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DS-2019 Request Process Overview 
 
HCM Record Requirement 
Prior to submitting the Add New Person e-form or initiating a DS-2019 Request in the MyISSS 
Departmental Services portal, departments must create an HCM record (add a position or Person of 
Interest) if one does not already exist or update an existing HCM record for the prospective exchange 
visitor (directly or with the assistance of the HR Service Center). 

• Avoiding Duplicate Records in HCM 
• Create a Position in HCM   
• Hiring an Employee in HCM 
• Person of Interest (POI) HCM Transactions 
• Updating a Position in HCM  

To facilitate this process, have the prospective exchange visitor complete the* Scholar: Prospective J-1 
Exchange Visitor Intake Form. *Departments may develop their own forms and processes. 

• Do not initiate a DS-2019 Request in the MyISSS Departmental Services portal until the HCM 
record is created (or updated) and you have an employee ID for the prospective exchange 
visitor.  

o If the prospective exchange visitor already has a record in HCM: 
• Update the HCM record as necessary (Entering Job Changes, Maintaining a POI 

Relationship, Extending the Exit Date for POI Records, Rehiring an Employee) 

https://oit.colorado.edu/accounts/person-interest-poi-hcm-records-practices
https://oit.colorado.edu/accounts/person-interest-poi-hcm-records-practices
https://www.colorado.edu/hr/hrsc/hrsc-poi
https://www.cu.edu/docs/avoiding-duplicate-records
https://www.cu.edu/docs/sbs-creating-position-funding
https://www.cu.edu/hcm-community/employee-transactions#tabs-5
https://www.cu.edu/hcm-community/employee-transactions#tabs-8
https://www.cu.edu/docs/sbs-updating-position
https://www.colorado.edu/isss/node/3099/attachment
https://www.colorado.edu/isss/node/3099/attachment
https://www.cu.edu/hcm-community/employee-transactions#tabs-6
https://www.cu.edu/docs/sbs-maintaining-poi
https://www.cu.edu/docs/sbs-maintaining-poi
https://www.cu.edu/doc/hcmsbs-poi-maintaining-poipdf-4#%5B%7B%22num%22%3A43%2C%22gen%22%3A0%7D%2C%7B%22name%22%3A%22XYZ%22%7D%2C33%2C742%2C0%5D
https://www.cu.edu/hcm-community/employee-transactions#tabs-5
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Extending the Exit Date for POI Records, Rehiring an Employee) to reflect the 
new exchange visitor program 

 Departments that are HR Service Center (HRSC): 
• Submit a request to the HRSC to update the appointment. 
• Provide the scholar's first and last name, employee ID, POI confirmation, 

sponsoring department, sponsor's position number, and specific record 
update request. 

 

 Departments that are not HR Service Center (HRSC): 
• Update the HCM record. 
• Contact the (HRSC) with questions or for assistance. 

o You do not have to submit the Add New Person e-from as a MyISSS profile should 
already exist. 
 

o If the prospective exchange visitor is already affiliated with the University of Colorado/CU 
system (e.g., a previous student or scholar at Anschutz Medical Campus, Boulder IEC, CU 
Boulder, Colorado Springs Intensive English, UC Colorado Springs, Denver ESL Academy, or CU 
Denver) and did not previously have an HCM record/Employee ID:  
 After the HCM record is created, email the prospective exchange visitor’s name, 

University ID from the previous program, and Employee ID from the new HCM record 
to the ISSS advisor assigned to your department so ISSS can add it to the prospective 
exchange visitor’s MyISSS profile.  

• The DS-2019 Request cannot be initiated until ISSS adds the Employee ID to 
the prospective exchange visitor's MyISSS profile. 
 

For prospective exchange visitors who are not already affiliated with the CU system:  

• The employee ID number from the HCM record is required on the Add a New Person e-form in 
the MyISSS Departmental Services portal. 

• You do not need to submit the Add New Person e-form for prospective exchange visitors who 
are already affiliated with the University of Colorado/CU system as they will already have a 
MyISSS profile.  

o Contact the ISSS advisor assigned to your department if you have questions about 
whether a prospective exchange visitor already has a MyISSS profile.  

