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Department 
submits visa 

request via CASSS 
web form, attaches 

invitation letter

CASSS sends 
intake form to 

Visitor

Visitor completes 
intake form and 
returns to CASSS 

via email.

Using invitation letter 
and Visitor intake 

form, CASSS 
completes ISO online 

visa request form. 
Submits to ISO.

ISO processes 
application, sends 

CASSS pdf of 
completed J Visa 

conditional 
approval form for 

review.

Visitor receives 
DS-2019, 

completes visa 
process as per U.S. 

regulations.Information gathered: 

 Current Home 
Address + best 
place to mail DS-
2019

 City of birth

 Phone number

 Confirm dates of 
visit

 Written proof of 
sufficient funding 
for the duration of 
visit

On the webform, CASSS is the 
“Department” contact, while the 
department is listed as the budget 
contact.  ISO and Academic HR contact 
CASSS with questions regarding the visa 
application.  Likewise, ISO and AHR 
contact the department with questions 
regarding finances/budget.

CASSS confirms 
accuracy, forwards 
pdf to Department 

administrator.

Department 
administrator 

prints pdf, obtains 
Chair’s signature.

Dept calls/emails 
CASSS when 
conditional 

approval is signed 
and ready for pick 

up.

CASSS takes the chair-
signed approval to Dean’s 
Office for Divisional Dean’s 

signature. Generally, Ivy 
Mason signs for the 

respective dean.

CASSS makes copy 
of fully-signed 
page for file.

CASSS sends 
signed and 
completed 
conditional 

approval to ISO.

ISO processes DS-
2019, contacts 

CASSS when ready 
for pick-up.

CASSS makes copy 
of DS-2019 for file.

CASSS sends DS-
2019 to visitor via 

FedEx next day 
service.
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