UIC

New International Faculty, Staff and Scholar Checklist

Welcome to the University of Illinois at Chicago (UIC).  The Office of International Services (OIS) has prepared this checklist to assist you when arriving in Chicago.  OIS provides advising to international students, faculty, scholars and staff and to UIC departments. Our hours of operation are 8:30 a.m. to 5:00 p.m. Monday through Friday.

(_)
Obtain Housing
If you do not have living accommodations upon arrival, you can obtain a list of hotels/motels on our web page at www.uic.edu/depts/ois under the "Housing" link.  In addition, there are apartment and housing guides available in our office.

(_)
Visit your Sponsoring Department
Your department will give you forms that must be completed before you begin employment. These forms include the Employee Clearance Form, the UIC ID (I-Card) Request Form, and Tax Forms.  If you qualify for employee fringe benefits, your department will send you to a benefits orientation.  It is important to meet with your faculty sponsor or staff contact upon arrival; (s)he will be able to help with paperwork.

(_)
Visit the Office of International Services (OIS)
Please report to OIS to complete necessary forms for your OIS file.  You must bring your original DS-2019 (if in J-1 status), I-797 approval notice (if in H-1B or O-1 status), or Employment Authorization Document (if in J-2 status or F-1 status on OPT,) passport, and I-94 card (small white card) found inside your passport.  F-1s must also bring their I-20 if not UIC students.  After initial check-in between 2-3 p.m., faculty, staff and scholars may meet with the international faculty advisor by appointment.

(_)
Complete an Employee Clearance and I-9 at OIS
I-9 and Employee Clearance Forms must be completed for all non-immigrant employees prior to beginning employment.  Please request an employee clearance form from your department and bring it to OIS.  These forms may be completed only by OIS, and are completed daily between 2:00 to 3:00 p.m.  While at OIS, you will be invited to an immigration orientation and will be given a welcome package with information about UIC, Chicago and the public transportation system. 

(_)
Apply for a Social Security Number (SSN)
Please wait 10 business days from the date you arrive in the country before you apply for a SSN.  It is important to apply for a SSN if you have some type of work permission.  This number must be issued by the Social Security Administration in order for you to get paid.  Please read the handout provided in your welcome package for information on how to apply for a SSN.  The Social Security Office closest to campus is open from 9:00 a.m. to 4:00 p.m. Monday-Friday and directions are provided on the handout.

(_)
Obtain an Identification Card (I-Card)
Currently, I-Cards are not issued until you have obtained a Social Security Number.  Your department may be able to help you make arrangements until that time.  An I-Card is needed to access the UIC Library, parking, recreational facilities, and other privileges.  In order to obtain an I-Card you must obtain a form from your department outlining the type of I-Card needed including dates of appointment.  Please take this form, your passport, and Social Security Card to the Photo ID office located in room 1790 Student Service Building (SSB) or in the Chicago Illini Union (CIU) Monday-Friday 8:30 a.m. to 4:00.  There is no charge for the first I-Card, however, there is a $20 replacement fee for lost cards.

 (_)
Attend the Office of International Services Immigration Orientation
Attend the mandatory orientation for New J-1 Scholars or New International Faculty and Staff (for non-

J-1 faculty and staff) as scheduled.  This orientation will provide critical information about maintaining status, travel, extending your stay, relevant university policies and immigration regulations.  If you cannot attend your scheduled orientation, please check the OIS web site for the next orientation session.

 (_)
Visit the Office of Payroll Services
Employees should contact Melvin Fason in payroll 312-996-0706 to make arrangements to complete tax forms.  Those who will be paid honorariums, who are not eligible for social security numbers, should obtain an ITIN number from Melvin at the payroll office (520 Marshfield Building).

(_)
Notify OIS and INS of your address 

Each time you move you must notify our office and INS within 10 days of your move.  For those in F or J status, failure to report your address will result in violation of your status and ineligibility for reinstatement.  OIS address forms are available at the front desk.  INS AR-11 or AR-11SR forms are available on the INS website: http://www.INS.gov/graphics/formsfee/index.htm  

(_)
Maintain Health Insurance for J-1 Exchange Visitors
In order to maintain J-1 status, you must have health insurance for yourself and for your dependents.  If you qualify for employee fringe benefits (including health insurance) please be note that you must purchase supplemental insurance to cover medical evacuation and repatriation from OIS.  If you are a self-funded J-1 scholar, you must purchase health insurance on your own and provide proof to OIS.  For your convenience, the OIS web site provides a list of US insurance carriers that offer insurance benefits that meet the requirements for J-1 scholars and J-2 dependents.

(_)
Open a Checking Account
It is recommended that you deposit your money into a bank account rather than carrying large sums of money or storing it at home. A social security number is often required for you to open a checking account with a US bank.  The UIC Credit Union does not require a social security number for you to establish an account.  Credit Union One is located at University Hall lower level, in CCC, and in the AOB building on west campus.  For further information about Credit Union One please call 312-413-2430.

(_)
Consider English Speaking Skills Classes
The Tutorium in Intensive English (TIE) offers courses in Advanced Speaking Skills, Business Writing Through Case Studies, and Professional Presentation Skills. These classes are offered each semester.  Space is limited and an interview is required.  For further information you may contact TIE at 312-996-8098, or visit their web site at www.uic.edu/depts/tie    

(_)
Set up a UIC e-mail account
Visit any Computer Lab on campus with your SSN, I-Card number, and date of birth.  Once you complete the process you are given a NETID; this is your e-mail address. After 24 hours you can use your account. If you experience difficulty setting up your e-mail or accessing the web, consult Client Services located in room 2267, Science and Engineering Lab (SEL) or call 312-413-0003.  The office is open 9am-5pm everyday, except Wednesday (9am-4pm.)  

(_)
Visit the OIS web site
Visit our web site at www.uic.edu/depts/ois for information pertaining to your status.  The section entitled "Information for Faculty/Staff" includes forms for extensions as well as information about travel and maintenance of status.  The web site also contains a list of current events of interest to the international community and links to embassies and government agencies. 

(_)
Subscribe to VisaNews
OIS recommends that you sign up for VisaNews, an e-mail discussion list that allows informs you on the latest developments in immigration matters.  To sign up for VisaNews, please send an e-mail to OIS@uic.edu requesting that we register you to our listserv.

(_)
Keep Copies of Immigration Documents 

OIS recommends that you keep photocopies of ALL immigration documents for your personal file. OIS maintains copies of your records for a limited amount of time.













Office of International Services (MC 326), 2160 Student Services Building 



1200 West Harrison Street, Chicago, Illinois  60607-7164

(312) 996-3121  Fax (312) 996-9432  www.uic.edu/depts/ois



FacCkLst.doc

 DATE \@ "M/d/yy" 1/16/04

OVER FOR MORE INFORMATION (

