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Field Description/Explanation 
categories listed below.  Enter for each, as necessary, the 
following:  Additional supporting documentation to be 
supplied by mail.   
 
The six categories are: 

• Selection of Exchange Visitors (22 CFR 62.10(a)) 
• Program Costs/Fees and Deposits/Refunds 
• Program Funding/Financial Support 
• Health Care Insurance (22 CFR 62.14) 
• Pre-arrival and Orientation Information 

(22 CFR 62.10(b) and 22 CFR 62.10(c)) 
• Consortium Information 

Mail the relevant documents with the signed printed copy 
of the Form DS-3036.  Include a copy of the Pay.gov 
confirmation page showing payment of the required non-
refundable fee and other supporting documentation.  Mail 
these materials within 30 calendar days of submitting the 
electronic Form DS-3036 in SEVIS. 

 Selection of Exchange 
Visitors (22 CFR 62.10(a)) 

Note:  No more than 500 characters can be entered into 
the text box in Section 9 on Page 3 of the electronic 
Form, and you may find it difficult or impossible to 
supply all requested information in that space.  In such 
cases, use the text box to address, at least briefly, each of 
the six questions listed below.  Enter for each, as 
necessary, the following:  Additional supporting 
documentation to be supplied by mail. 
 
Describe the screening and selection process for each 
category selected in Section 7 on Page 2 of the 
designation application (22 CFR 62.10(a)).  Answer all of 
the following questions for each category requested.  For 
example, if you selected the Student and Research 
Scholar categories, answer the six questions below for 
both categories. 
1. How and by whom are the participants selected? 
2. What criteria are used in the selection process? 
3. If participants are being admitted to an educational 

institution, what are the admission requirements? 
4. How much previous education or training is required 

of the participants? 
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Field Description/Explanation 
5. Participants are required to possess a sufficient 

proficiency in the English language to enable them to 
participate in their program and to function 
effectively in an English-speaking environment.  
What method is used to test English language 
competency of the participant? 

6. Will English language training be part of the 
program? 

Note:  When requesting the Secondary School Student 
category, submission of the application must also include 
a copy of the student application for the prospective 
Exchange Visitor Program. 

 Program Costs/Fees and 
Deposits/Refunds 

Note:  No more than 500 characters can be entered into 
the text box in Section 9 on Page 3 of the electronic Form 
and you may find it difficult or impossible to supply all 
requested information in that space.  In such cases, use 
the text box to address, at least briefly, each of the four 
questions listed below.  Enter for each, as necessary, the 
following:  Additional supporting documentation to be 
supplied by mail. 
 
Provide all costs/fees charged to the participants, such as 
administrative costs, room and board, transportation, 
medical insurance, and air fare. 
1. What other costs will the participant likely incur 

while in the United States (for example, living 
expenses)? 

2. When and for what reason(s) can a participant cancel 
or withdraw from the program and receive a refund of 
program fees? 

3. Are participants required to make a deposit in 
connection with program application or participation?  
If, yes, when and how is the refund of deposit made 
in the event of program cancelation? 

4. In addition, provide all costs/fees charged to 
participants by your organization’s foreign partner(s). 

 Program Funding/Financial 
Support 

Note:  No more than 500 characters can be entered into 
the text box in Section 9 on Page 3 of the electronic 
Form, and you may find it difficult or impossible to 
supply all requested information in that space.  In such 
cases, use the text box to address, at least briefly, each of 
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Field Description/Explanation 
the three questions listed below.  Enter for each, as 
necessary, the following:  Additional supporting 
documentation to be supplied by mail. 
 
Provide the following information: 
1. How much financial support will be provided to the 

participant by your organization or other sources?   
2. Does your organization receive funding, directly or 

indirectly, for the sole purpose of furthering 
international educational and cultural exchanges, 
from any of the following: 
• U.S. Government or foreign government 
• An international organization (such as the United 

Nations) that receives funds from the U.S. 
Government or a foreign government 

• A private institution or organization that receives 
funds from the U.S. Government or a foreign 
government 

3. Will the participant be required to work outside of the 
original program objective in order to meet expenses?  
Note:  An EV may receive compensation from the 
sponsor or the sponsor’s appropriate designee for 
employment when such activities are part of the EV’s 
program (22 CFR 62.16). 

