Identify Visiting Appointment Type
Example:
Hi Admin Name,

One of my collaborators, a professor from the University of Washington, will be visiting for
the month of January. His name is Wile E Coyote, and his emailis: wilecoyote@uw.edu.

Canyou please get the paperwork started?
Thank you,

Sponsor Name

You must answer those questions:

1: What is the position of the visitor at their home institute/organization?
2: Campus visit, remote access only, or hybrid?
3: If campus visit, what is the duration?

Get a clear picture of the visit and collaboration. If your Pl does not provide you with the
necessary information, ask them (see visitor question checklist)
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Click "Visiting appointments flowchart"
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Visiting Appointments

« Initial Visitor Question Checklist (for Admin to PI)

« Identify Visiting Appointment Type — Step-by-Step Guided Instructions

Visiting Appointments Flowchart
» VAR & Contract Timeline
« Visiting Appointments Gomparison Chart

» NTAHandbook

Departure Arrangement Form (formerly DFA) — for Visitors, Visiting Assoclates/Professors

J-1 Visa Financial Support Requirement: $48,000/year
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Isitor Access Request (VAR)
«+ VAR Procedure for Admin & Faculty Sponsor
« Initiate a VAR Request — Step-by-Step Guided Instructions
« Submit a Sponsor/Delegate form — Step-by-Step Guided Instructions
« VAR Faculty Sponsor & Co-sponsor Form (HR Questionnaire)

« VAR Email Template for Visitors

How to Find Request Status Dashboard

Question 1: What is the position of the visitor at their home institute/organization?

Position at home institute/organization )
I

Student Postdoc staff Faculty

.

Former CIT PD/student

]

o

|

for

|} computing
HPC Guest (up o 1 year)
Request: VAR

for
computing

HPC Guest (up to 2 years)
Request: VAR

computing
HPC Guest (up t0 2 years)
Request: VAR

for
computing
HPC Guest (up 1o 2 years)
Request: VAR

for
computing

HPC Guest (up to 2 years)
Request: VAR

in person visit 19 days.
No appointment

I person visit 10 days or less
No appointment

In person visit 10 days or less
No appointment

I person visit 10 days or less
No appointment

Needing access to Caltech facilities or

In person visit 10 days—1 month
[ Volunteer
Request VAR

Inperson visit 11 days—1 month
I Guest
Request: VAR

I person visit 11 days—1 month
I Guest
Request: VAR

In person visit 11 days—1 month
[-i Guest
Request: VAR

F— In person visit > 1 month

Underarad
MOU (active)

[PL postdoc (employee/on payrol)
Guest (11 days—up to 2 years)

Request: JPL Data Sheet (A approves,
email snielsen@caltech.edu

Request: VAR
NoMoU:

VuRe
Request: Student Team

Grad

Request: Student Team

High school student
Minor Volunteer

L Request var

#must be local or explain commuting +
lodging arrangements

IPL postdoc (contingent worker &3,
NASA postdoc)
Guest (11 days—up to employer’s contract
I end date)

Request: JPL Data Sheet, Patent, NDA
(A approves, email
sniclsen@caltech.cdu

MOU or other formal agreement

- Exteral Afiate (11 days—up 0 2years) |

Request: VAR

In person visit> 1—3 months
[ visitor

| Reauest VAR + DPM

In person visit 3 months or more
Postdoc Fellowship Trainee (must
meet CIT salary requirements)
Request: DPM

[ Jper

MOU or ather formal agreement

Guest (up t0 2 years)

Request: VAR + DPM

days—upto 2 years) |

Request: JPL

]
snielsen@caltech.edu

Visiting Associate if PI/Co-l on
sponsored research
Request DPM

MOU or other formal agreement
[ Extemal Affilate (11 days—up to 2 years)
Request VAR

i in person visit > 1 month
Visitor
Request- VAR + DPM

Visiting Associate (per
requirements + pre-approval)
Request: VAR + DPM

in person visit 2 1 month
L visitor
Request: VAR + DPM

VAR process: 4-6 weeks 3\
DPM process (HR contract): 5-6 weeks
(not ncluding visa)

Guest/EA/Volunteer: novi

1 month =Jan 01 toJan 31

publication of their research conducted
while 2 Caltech student or postdoc.
Guest (upto 6 months)

Request: VAR

Question 2: Campus visit, remote access only, or hybrid?
Question 3: What is the duration of the visit?

Appointment type is now determined
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)

—
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staff
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arch conducted |
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Guestiup to 8 morih)

Boquest VAR

How to request the appointment? (answer in red)

Former CIT PD/student

R

i computing
HPC Guest (up t0 1 year)
Request: VAR

 high-perform;
computing

HPC Guest (up to 2 years)
Request VAR

Remote access for

i computing
HPC Guest (up t0 2 years)
| Request VAR

computing
HPC Guest (up t0 2 years)
Request: VAR

computin
HPC Guest (up to 2 years)
Reauest VAR

In person visit 1-9 days
No appointment

I person visit 10 days or ess
No appointment

In person visit 10 days or less
No appointment

In person visit 10 days or less
No appointment

Needing access to Caltech facilites or

In person visit 10 days—1 month
§ Volunteer
Request VAR

Inperson visit 11 days—1 month

Guest
Regquest: VAR

In person visit 11 days—1 month

Guest
| Request VAR

In person visit 11 days—1 month
Guest
Request: VAR

in person visit> 1 month

Underarad
MOU (active)

1PL postdoc (employee/on payrol)
Guest (11 days—up t0 2 years)

lsen@caltech.cdu

Request JPL Data Sheet (2 approves,

JpLer

MOU or other formal agreement
[ 1 days—up 10 2 years)

Guest (up 10 2 years)
Request: JPL Data Sheet (A4

Request. VAR
NoMOU:

Request: Student Team

L postdos (contingent worker &3,
NASA postdoc)

[ end date)

email
sniclsenecaltech.cdu

Guest (11 days—up to employer’s contract |

Request: JPL Data Sheet, Patent, NDA |

approves, email
enielsen@caltech.edu

 Visiting Associate i I/Co-l on
 sponsored research
{ Reuest: DPM

High school student
Minor Volunteer

L Request VAR

#must be local or explain commuting +
lodging arrangements

Tip!

1 External Affilite (11 days—up t0 2 years)
Request: VAR

Inpersonvisit = 1-3 months

Visitor
Request VAR + DPM

n person visit 3 months o more

|| Postdoc Fellowship Trainee (must

| meetCIT salary requirements)
Request: DPM

Mou

Request: VAR + DPM

L in person visit 2 1 month

isiting Associate (per

Request VAR

equest: VAR + DPM

In person visit = 1 month
L visitor
Request: VAR + DPM

VAR process: 4-6 weeks
DPM process (HR contract): 5-6 weeks
(not including visa)

Guest/EA/Nolunteer: n

1 month =Jan 01 toJan 31

publication of their esearch conducted
while a Caltech student or postdo.
Guest (up to 6 months)

Request: VAR

Identifying the appointment type correctly is key to a swift and smooth processing. The
questions for Guests, External Affiliates, and Visitors are different. Same if they are remote
or on campus. If arequestis returned due to the incorrect title/rank, the sponsor and visitor
may have to answer more questions and resubmit their forms.



