Worksheet for New J-1 Student Intern
The information on the J-1 Worksheet is required for ISSS to issue Form(s) DS-2019 to a prospective student intern and dependents who will 
· enter the U.S. in J-1/J-2 status,
· transfer their J-1/J-2 status from another J program sponsor or
· change their status in the U.S. to J-2/J-2
You will 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 DS-2019.
University Information and Documents
	Completed?
	Item
	Notes

	
	Student Intern Name as it appears in the passport
	

	
	Student Intern date of birth as it appears in the passport
	

	
	Copy of passport ID Page
	For student intern and each dependent
J-2 Dependents

	
	City of Birth
	For student intern and each dependent

	
	Country of Birth
	For student intern and each dependent

	
	Country of Legal Permanent Residence
	For student intern 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
	

	
	If in the U.S., information about current immigration status
	Copies of documents

	
	Information about J status in the past 2 years, if any
	Copies of DS-2019s

	
	Certification of Academic Status for a J-1 Student Intern
	J Student Intern Academic Certification

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

	
	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).

	
	Site(s) where student intern will perform duties including remote sites such as the student intern’s home
	· Name of Site (department, division, center, etc.)
· Physical Street Address
· Department Code (ex. SOM-BIO CTR AI General Ops)
· In-person requirement

	
	Position Title and Job Code
	Benefits Eligibility Matrix

	
	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.

	
	Will the program require return visits? If so, how many, when and the duration.
	

	
	Salary or non-salary funding, if applicable
	Amount of salary or non-salary funding:
The salary must follow university policy on compensation. 
Minimum Financial Support
Scholar: No. of months X $3000 = 
Each Dependent: No. of Months X $750 = 
Total = 
If the salary or non-salary funding does not meet the minimum above or if there is support from the university, the student intern must show additional funds. See below.
Minimum Financial Support and Cost of Living
Proof of Financial Support Requirements

	
	Eligible for employee benefits?
	Yes or No

Medical Insurance Requirement

	
	Proof of financial support if no university salary or non-salary funding or if the university salary or non-salary funding is insufficient
	Student Intern: No. of months X $3000 = 
Dependent: No of Dependents x No. of Months X $750 = 
Total = 
Compare to university salary/funding to determine if more funding is needed.
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 Student Intern Faculty Sponsor Agreement

	
	Signed letter invitation or Letter of Offer if an employee
	J-1 Student Intern Letter of Invitation if not an employee or 
Letter of Offer for an employee
· CU Denver appointments
· Anschutz Medical Campus

	
	Form DS-7002 Training/Internship Placement Plan
	Form DS-7002 Training/Internship Placement Plan
Complete Sections 1, 2, and 4.
Student Intern completes Section 3.

	
	Proof of English language proficiency
	English Language Proficiency Policy


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

	
	Complete volunteer requirements if not an employee
	Volunteer, Trainee and Minor Participants | University of Colorado (cu.edu)



[bookmark: _Hlk191882238]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