 Health Care Insurance 
(22 CFR 62.14) 
 

Note:  No more than 500 characters can be entered into 
the text box in Section 9 on Page 3 of the electronic 
Form, and you may find it difficult or impossible to 
supply all requested information in that space.  In such 
cases, use the text box to address, at least briefly, the 
health insurance information requested.  Enter for each, 
as necessary, the following:  Additional supporting 
documentation to be supplied by mail. 
 
Each EV and accompanying spouse and/or dependents 
are required to have medical insurance in effect that 
covers them for sickness and accidents during the period 
of participation in the program.  Provide information on 
how your organization will comply with the Exchange 
Visitor Program medical insurance regulations 
(22 CFR 62.14), which include the following:  

• At least $50,000 per person per accident/illness 
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Field Description/Explanation 
• $7,500 for repatriation coverage 
• $10,000 for medical evacuation coverage 
• A deductible not to exceed $500 per 

accident/illness 
Additionally, confirm that the insurance company to be 
used by your organization meets the requisite rating, as 
stated at 22 CFR 62.14(c).   
 
If your organization is insuring the participants, provide a 
copy of the policy and/or brochure, including exclusions 
and the rating of the policy. 

 Pre-arrival and Orientation 
Information  
(22 CFR 62.10(b) and (c)) 

Note:  No more than 500 characters can be entered into 
the text box in Section 9 on Page 3 of the electronic 
Form, and you may find it difficult or impossible to 
supply all requested information in that space.  In such 
cases, use the text box to address, at least briefly, the 
information requested below.  Enter for each, as 
necessary, the following:  Additional supporting 
documentation to be supplied by mail. 
 
Briefly explain the pre-arrival, orientation, and cross-
cultural activities planned for the EV and his or her 
immediate family, if applicable.  

• Pre-arrival information should include, but is not 
limited to, the following: 
– Purpose of the Exchange Visitor Program 
– Home-country physical-presence requirement 
– Travel and entry into the United States 
– Housing 
– Fees payable to the program sponsor 
– Other costs that the EV will likely incur while 

in the United States (for example, living 
expenses) 

– Health care and insurance 
– Other information that will assist EVs to 

prepare for their stay in the United States 
• Orientation information should include, but is not 

limited to, the following: 
– Life and customs in the United States 
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Field Description/Explanation 
– Local community resources (for example, 

public transportation, medical centers, 
schools, libraries, recreation centers, and 
banks) to the extent possible 

– Available health care, emergency assistance, 
and insurance coverage 

– A description of the program in which the EV 
is participating 

– Rules that EVs are required to follow, under 
the sponsor’s program 

– Address of the sponsor and the name and 
telephone number of the RO 

– Address and telephone number of the Office 
of Designation, Private Sector Exchanges, of 
the Department of State and a copy of the 
“Exchange Visitor Program Welcome 
Brochure” outlining the regulations relevant 
to the EVs 

 
Note:  Applications for the Secondary School Student 
category must also include the orientation information 
that will be provided to secondary school students and 
their host families, prior to the students’ departure from 
their home countries and after their arrival in the United 
States (22 CFR 62.25(g) and 62.25(d)). 

 Consortium Information Note:  No more than 500 characters can be entered into 
the text box in Section 9 on Page 3 of the electronic 
Form, and you may find it difficult or impossible to 
supply all requested information in that space.  In such 
cases, use the text box to provide, at least briefly, the 
information requested below.  Enter, as necessary, the 
following:  Additional supporting documentation to be 
supplied by mail. 
 
