50,000 per accident or illness

»  Repatriation of remains in the amount of 57,500

*  Expenses associated with the medical evacuation of the exchange visitor to his or her home country in the amount of 510,000

«  Adeductible not to exceed $500 per accident or iliness.,
Sponsors are to require that their participants {and any dependents entering the United States as holders of a J-2 viza) have
insurance in effect during the period of time they are in the sponsor’s program, An insurance policy secured to meet the benefits
requirements must be underwritten by an insurance corporation with an A.M. Best rating of "A-" or above, an Insurance Solvency
International, Ltd. (151} rating of "A-1" or above, a Standard and Poor's Claims Paying Ability rating of "A-" or above, or a Weiss
Research, Inc. rating of B+ or abave. Alternatively, the sponsor may ascertain that the participant’s pelicy is backed by the full faith
and credit of the government of the exchange visitor's home country. For other options, see [22 CFR 62.14].
{The Insurance is approximately $900 for 2010-2011 -- not including dependents coverage Each dependent coverage is an extra cost).
Plegse Note: The M3SU employee | is NOT idered “equivalent coverage” because there is no Repatriation or Medical
E fon ¢ in the M5SL L palicy. The mandatory health insurance policy can provide additional caverage

for dependents for additional faes.
Proposed Changes te Ingarance

Medical bervefits of at least $200,000 per accident or Mlness

Riepatriation of ramaing in the amount of $25,000

Expanses assodated with the medical evacuatian of exchange visitors to his or her home country in the amount of $30,000

Deductibles not to exceed 5500 per accident or illness
If the foreign national will not be funded totally by Minnesota State University, an official letter on the sponsoring agency’s
lettarhead must confirm the amount of money; as well as the beginning and ending dates of support. This letter must be signed by
the sponsoring official; not the Exchange Visitor. Minnesota State University requires Exchange Visitors have at least $800 a month
for living expenses in Mankato, Minnesota. I at least this amount is not available, the DS-2019 cannot be issued,

-1 Exchange professors and scholars {who are not enrolled for degrees at Minnesota State University) are limited in their length of
stay In the United States. If they are already in the United States on someane else's -1 Program, permission from that sponser to
transfer to Minnesota State University must be received by the KEARMEY INTERNATIONAL CENTER,

J-1 visiting professors or scholars may tdke classes if they are admissible under normal procedures of departmental admitting
committees and the University’s Admission Office, However, in accordance with the U.S. State Department policy, they are not able
1o extend their stay in the Uinited States beyond their specific program maximum. Thus, it Is very important that an Exchange Visitor
wha is a likely Ph.D. candidate receive a student D5-2019 Form. This would allow him/her to stay in the United States until hefshe
graduates with his/her degree. However, persons in this situation need to be admitted as degree candidates before a student DS-
2019 Form can be issued,

If there are any questions, please call 389-1281 International Student Advisors.

Attached items required:
«  Academic Affairs Guidelines for Visiting Scholars
+  Kearney International Center Insurance Compliance Form




Why sign?
researcher (pai
MavCard with Library

Who signs? The Department Chair and approval from Academic Affairs

— may need clarification with Business Services and HR for any compensation. Not appropriated for tenure-
track/probationary faculty

For more information:
* |SSS website:

* Department of State website:
and



http://www.mnsu.edu/kearneyic/faculty/international.html
http://www.travel.state.gov/visa/temp/types/types_1267.html
http://exchanges.state.gov/jexchanges/programs/professor.html

n-line Cc

Elizabeth & Wynn Kearney
International Center

MINMNESOTA STATE UNIVERSITY, MANKATO

On-line Course Meeting Documentation

F-1 students are permitted to take only one purely online course each semester. If you, as an F-
1 student, wish to take more than one online course in any given semester, you must document
that your enrallment in the online course meets the following stipulations:

1. There must not be any other face-to-face courses available and applicable to your
program of study, or it is a course that is required in your program of study that is only
offered online.

2. Youmust report in person to the instructor of the specified online course no less than
two times a semester, The specific dates will be decided at your initial meeting with the
course instructor. You must keep a record {written log) of these meetings, using page
back page of this form.

Failure to comply with these regulations will be in violation of your F-1 SEVIS status and may
jeopardize your remaining as an in-status student at Minnesota State University, Mankato,
which also affects the resident tuition scholarship. Therefore, in advance of registering for
purely on-line courses, it is recommended:

* You should consult with your academic advisor\chair before registering to see if there
are any other options for your coursework to meet your graduation requirements.

* You should discuss the requirement for face-to-face meetings with the course instructor
before registering for the class.

* You should consult with 1555 to ensure you are documenting your meetings and
retaining records for your immigration status.

*  Summer on-line coursework does not need special permission/documentation so you
may wish to review if such additional an-line courses could be taken in summer period
instead.

If it is deemed appropriate for you to register for more than one on-line course during a
semester, you should complete the form, turn it into the 1S5S at the conclusion of the course,
and retain a copy in your records.

N-\International Center\IS5S\Statt\ Forms\Online Course Meeting Documentation

entation

International Student Record of Face-to-Face
Meetings with Instructor to remain in compliance
with Immigration regulations regarding on-line

coursework (above the one on-fine class ollowed per term)

Student Name: Tech ID:

Course Name/Level: Semester (arcie): Fall { Spring Year:

Obtain signature from the course instructor with you present for an on-line course at a
minimum of two times which cannot on the same date:

1. Meeting #1:
Student Signature: Date: _/__ [
» Instructor Signat Date: ___ / [
2. Meeting #2:
Student Signature: Date: ___ /[
» Instructor Signature; Date: ___ / _J

Upon written verification of the required meetings and before completion of the course at the
end of the semester (even if the grade was not yet provided), retain a copy for your own
records and submit the above form to:

Kearney International Center
Minnesota State University, Mankato
250 Centennial Student Union
Mankato, MN

Fax: 1-507-389-2790
Email; isss@mnsu.edu (if attaching document)

Modified version adapted from Eastern Michigan State University-2/10

N-\International Center\|S55\Staff\Forms\Online Course Meeting Documentation



an “on-line” st
instructors/faculty

Who signs? The Instructor/Faculty member and/or Department Chair
assigned to the course within that academic department.

For more information - Reference to ISSS website:
e http://www.mnsu.edu/international/currentstudents/f-1/



http://www.

(G) For F-1 st
than the equiva
trimester, or quarter of study
requirement if the class is ance education and does
not require the student's physical attendance for classes, examination or other
purposes integral to completion of the class. An on-line or distance education
course is a course that is offered principally through the use of television, audio,
or computer transmission including open broadcast, closed circuit, cable,
microwave, or satellite, audio conferencing, or computer conferencing. If the F-1
student's course of study is in a language study program, no on-line or distance
education classes may be considered to count toward a student's full course of
study requirement. (Revised effective 1/1/03; )

, ho more
, semester,


http://www.uscis.gov/ilink/docView/FR/HTML/FR/0-0-0-1/0-0-0-79324/0-0-0-85465/0-0-0-87514.html#0-0-0-2325
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