DS-2019 Request Process 
It is recommended that departments: 

1. Review the J-1 Exchange Visitor Request Process webpage and MyISSS Departmental Services 
Resource webpage 

• Initial DS-2019 Request Timeline-Scholar  
• DS-2019 Request Checklist-Scholar 
• Completing E-Forms 

 

2. Have the prospective exchange visitor complete the Scholar: Prospective J-1 Exchange Visitor 
Intake Form and provide a copy of their passport. 

• Departments may develop their own forms and processes. 
  

3. Complete the Department: Prospective J-1 Exchange Visitor Program Worksheet and determine 
if an exchange visitor program is possible. 
 

https://www.colorado.edu/hr/hrsc/hrsc-poi
https://www.colorado.edu/hr/hrsc/hrsc-poi
https://www.colorado.edu/isss/node/2691
https://www.colorado.edu/isss/node/2691
https://www.colorado.edu/isss/node/106
https://www.colorado.edu/isss/node/2861
https://www.colorado.edu/isss/node/2861
https://www.colorado.edu/isss/node/2937/attachment
https://www.colorado.edu/isss/node/2907/attachment
https://www.colorado.edu/isss/node/2936/attachment
https://www.colorado.edu/isss/node/3099/attachment
https://www.colorado.edu/isss/node/3099/attachment
https://www.colorado.edu/isss/node/3100/attachment
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4. Create or update the HCM /Person of Interest (POI)  record for the prospective exchange visitor 
or submit the Person of Interest (POI) Form to the HR Service Center to request assistance. 
 

5. If the prospective exchange visitor is not already affiliated with the University of Colorado/CU 
system and does not have a MyISSS profile, submit the Add New Person e-form to create a 
MyISSS profile. 

 

6. Compile the Exchange Visitor Program details and required documentation. 
• CU Boulder Offer Letter (if applicable) 
• English Proficiency 
• Internal Export Control Review Documentation (if applicable) 

 

7. Initiate the DS-2019 Request in the MyISSS Departmental Services portal 
 

8. Issue and provide the following documents to the prospective exchange visitor: 
• Invitation Letter (benefits-eligible) or Invitation Letter (not benefits-eligible)  
• Exchange Visitor Program Summary Document 

DS-2019 Request (E-Form Group) 
The DS-2019 Request is an e-form group comprised of eight required e-forms that will be completed by 
the different people involved in the DS-2019 request process: department administrator, host 
supervisor, department chairperson, prospective exchange visitor, and the Office of Export Controls.  

The DS-2019 Request is broken into four groups of e-forms: Host Department Forms, Reviews & 
Attestations, Prospective Exchange Visitor Forms, and the Export Control Form. 

 

https://www.cu.edu/hcm-community/employee-transactions#tabs-5
https://www.cu.edu/hcm-community/employee-transactions#tabs-8
https://www.colorado.edu/isss/node/3101/attachment
https://www.colorado.edu/hr/hrsc/hrsc-poi
https://www.colorado.edu/isss/node/2934/attachment
https://www.colorado.edu/isss/node/2906/attachment
https://www.colorado.edu/isss/node/94/attachment
https://www.colorado.edu/isss/node/2861
https://www.colorado.edu/isss/node/1195/attachment
https://www.colorado.edu/isss/node/3137/attachment
https://www.colorado.edu/isss/node/2941/attachment
https://www.colorado.edu/researchinnovation/export-controls
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The Department Administrator facilitates the completion and sending of the e-forms in the DS-2019 
Request. 

Host Department Forms 
To initiate a DS-2019 Request, the Department Administrator must first complete the Host Department 
Information e-form. 

• This e-form must first be reviewed and approved by ISSS.  
• Do not submit the remaining e-forms in the DS-2019 Request until ISSS approves your DS-2019 

program start date. 

Host Department Information (Department Administrator) 
This Host Department Information e-form collects host department information including the host 
supervisor’s contact information, and department speedtype for the DS-2019 Request processing fee.  

• An exchange visitor’s supervisor should be full-time CU faculty (not an adjunct) who will be 
present (not on sabbatical) for the duration of the exchange visitor’s program. Supervisors who 
are not full-time faculty but who hold advanced or senior research positions and who have a 
supervisory role at CU Boulder are allowed. 