If the program is a consortium (22 CFR 62.2), provide a 
list of its members and indicate the 
institution/organization that will have primary 
responsibility.  Include letters from the members agreeing 
to participate in the consortium clearly indicating 
knowledge of the Exchange Visitor Program and its 
regulations.   
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Field Description/Explanation 
In accordance with 22 CFR 62.5 (c)(1) of the regulations, 
if the consortium is not a corporation (for example, a 
partnership or other legal entity), include the partnership 
agreement or other organizational documents with the 
application (for example, Articles of Incorporation and 
By-Laws).  Provide evidence of accreditation for all 
participating institutions of the consortium (all members 
of the consortium must be accredited), and indicate 
which member institutions have their own Exchange 
Visitor Program designation. 

* 10. Purpose or Objective Note:  No more than 500 characters can be entered into 
this text box, and you may find it difficult or impossible 
to supply all the requested information in this space.  In 
such cases, provide a brief explanation in the text box 
and enter the following:  Additional supporting 
documentation to be supplied by mail.  
 
Provide information regarding the purpose and objectives 
of the program, and explain how the program will 
promote better understanding and improve 
communications between people in the United States and 
other nations of the world through international 
educational and cultural exchange. 

* 11. Outline of Proposed 
Activities 

Note:  No more than 500 characters can be entered into 
this text box, and you may find it difficult or impossible 
to supply all the requested information in this space.  In 
such cases, provide a brief explanation in the text box 
and enter the following:  Additional supporting 
documentation to be supplied by mail. 
 
Provide an outline of proposed cross-cultural activities 
for each category chosen in Section 7 on Page 2 of the 
designation application.  While there is no set number of 
such activities required, sponsors are required to offer a 
reasonable amount of cross-cultural activities, such as 
sports, cultural, and social activities.  Describe the 
planned cross-cultural activities that would acquaint 
participants with American society, culture, and 
institutions. 
 
Note:  Due to the nature of the Short-Term Scholar 
category, such cross-cultural activities are encouraged 
but not required. 
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Field Description/Explanation 
* 12. Arrangements for 

Supervision 
Note:  No more than 500 characters can be entered into 
this text box, and you may find it difficult or impossible 
to supply all the requested information in this space.  In 
such cases, provide a brief explanation in the text box 
and enter the following:  Additional supporting 
documentation to be supplied by mail. 
 
Provide the following information regarding the 
supervision, direction, evaluation, and monitoring of the 
program (22 CFR 62.10). 

• Describe provisions for the supervision, 
evaluation, and monitoring of the participants and 
host families, as applicable.  For Secondary 
School Student Programs, also include 
information on the approximate ratio of sponsor 
representatives to students within the 120-mile 
radius specified by regulations 
22 CFR 62.25(d)(2). 

• Provide details on how, in case of an emergency, 
participants can easily contact the sponsor.  

• Provide details regarding where participants will 
stay while in the United States.  If applicable, 
include information on arrangements or 
procedures used to place prospective participants 
in private homes. 

• If there are written materials that define precisely 
the purpose and objectives of the program, as well 
as the financial arrangements under which the 
program is to be administered, enclose a copy 
with the application.   

• Post-secondary educational institutions shall 
include a copy of any current agreements, if 
applicable. 

* 13. Role of Other 
Organizations Associated 
with Programs (if any) 

Note:  No more than 500 characters can be entered into 
this text box, and you may find it difficult or impossible 
to supply all the requested information in this space.  In 
such cases, provide a brief explanation in the text box 
and enter the following:  Additional supporting 
documentation to be supplied by mail. 
 
Provide the names and addresses of your organization’s 
foreign affiliates/partners/offices, if any, and the names 
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Field Description/Explanation 
of their key officers who may be associated with the 
overall administration of the program.  In addition, 
include a list of domestic affiliated organizations and 
companies, if any, with whom your organization is 
cooperating in exchange activities.  Advise if any of these 
organizations have their own designations to carry out an 
exchange program.   
 
Note:  Completion of this field is mandatory; enter 
“N/A” if it does not apply. 

* 14. Citizenship In the empty text box in Section 14, Citizenship, on 
Page 3 of the electronic Form, fill in the title of a person 
or group (for example, Board of Trustees or Board of 
Directors).  Do not enter a person’s name. 
 
