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1. Hosting International Scholars at California State University San Bernardino (CSUSB) 
 

The College of Extended and Global Education (CEGE) administers the visiting scholar 
program at CSUSB for exchange and visiting international scholars. “Visiting Scholar” 
means visiting or exchange scholar in one of the following categories: visiting 
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professor, distinguished visiting professor, adjunct professor, or visiting scholar (see 
attached Attachment A: Faculty Administrative Manual 642.85). Visiting Scholars may 
be invited to the University for a period ranging from a few days to a year. 

CSUSB only allows a maximum duration of up to one (1) year for Visiting Scholars, 
which is different from the U.S. Department of State length of time in this status.  The 
Visiting Scholar may transfer to another SEVIS institution for additional time in the 
same category. 

 

2. Information for Academic Units 
 
Academic colleges and/or departments may sponsor J-1 Visiting Scholars and are responsible 
for supporting the Visiting Scholars, including as outlined in Faculty Administrative Manual 
642.85 (also see Responsibilities below). 

Every Visiting Scholar should secure a letter of invitation from the sponsoring academic 
college. The letter must come from the chair or director and be approved by the dean, stating 
the intention to host the Visiting Scholar. Connections to academic departments usually come 
through CSUSB faculty. 
 
Academic departments seeking to sponsor a Visiting Scholar need to contact CEGE’s Dean (Dr. 
John Binkley) and/or Associate Director of International Student and Scholar Services (Isaac 
Morales). 
 

3. Appointment 
 

The appointment of Visiting Scholars is governed by the Faculty Administrative Manual (FAM) 
642.85 which is attached to this Process as Attachment A.  

Please visit  640-644: Recruitment/Appointment/ Responsibilities/Related | Faculty Senate | 
CSUSB for the most recent version.   

 

 

 

U.S. Department of 
State 

CSUSB Exchange Visitors Category 

A few days to 6 months  A few days to 6 months Short-Term Scholar 
3 weeks to 5 years 1 Year Visiting Professors 
3 weeks to 5 years 1 year Research Scholars 

mailto:john.binkley@csusb.edu?subject=Interest%20in%20Bringing%20in%20a%20J-1%20Visiting%20Scholar
mailto:john.binkley@csusb.edu?subject=Interest%20in%20Bringing%20in%20a%20J-1%20Visiting%20Scholar
mailto:isaac.morales@csusb.edu?subject=Interest%20in%20Bringing%20in%20a%20J-1%20Visiting%20Scholar
mailto:isaac.morales@csusb.edu?subject=Interest%20in%20Bringing%20in%20a%20J-1%20Visiting%20Scholar
https://www.csusb.edu/faculty-senate/fam/600-675-personnel/640-644-recruitment-appointment-responsibilities-related
https://www.csusb.edu/faculty-senate/fam/600-675-personnel/640-644-recruitment-appointment-responsibilities-related
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4. Visiting Scholars Requirements  
 

English proficiency: As required by J-1 visa regulations, all Visiting Scholars need to provide 
evidence that their English language skills are sufficient to live and conduct research in the 
United States through one of the following English language verification options: 

OPTION 1 Evidence of citizenship of a country whose official language is English.  
OPTION 2 A degree from a postsecondary institution from which the language of 

instruction is English. 
OPTION 3 Evidence of having obtained the minimum required scores on a recognized 

English language test: 61 TOEFL iBT/500 paper based; equivalent, TOEIC, 
IELTS, CEFR or ITEP score; or CET 6. Only test scores from within the past 
five years will be considered.  

OPTION 4 Video interview with the faculty mentor of the sponsoring CSUSB 
department. 

OPTION 5 Written assessment of language skills displayed during an interview 
conducted by an English professor from the visiting scholar’s home 
university. 

 

Education: According to Department of State regulations, Visiting Scholars must have at 
minimum of a bachelor’s degree to obtain a J-1 visa.  

Reporting: Visiting Scholars are required to report to CEGE upon arrival to CSUSB campus for 
activation of SEVIS record.  

Additionally, Visiting Scholars are required to provide monthly reports to CEGE of progress of 
their appointment.  This will be done through an AdobeSign workflow initiated by the ISSS 
office.  

5. Application Procedures  
Each prospective Visiting Scholar must have a faculty sponsor in the hosting academic 
department with the approval of the College Dean of the hosting academic unit.  

The Prospective Visiting Scholar and Faculty Sponsor/Mentor will be required to provide the 
following documents through the AdobeSign J-1 Scholar Application workflow:  

1. University Support/Invitation Letter (Attachment C, for reference) 
a. Visiting Faculty will require a formal job offer letter 

2. Completed Visiting Scholar Application (Attachment B, for reference) 
3. Up-to-date Curriculum Vitae 
4. Research Proposal 
5. Copy of Passport Biographic Page 
6. Copy of Prior Immigration History (e.g. visas, Forms I-20, Forms DS-2019, etc.) 
7. Proof of Financial Support 
8. Minimum funding requirement 

a. $3,105/month for the Visiting Scholar 
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b. $555/month for each dependent 
9. Verification of English Language Proficiency 

 

6. Stakeholders and Responsibilities  

CEGE Dean’s Responsibilities 

1. If the Department or CSUSB Faculty Reaches Out 
a. CEGE Dean provides the J-1 Exchange Visitor Process to the Faculty Mentor, 

Department Chair, or College Dean and refers them to the Associate Director (ISSS) 
2. If a Visiting Scholar Reaches Out to Inquire About Potential Exchange/Visit 

a. CEGE Dean requests the prospective Visiting Scholar to provide objectives for scholarly 
assignment/research project proposal along with their Curriculum Vitae  

b. Upon receipt of the documents, CEGE Dean (or designee) reviews the proposal and 
communicates with the appropriate host academic department for a prospective 
faculty mentor. 

c. Once the host academic department has assigned a faculty mentor, the CEGE Dean 
refers the case to the Associate Director (ISSS) or designee 

Associate Director (ISSS)’s Responsibilities 

1. After receiving confirmation or information from the CEGE Dean, the Associate Director (or 
designee) will initiate the AdobeSign workflow (Attachment B) for the J-1 Scholar Application.  