If the Host Supervisor for the proposed exchange visitor program is not full-time CU Boulder 
faculty/staff, you must also submit the CU Boulder Supervisor Form (available on the DS-2019 Request e-
form landing page). This e-form can be initiated prior to the ISSS review of the Host Department 
Information e-form. 

 

After submitting the Host Department Information e-form, ISSS will review the initial exchange visitor 
program information to make a quick determination based on the initial details as to whether the 
requested exchange visitor program and start date are feasible considering the current regulations and 
varying visa processing times.  

• ISSS will consider the prospective exchange visitor’s country of citizenship and permanent 
residence, previous exchange visitor program participation, and current immigration status if 
applicable. 

• ISSS will approve the e-form if the requested exchange visitor’s program start date 
seems feasible.  

 
• ISSS will contact the Department Administrator if additional information, an amended 

start date is required, or alternatives should be considered. After speaking with the 
department and deciding on a new timeline, ISSS will approve the e-form.  
 Revised program start dates should be entered in the next e-form, Program 

Information & Details.  

Once ISSS approves the e-form, the remaining Host Department, Reviews & Attestations, and 
Prospective Exchange Visitor e-forms can be initiated and completed. 
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Program Information & Details E-Form (Department Administrator) 
After ISSS reviews and approves the Host Department Information e-form, the Program Information & 
Details e-form can be completed (the e-form name and prospective exchange visitor’s name will appear 
at the top of the e-form).  

• The Department Administrator will receive an email when ISSS approves the Host Department 
Information e-form. 

The Department Administrator will complete the Program Information & Details e-form to provide ISSS 
with exchange visitor program details including the requested exchange visitor program type, exchange 
visitor category, program dates, Classification of Instructional Program (CIP) code and academic field,  
nature of collaboration, program goals, general description of program (5 words or less), position 
information, site of activity, university funding, English proficiency, and information about the cross-
cultural programming the department will provide.  

• If applicable, updated exchange visitor program dates should be included in this e-form. 

It is recommended that you provide as much detail as possible about the program to allow both Export 
Controls and ISSS to accurately review the prospective exchange visitor's collaboration details. 

The text boxes for entering information about the nature of the collaboration, goals, and supervision 
can be stretched to allow entry of additional information by dragging the bottom right corner of the text 
box. 

 

After submitting the e-form, you should automatically be brought into the next e-form in the DS-2019 
Request, the Departmental Responsibilities & Attestation. 

Reviews & Attestations 
The Department Administrator will complete their Departmental Responsibilities & Attestation e-form 
and send the remaining Departmental Responsibilities & Attestation e-forms to the Host Supervisor and 
Department Chairperson. 

• The Hosting Supervisor is the inviting faculty/research member that is going to be responsible 
for supervising the prospective scholar during their program.  
 

• An exchange visitor’s supervisor must be present (not on sabbatical) for the duration of the 
exchange visitor’s program. 
 

 

https://studyinthestates.dhs.gov/sevis-help-hub/student-records/classification-of-instructional-programs/classification-of
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Departmental Responsibilities & Attestation (Department Administrator) 
To complete the Departmental Responsibilities & Attestation (Department Administrator), click on the e-
form link. 

 

The Department Administrator will be brought into the e-form (the e-form name and prospective 
exchange visitor’s name will appear at the top of the e-form). 

 

• Review the list of departmental responsibilities and click on the embedded hyperlinks for 
additional information. 

• To complete the e-form, check the two confirmation checkboxes at the bottom of the e-form 
and click on Submit. 

 

Departmental Responsibilities & Attestation (Host Supervisor) and (Department Chair) 
After completing the first three e-forms in the DS-2019 Request, the Departmental Administrator will 
send the Departmental Responsibilities & Attestation e-forms to the Host Supervisor and Department 
Chairperson. 

Start by clicking on the e-form link, Departmental Responsibilities & Attestation (Host Supervisor). 

  

Next, enter the Host Supervisor’s name and email address in the required fields and then click on 
Submit. 
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• An email will be sent to the Host Supervisor based on the information you provided. The email 
will contain a link to the e-form and credentials for logging into it.  

 

 

 

After opening the email, the Host Supervisor will click on the blue e-form link. 
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They will be brought to the e-form landing page where they will enter their login credentials from the 
email and click on Login. 
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Once in the e-form, the Host Supervisor can review the other e-forms submitted by clicking on an e-form 
link at the top of the page. 
 