Note:  This information may be obtained from the 
organization’s Articles of Incorporation. 

 
2. Select one of the following buttons: 

• Save Draft—Click this button to save the data entered on this page. 
• Previous—Click this button to return to the previous page of the designation application. 

WARNING:  Be sure to save the data entered on this page before selecting the Previous 
button.  The unsaved data that were entered on this page will be lost if not saved first. 

• Reset Values—Click this button to return unsaved data on the page to the previous 
values. 

• Next—Click this button to automatically save the data entered and advance to Page 4 of 
the designation application. 

• Print Draft—Click this button to print a draft copy of the designation application. 
Note:  It is recommended that you print a draft copy of the Form and review it for 
accuracy before submitting it in SEVIS. 

3.7.4 Designation Application Page 4 
Page 4 is used to add or update the program sponsor official’s data or delete his or her record 
prior to submitting the Form DS-3036.  At least one official must be added as the RO.  SEVIS 
allows the addition of a maximum of 10 AROs for each program; however, DoS reserves the 
right to limit the number. 
 
Note:  SEVIS automatically saves data when you are on Page 4 and log out of the system.  Prior 
to submitting the Form DS-3036, you may log in and out of SEVIS as many times as you wish.  
If the Form is not submitted in SEVIS, 45 days after the last update to the Form, it will be 
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Field Description/Explanation 
digits, correct your SEVIS entry. 

2. If it had eight digits, it may be a valid number.  Enter 
it into SEVIS by adding a zero to the beginning of 
the number (many existing A-Numbers are only 
eight digits long), for example, A012345678. 

3. If it has less than eight digits, it is invalid.  Query the 
prospective RO or ARO to obtain his or her valid A-
Number. 

* Role Each official identified on a designation application 
must perform one of two roles:  RO or ARO.  Only one 
RO is allowed per program. 
 
Select the appropriate role from the drop-down list. 

* Title Enter the name of a position held by a person 
representing a sponsor or an organization’s application.  
Titles should be given in full, without abbreviations (for 
example, Director of International Students). 

* Telephone Number Enter a valid telephone number, including the three-digit 
area code and an extension, if applicable. 

 Fax Number Enter a telephone number, including area code, for a fax 
machine.  While this is not mandatory, it is encouraged 
to assist in communicating between DoS and your 
organization. 

* Email Address Enter a valid electronic mail address.  SEVIS user ID 
and password instructions will be mailed to this address. 
 
Note:  Email addresses are not valid if they can be 
accessed by more than one person (for example, 
info@ABCcollege.edu).  

 
3. Select one of the following buttons: 

• Add Official—Click this button to save the data entered for this prospective sponsor 
official.  The system will display Page 4 of the designation application, and the 
information for the official who has been added will be included in the list of officials.  
To continue adding new program sponsor officials, click the Add New Official link and 
repeat the steps described above. 

• Cancel—Click this button to return to Page 4 of the designation application without 
adding a new official. 

3.7.4.2 Add Existing Official 
There are program sponsor and school personnel (that is, RO, ARO, Principal Designated School 
Official, or Designated School Official) who are active SEVIS users because of their affiliation 
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3.7.4.6 Submit the Form DS-3036 
SEVIS automatically saves data when you are on Page 4 and log out of the system.  Prior to 
submitting the Form DS-3036, you may log in and out of SEVIS as many times as you wish.   
 
Note:  If the Form is not submitted in SEVIS, 45 days after the last update to the Form, it will be 
automatically deleted.  All data that were entered on the electronic Form will be lost and your 
user ID will be disabled. 
 
WARNING:  Do not click the Submit button for the purpose of saving data.  Once the Submit 
button is clicked, the application can only be viewed; the data cannot be changed. 
 
To submit the Form DS-3036, perform the following: 
1. Click the Submit button on Page 4 of the electronic Form DS-3036.  The system will not 

submit the application until all required fields are completed.  After submitting the 
application, you may only view and print the Form.   

