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Host Department J-1 Request Form 

PLEASE BE SURE TO DOWNLOAD  THE
INSTRUCTION and J-1 HOST-SPONSOR REQUEST FORMS 
 
Instructions - Summary of Steps: 

1. Inform OISS (Office of International Students and Scholars): Please first email OISS to let us know about your prospective visiting scholar activity.  At that time, we can be sure that the J-1 visa is feasible for your prospective scholar or discuss other options.  The J-1 Visiting Scholar will have a HOST PROFESSOR and a SPONSORING ACADEMIC DEPARTMENT

2. Applying for a J-1 visa requires obtaining a DS-2019 form, issued by US State Department Responsible Officer (RO) in OISS to the J-1 Scholar. The host department must submit the request to OISS at least 90 days before the requested program start date to allow time for internal approval and visa processing at the US Consulate. The request process consists of two forms, which must be completed in order.

Part 1: J-1 Request for SCHOLAR Form – This form is initiated by the HOST academic department (funding, proposed activities, proposed start and end date).  The HOST will send  to the J-1 scholar for completion. The final submitted form is returned back to the HOST academic department.
Part 2: J-1 Request for HOST Form – This form is initiated and completed by the HOST academic department after they receive the completed J-1 Request Scholar Form. 

Note: 
· The chairperson of the sponsoring department should send to the appropriate Dean, and Provost a formal request for the university to complete a Form DS-2019 on behalf of the prospective visiting scholar (a letter template is provided by OISS).  
· The onus is on the Chairperson, by way of a memorandum, to satisfy the Dean (and by extension the Provost or Provost Designee e.g. Asst. Vice President for the Division of International Affairs) that the individual has the requisite outstanding academic credentials, experience and scholarly potential. 
· It is only after OISS receives written approval from the Provost or Provost Designee e.g. Asst. Vice President for the Division of International Affairs along with all required documentation that RO at Morgan will commence processing of Form DS-2019.

 
3. Once the visiting scholar arrives on campus, they are required to check in to OISS within 10 business days to complete their mandatory arrival verification for the Department of Homeland Security. 
4. An orientation session will be scheduled for the visiting scholar and the host faculty. Please be advised that housing arrangements, Bear Cards and E-mail account acquisitions, are the responsibility of the (HOST) sponsoring department. 
 
For more information, please contact:  

· Dr. Yacob Astatke, Associate Vice President, Division of International Affairs.  Email:Yacob.astatke@morgan.edu
· Dr Asiah Mason, Director OISS, Division of International Affairs       Email:asiah.mason@morgan.edu

Document Checklist: Required Documents for FORM DS-2019 Processing

	Visiting Scholars must provide these documents to the Host Professor

	
	· Check
	Required Documents

	1
	
	Passport: Please provide a copy of your passport biographical.

	2
	
	CV: Please provide a copy your current curriculum Vitae (CV) in English

	3
	
	Degree: Please provide copies of your highest degree/diploma

	4
	
	Transcript: Please provide official academic transcript from your university (  translated into English)

	5
	
	English proficiency: Copy of your TOEFL / IELTS / DuoLingo test scores (if applicable). 

	6
	
	Immigration documents: If applicable (you are in the US or have been in the US previously), please obtain copies of current immigration documents (U.S. 
visa; Form I-94; any of the following Forms: DS-2019, I-20, I-797)

	7
	
	Offer letter: An invitation-sponsorship letter from the host/sponsor 

	Financial Support
Each source of funds listed must be verified original documentation, translated in English and in US Dollars. 

	8A
	
	Financial Support from Employer, Fellowship, Home Government: A letter on official letterhead from the scholar’s employer, scholarship/fellowship award letter, or home country government which specifies details about the scholar’s activities, length of stay, amount and duration of funding. 

	8B
	
	Personal/Family Funds: Official bank statements showing sufficient funds to cover the scholar and all accompanying dependents for duration of stay. 

	8C
	
	Other financial support: A notarized letter on official letter head from other funding sources indicating the amount and duration of funding to cover the scholar and any accompanying dependents

	9
	
	Dependents (J-2):  Copies of dependents’ passports, marriage certificate (for spouse), birth certificate (for children). 




	Host-Sponsor must provide these documents to OISS 
(in addition to the documents submitted by the Visiting Scholar. All documents and forms must be emailed to OISS ALL IN ONE EMAIL)

	
	· Check
	Required Documents

	1
	
	Signed  J-1 invitation-sponsorship letter from the Host-Sponsor department

	2
	
	Signed J-1 Request Form for Host

	3
	
	Signed J-1 Request Form for Scholar 

	4
	
	Signed J-1 Request Approval letter from the Provost, Dean and VP.