       

The Host Supervisor should review the Program Information & Details e-form to confirm the proposed 
exchange visitor program details are accurate. Next, the Host Supervisor should review the list of 
departmental responsibilities in the Departmental Responsibilities & Attestation e-form and click on the 
embedded hyperlinks for additional information. 
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To complete the e-form, the Host Supervisor will check the two confirmation checkboxes at the bottom 
of the e-form and click on Submit. 

         

To send the Departmental Responsibilities & Attestation e-form to the Department Chairperson, repeat 
the previous process this time clicking on Departmental Responsibilities & Attestation (Department 
Chair) and entering the Department Chairperson’s name and email address. 

                 

 

• An email will be sent to the Department Chairperson based on the information you provided. 
The email will contain a link to the e-form and credentials for logging into it. 
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After opening the email, the Department Chairperson will click on the blue e-form link in the 
email and complete the same steps as the Host Supervisor (noted above). 

 

 

Once the Departmental Responsibilities & Attestation e-forms are submitted their status will change 
from “Routed to Third Party” to “Submitted” on the e-form landing page for the DS-2019 request. 

             

Prospective Exchange Visitor Forms 
After sending the Departmental Responsibilities & Attestation e-forms to the Host Supervisor and 
Department Chairperson, the Department Administrator will give the prospective exchange visitor 
access to the next four e-forms to complete (two are required, two are optional depending on the 
situation). 

1.  Required: Prospective Exchange Visitor Information e-form 
• This e-form collects the prospective exchange visitors’ biographical information, 

current/previous exchange visitor program participation, occupation, contact information, 
emergency contact information 
 

2. Required: Exchange Visitor Program Funding e-form  
• This e-form collects prospective exchange visitors’ estimated program cost, funding sources, 

and funding documentation.  
• The Department Administrator may wish to enter a prospective exchange visitor’s university 

funding information in the e-form for them prior to giving the prospective exchange visitor 
access to complete the e-form to reduce the possibility that incorrect university funding 
information is provided by the prospective exchange visitor. 
 

3. Optional: Dependent Information Form 
• This e-form is required for prospective exchange visitors who would like to include 

dependents on their J-1 exchange visitor. 
o A separate Dependent Information Form must be submitted for each dependent that 

will be included in the K-1 SEVIS record and issued a DS-2019. 
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4. Optional: SEVIS Record Transfer In 
• This e-form is required for scholars already engaged in a J-1 exchange visitor program who 

will transfer their J-1 SEVIS record to CU Boulder. 

Prior to sending these e-forms to the prospective exchange visitor, the Department Administrator can 
enter information into the e-forms. For example, if the university is funding the prospective exchange 
visitor, the Department Administrator may wish to enter the university funding information in the 
Exchange Visitor Program Funding (Scholar) e-form to reduce the possibility that the prospective 
exchange visitor will enter the financial information incorrectly. 
  

 

 

 

 

 

 

• If a Department Administrator enters CU Boulder funding information into the e-form, a draft of 
the e-form must be saved before giving the prospective exchange visitor client access. 

 

To send the e-forms to the prospective exchange visitor, the Department Administrator will click on the 
first of these e-forms (the Prospective Exchange Visitor Information e-form) on the DS-2019 Request 
landing page to open it. 

 

They will be brought to a new screen that ilists e-forms the prospective exchange visitor needs access to 
and will then be prompted to enter the prospective exchange visitor’s email address. 

Next, they must click on the “Give Client Access to Update Information” link. 
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Last, they will enter the prospective exchange visitor’s email address. 

 
An email will be sent to the prospective exchange visitor based on the information you provided. The 
email will contain a link to the e-form and credentials for logging into it. 
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o After clicking on the link in the e-email, the prospective exchange visitor will be brought 
to a Limited Services login page and should enter the credentials from the email and 
then click on Login. 
 

 
 
 

• If the prospective exchange visitor clicks on Email Me My Limited Access PIN, they will be 
prompted to enter their University Identification Number to initiate the email. 
 

o The University Identification Number is the Employee ID generated when they were 
added to HCM as a POI. 
 

o The University Identification Number is used to access MyISSS and is included in the 
Request for Information: DS-2019 Request (Scholar) email sent to prospective exchange 
visitors to provide them with access to the e-forms they need to complete. 
 

