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CAS: Administrative Support Team, Foreign National Services
teamcas@uw.edu | Communications Building, University of Washington Seattle, WA 98195

VisitorUnit Administrators
AST: Foreign National 

Services (FNS)
International Scholars 

Operations (ISO)

Process DecisionStart / End

J-1 Exchange Visitor Application Process:
Swimlane Workflow as of 6.7.2023
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Dean's Office

Visitor receives 
DS-2019 and 

obtains J-1 Visa at 
US Consulate

AST FNS ensures 
DS-2019 electronic copy 
is received by the visitor

AST FNS sends the 
signed document to the 

Dean's Office for 
signature

AST FNS sends intake 
form to Visitor and 
request supporting 

documentation

Unit submits 
"Visas Form" 
w/ invitation 

letter attached

Using the gathered 
information AST FNS 

completes and submits 
J-1 Visa request form to 

ISO

AST FNS reviews for 
accuracy, then forwards 
to unit administrators

The conditional J-1 Visa 
is electronically
signed by the 

department Chair

Visitor completes and 
returns intake form

to AST FNS at 
teamcas@uw.edu

ISO & Academic HR 
(AHR) review the request 

form, and if approved, 
issue a J-1 conditional 
approval to AST FNS

AST FNS saves copy of 
fully- signed page for file.

Unit sends signed J-1 
conditional approval to 

AST FNS

AST FNS sends signed 
conditional approval 

and supporting 
documentation to ISO.

ISO processes DS-2019, 
notifies AST FNS when 

electronic copy is 
available

Divisional 
Dean/Academic 
Specialist signs 

documentation, returns 
to AST FNS

https://admin-support.artsci.washington.edu/sites/admin-support/files/inline-files/Summer%20Budget%20Process%20%28Workflow%20View%29%20%28Nov%202020%29.pdfhttps://admin-support.artsci.washington.edu/sites/admin-support/files/inline-files/Summer%20Budget%20Process%20%28Workflow%20View%29%20%28Nov%202020%29.pdf