	5
	
	English proficiency: Signed English Proficiency Interview form (if scholar is not using English proficiency test) OR English Proficiency Interview form 

	6
	
	Job offer letter: Job offer letter approved by Human Resources if applicable



· Upon successfully receiving the J-1 visa, Host will help the visiting scholar to purchase health insurance through Morgan State University.  Note: Health insurance is mandatory for all J-1 visitors and any accompanying J-2 dependents  







J-1 HOST REQUEST FORM
	Prospective Scholar’s Name (as it appears on passport)

	LAST NAME 
	

	First/Given name
	

	Middle name
	

	Proposed role/title at Morgan
	

	Email address
	



Section One:
  
	Sponsoring Department & Host Faculty Information


	Host Faculty Name
	


	Host Faculty Title
	


	Host Department Chair’s Name

	

	Host Department Dean’s Name

	

	Host Faculty Department
	


	Host Faculty College/School
	


	Host’s Morgan E-mail Address:
	


	Host’s Morgan phone #
	


	Alternate phone #
	




Section Two :

	Appointment of Prospective Scholar at Morgan State University

	Anticipated J-1 Category
_____ Research Scholar          _____ Visiting Professor             ______ Consultant/Specialist            ________Other 

	Requested Start Date
	

	Requested End Date
	

	Exact Address (es) where the prospective visitor will be working/ studying

	Exact name of the site (for example, National Institute of Health
	

	Exact address of the site
Street, City, State, Zipcode
	

	Remarks /description about this site:
  



Section Three :  
 
	Proposed Activities during Appointment at Morgan State University
In addition, please provide a detailed description of the proposed scholarly objectives, activities, research projects, duties, relationships, and responsibilities the prospective visiting scholar will be engaged in while at Morgan State University. Use as many page as you need. 

	Please provide one or two sentences summary of the main goal to be shown in the cover page of the DS-2019.

	Objectives:




	

	Activities
	



[image: ]
[image: ]


Center for Global Studies & International Education           1700 E. Cold Spring Ln., Montebello Complex D-210, Baltimore, MD 21251                     Page 10 of 18 
 
Rev.Oct.27,2025                                                                                                                                                                                 Page 16 of 23 
 
	Rev.11.03.2025                 Division of International Affairs, Earl S. Richardson, Suite #212                          Page 14 of 16                                                                                                                                                                                                                                                         
 
Section Four:  
Financial Requirement
 Morgan State University requires that all J-1 visiting scholars show at least the required minimum funding: 
 Scholar: at least US $2,000 per month 
 Scholar and one dependent: US $2,500 per month 
 Scholar and two dependents: US $3,000 per month  Each additional dependent: add US $500 per month  
[image: ] DOCUMENTATION ALERT: Each source of funds listed must be verified original documentation, translated in English and in US Dollars. Please provide the required documentation for each source as listed below:  
[image: ] Morgan State University: An appointment/ Offer Letter for the visiting scholar approved by HR. 
[image: ] Financial Support from Employer, Fellowship, Home Government: A letter on official letterhead from the visiting scholar’s employer, scholarship/fellowship award letter, or home country government which specifies details about the visiting scholar’s activities, length of stay, amount and duration of funding. 
[image: ] Personal/Family Funds: Official bank statements indicating sufficient funds to cover the visiting scholar and any accompanying dependents for their duration of stay. 
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	Financial Sponsorship from Morgan State University

	$ Amount
	Description (example: stipend, teaching salary, housing, per diem, hourly wages, etc)

	$
	

	$
	

	$
	

	$
	

	Total = 

	Financial Support from Scholar’s Employer, Government, Scholarship/Fellowship,

	$Amount
	Description 
(Example, international airfare, ground transportation, stipend, health insurance premiums, continuation of salary during sabbatical, per diem, housing allowance)

	$
	

	$
	

	$
	

	Total = 

	Funding from Other Source

	$
	

	$
	

	Total = 







Section Five:  

Health Insurance Requirement  
 
The host faculty member and department chairperson acknowledge, by signing this document that they have been informed about the mandatory health insurance requirement for all J-1 scholars and any accompanying J-2 dependents, and will provide this information to the prospective visitor.  The specific procedures and requirements are: 
 
(1) Provide Mandatory Health Insurance Requirement Compliance Agreement to scholar.  This will be in the packet provided Host Faculty from the University Health Center. 

(2) Upon arrival at Morgan State University, each visiting scholar must present to the OISS evidence of adequate health insurance coverage throughout the requested period of stay in the United States.  The J-1 and J-2 visas have the following federally mandated requirements: 
 
· Medical benefits of at least $100,000 per accident or illness 
· A deductible not to exceed $500 per accident or illness 
· Repatriation of mortal remains in the amount of at least $25,000 
· Expenses associated with medical evacuation in the amount of at least $50,000. 
 
(3) If the scholar does not have the required minimum insurance coverage in effect, he/she must purchase a supplemental policy to cover the entire period of the visit.  



-------------------------------------------------------------Verifications Section------------------------------------------------------------ 
 
Signatures Approving this Visiting Scholar and All Information Provided in this Form: 
 
Host Professor, Chair, and Dean should review proposed activities, sources of funding, and the statement above about Mandatory Health Insurance before supporting this request in the signature box below. 
 
 
 
	 	 	 	 	 	 	 	 	 	 	 	____  _________ 

Host Faculty Member Printed Name  	       Signature 	 	 	Date 

 

 	 	 	 	 	 	 	 	 	 	 	 	____  _________ 
Department Chairperson Printed Name 	 	      Signature 	 	 	Date 
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