 

After clicking “Send Email,” the Department Administrator will be brought back to the DS-2019 Request 
e-form landing page. To check the status of the e-forms, click on the dated DS-2019 Request e-form link 
at the bottom of the screen. 
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The status of the Prospective Exchange Visitor e-forms will not update until they are submitted. 

• Submitted: E-form has been submitted 
• Required: E-form has not yet been submitted 
• Pending Office Approval: E-form has been submitted; requires ISSS review and approval before 

the next step can be completed 
 

 

No additional steps can be taken until the prospective exchange visitor completes the three e-forms in 
the Prospective Exchange Visitor Forms group. 

Export Control Form 
All DS-2019 requests, initial and program extensions, must be reviewed by the Office of Export Controls 
(OEC) for export control concerns before ISSS can begin processing the request. 

• This review can take 1 to 2 weeks and the outcome could require additional steps that can delay 
the exchange visitor program start date. 

After the first seven e-forms have been submitted by the various people involved in the DS-2019 request 
process, the Export Controls Review e-form can be sent to the Office of Export Controls (OEC). 

https://www.colorado.edu/researchinnovation/export-controls
https://www.colorado.edu/isss/cu-departments/hiringhosting-international-students-scholars/international-scholars-j-h-e-pr/scholar#ExportControl
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The Office of Export Controls information is prepopulated in the e-form. Do not edit the Reviewed by 
information in the e-form. 

• Select No if your department does not have an internal export control review process and click 
on submit. 
 

 

For departments that have an internal export control review process (e.g., LASP, CIRES), the Department 
Administrator must upload documentation of the internal export control review that was completed in 
the first part of the Export Control Review e-form. 

• Select Yes if your department has an internal export control review process, e and upload 
documentation from the internal control review that was conducted, and then click on submit. 
Do NOT edit the OEC department information as it is required to rout the e-form to OEC for 
review. 
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The status of the e-form will be updated to “Routed to Third Party” on the DS-2019 Request e-form 
landing page once it has been sent to the Office of Export Controls to complete. 

           

 
The Export Control Review Process 
After the first section of the Export Controls Review e-form is completed by the Department 
Administration, an email will be sent to the Office of Export Controls. The email will contain a link to the 
e-form and credentials for logging into it. 
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After clicking on the link, the Office of Export Controls representative will be brought to a login page and 
should enter the credentials from the email (if they do not auto populate) and click on Login. 
                                                    

 

Once inside the e-form, the Office of Export Controls will be able to view all the previously submitted e-
forms in the DS-2019 Request by clicking on the link at the top of the e-form.  

 

 

The Office of Export Controls (OEC) will determine if an export license is required to participate in the 
proposed exchange visitor program.  

If an export license from the US government is required, OEC will contact the host department to discuss 
options, including modifying the proposed program and/or applying for an export license.  
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After the Office of Export Controls submits the Export Controls Review e-form, the status will be 
updated to Pending Office Approval. This means that all the required e-forms have been submitted to 
ISSS for review. 

 

• Please allow ISSS up to 10 business days to review the information contained in the completed 
DS-2019 Request.  
 

What To Expect Next 
After the eight e-forms included in the initial DS-2019 Request have been submitted, ISSS will begin 
processing the initial DS-2019 Request for the prospective exchange visitor. 

If a Program Information & Detail e-form requires updates, the Host Supervisor and Department Chair 
Responsibilities & Attestation e-forms will also be set to draft status and all three e-forms will have to be 
resubmitted. 

If the outcome of the Export Control Review is that the proposed exchange visitor program will be 
modified, the Program Information & Detail e-form, Host Supervisor and Department Chair 
Responsibilities & Attestation e-forms, and Export Controls Review e-forms will be set to draft status and 
will have to be resubmitted. 

Canceling a DS-2019 Request 
 

If the DS-2019 Request has not been approved by ISSS: 

o Complete the steps indicated in the Canceling a DS-2019 Request resource. 

If the DS-2019 Request has already been approved by ISSS: 

• Contact the ISSS advisor assigned to your department to request the cancellation of the request. 

https://www.colorado.edu/isss/node/3237/attachment
https://www.colorado.edu/isss/scholar-department-assignment-lookup
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