2. Reviews and approves the J-1 Scholar Application, and forwards to ISSS Designee for DS-2019 
issuance. 

3. 1-month prior to a Visiting/Research Scholar’s arrival, the Associate Director will initiate the HR 
Volunteer Form to ensure the Scholar receives a CoyoteID and e-mail.  

a. This step is not needed for Visiting Faculty.  

Host Faculty Mentor’s Responsibilities 

1. Read and abide by FAM 642.85 policy that governs “Appointment of Visiting Professors, 
Distinguished Visiting Professors, Adjunct Professors, and Visiting Scholars. 

2. Discuss with the Department Chair the feasibility of the resources that CSUSB would need to 
provide and secure commitment for mentorship. 

3. Obtain approval from the Department Chair and College Dean. 
4. Serve as the primary point of contact and provide information about and assistance with 

temporary housing, local community resources, and additional support as needed. 
5. Communicate with the Visiting Scholar prior to their U.S. arrival about professional obligations 

of the visit with CEGE assisting as needed. 
6. Draft the “Visiting Scholar Invitation Letter” (Attachment C for Reference). 
7. The department submits the letter of invitation to the College Dean for approval. 
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Host College Dean’s Responsibilities 

1. Approve/reject the hosting faculty mentor’s request. 
2. Sign the “Visiting Scholar Invitation Letter” if approved.  
3. Send the invitation letter to CEGE Associate Dean, who sends it to the prospective Visiting 

Scholar. 

CEGE’s ISSS Team’s Responsibilities 

1. Issue the Form DS-2019 upon receiving a completed application packet from the Associate 
Director (designee). 

2. Send the Form DS-2019 to the Visiting Scholar electronically for signature. 
3. Provide arrival information and conduct check-in within three (3) days of arrival.  
4. Collect monthly reports from the Visiting Scholar (Attachment D).  
5. Share information and updates on any cultural and academic activities on campus. 

 

Visiting Scholar’s Responsibilities Upon Arrival at CSUSB 

1. Report to CEGE within three (3) days of arrival to activate SEVIS record. 
2. Complete Visiting Scholar Arrival Check-in form (Attachment E).  
3. Provide monthly reports to CEGE (Attachment D template). 
4. Obtain a travel signature prior to any international travel through the service request form; and, 
5. Contact the ISSS team if there are any changes of address, contact information, emergency 

contact information, or program length. 
 

ATTACHMENTS 

A. FAM 642.85 
B. Visiting Scholar Application Form 
C. Visiting Scholar Invitation Letter Template 
D. Visiting Scholar Monthly Report Template 
E. Visiting Scholar Check-in Form 
F. HR Volunteer Form 

Reviewed by the CEGE Senior Leadership Team on Month, Day, Year. 

 

Approved by: 

 

Dr. John H. Binkley       Date 

Associate Vice Provost and Dean, CEGE  

https://csusanbernardino-my.sharepoint.com/personal/006506093_csusb_edu/Documents/Desktop/ISS/J-1/Exchange-Visitor-Request-Form.pdf
mailto:isss@csusb.edu?subject=Updates%20to%20Information%20for%20J-1%20Scholar%20Program%20or%20Contact%20Information
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APPENDIX 
ATTACHMENT A: FAM 642. 85 
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ATTACHMENT B: Visiting Scholar Application Form 
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ATTACHMENT C: Visiting Scholar Invitation Letter Template 
260313 - Visiting Scholar Invitation Letter Template.docx 

 
Printed on letterhead 

  
«Date»  
  
«Title» «First Name» «Last Name»  
«Foreign Address»  
  
RE: Research Scholar Invitation  
  
Dear «Title» «LastName»:  
  
As Chair of the Department of «Department», I am pleased that you are interested in coming to 
California State University, San Bernardino (CSUSB) for the purposes of conducting 
research: «Subject».  
  
Please consider this to be a letter of invitation to come to CSUSB for a period of «maximum 12 
months», starting «Program Start Date» and ending «Program End Date». During your stay you will 
be provided with office space, and you may use our library resources and visit classes related to your 
academic interests. We are pleased to offer you the mentorship of one of 
our professors, «Mentor», during your time at our university. This mentor will do his best to provide you 
with collegial assistance, and we encourage you to work professionally with CSUSB professors 
who have common research interests. Please note, however, that our campus' Institutional 
Review Board requires strict procedures for experimental research involving human or animal 
subjects, and we cannot facilitate this process for you.  
  
We would invite you to make presentations for our university communities, and we would be pleased to 
receive a copy of your research project report.  
  
We understand that you have sponsorship and financial backing to cover international flights, 
transportation, accommodation, and the required health insurance as well as that you will not receive 
financial support from CSUSB.  
  
We look forward to welcoming you to our campus.  
  
Sincerely,  
  
«Department Chair»  
  
With the approval of: «College Dean»   

Cc:  «Provost»  
«CEGE Dean» 

 

 

https://csusanbernardino.sharepoint.com/:w:/s/CISPISS/IQBSwjk6cvEVS4NAKbbtAkc-AUz5Cl55z9JfwohZQvBOVv4?e=HLQIXz
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ATTACHMENT D: Monthly Check-In Reporting Form 
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ATTACHMENT E: Visiting Scholar Arrival Check-in Form 
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ATTACHMENT F: HR Volunteer Form 
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