EXCHANGE VISITOR (J-1 VISA) PROCESSES

1)   Inform your Exchange Visitor to let you know immediately if they are not going to be here by the starting date of their program.
2)  Contact Carol Robertson at carol.robertson@ttuhsc.edu  when the Exchange Visitor has been delayed or has arrived.  .
Note:  If an Exchange Visitor does not enter the USA or is not keyed into the SEVIS database as having arrived within 30 days of their begin date on the DS-2019, their J-1 becomes invalid.
3) Upon arrival, send a copy of their stamped DS-2019, Current US home address (mandatory), copy of I-94., and copy of their VISA in their passport to Carol Robertson at Human Resources, Stop 8175.4)

4) If they have brought dependents to the US, the documents noted in #3 will also be required.  

5)   Insurance Requirements:  An Exchange Visitor and their dependents must have Health, Repatriation and Evacuation insurance at all times while in the US.  Evidence of this coverage is required with a copy sent to Carol Robertson.   Repatriation and Evacuation insurance is not available through their employment and must be purchased separately.  Furthermore, since new employees are not covered for health insurance for 90 days or more, temporary health coverage must be purchased for that period.  INSURANCE REQUIREMENTS ARE CRUCIAL.  IF NOT IN COMPLIANCE WITH THIS REQUIREMENT, YOUR EXCHANGE VISITOR WILL BE DEPORTED.  Information on vendors with this insurance is available from Carol Robertson.
6) During the Exchange Visitor’s stay at TTUHSC, extensions, reinstatements, transfers, change of category, change of status, replacement of lost form, amendments, corrections, and change of address must be reported to Carol Robertson’s office.  
For information contact:  Carol Robertson, carol.robertson@ttuhsc.edu 
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