 
The system displays a message that you may wish to print.  It contains the following 
information: 
• You must print a copy of the Form DS-3036 and mail the signed Form to the appropriate 

address shown on the screen.  
• You need to send supporting documentation to the same address.  (See Section 3.7.6, 

Supporting Documentation and Information to be Forwarded to DoS, for the list of 
documents.  Also, Attachment A is a checklist for the supporting documentation.) 

• You must include a copy of the Pay.gov confirmation page.  
2. Click the Print DS-3036 button to print a final copy of the Form.  See Section 3.7.4.5, Print 

the Designation Application, for instructions. 
3. Submit the following items to DoS (See Section 1.1, Resources, for the appropriate mailing 

address.): 
• Signed Form 
• Supporting documentation 
• A copy of the Pay.gov confirmation page showing payment of the required 

non-refundable application fee (22 CFR 62.17) 
 

Note:  See Section 3.7.5, Electronic Submission of Application Fee, for instructions on 
submitting payment via that Pay.gov web site.  See 22 CFR 62.17 for the fee amount that 
must be submitted to DoS. 

 
WARNING:  Your application will be automatically deleted from SEVIS within 30 calendar 
days of submission of the electronic Form DS-3036 if DoS does not receive the following: 

• Formal signed application 
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• Formal signed Citizenship Certification forms for the proposed RO and AROs (see 
Exhibit 14:  RO and ARO Citizenship Certification Form) 
Note:  To meet regulatory requirements, the prospective RO and AROs must be a U.S. 
citizen or LPR. 

• Supporting documentation (see Section 3.7.6, Supporting Documentation and 
Information to be Forwarded to DoS) 

• A copy of the Pay.gov confirmation page showing payment of the required 
non-refundable fee.  See 22 CFR 62.17, Fees and Charges, for the fee amount that must 
be submitted via the Pay.gov web site. 
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Exhibit 14:  RO and ARO Citizenship Certification Form 
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3.7.5 Electronic Submission of Application Fee 
DoS has entered into an agreement with the U.S. Department of Treasury’s Financial 
Management Service (FMS) to participate in an electronic payment system known as “Pay.gov.”  
All Exchange Visitor Program fee payments must be submitted via the Pay.gov web site.  
 
Pay.gov is a secure, Government-wide financial management transaction portal managed by 
FMS, and developed in cooperation with Cleveland Federal Reserve Bank and Bank of America.  
The Department accepts payments from checking and savings accounts via Automated Clearing 
House (ACH) at Cleveland Federal Reserve Bank and credit card collections with settlement 
provided by Bank of America.  The ACH is a funds transfer network that provides for interbank 
clearing of electronic entries by participating financial institutions. 
 
To submit electronic payment of the required non-refundable application fee (22 CFR 62.17, 
Fees and Charges), perform the following: 
1. Access the Pay.gov web site at https://www.pay.gov/. 
2. Click the Agency List link in the “What Federal Agencies Can I Pay?” section. 
3. Click the letter “D” in the A to Z Index of U.S. Government Departments and Agencies. 
4. Click the Department of State link to access the list of Forms. 
5. Click the Exchange Visitor Program Designation (EVPD) link. 
6. Complete and submit the Form. 
7. After submitting payment, be sure to print the Pay.gov confirmation page.  You must forward 

a copy of this page to DoS with the signed application and supporting documentation. 

3.7.6 Supporting Documentation and Information to be Forwarded to DoS 
In addition to submitting the required documentation listed below, refer to the Exchange Visitor 
Regulations for additional regulatory requirements (22 CFR 62).  Also, the following sections of 
this manual include additional requirements: 

• 2.1.1—Applicant Prerequisites 
• 3.7.6.1—Secondary School Student (High School) Programs 
• 3.7.6.2—Teacher Programs 
• 3.7.6.3—Training and Internship Programs 
• 3.7.6.4—Flight Training Programs 

 
After printing the Form DS-3036, and before mailing the application to DoS, ensure that: 
1. The President or CEO of the organization has signed the application. 

Note:  This section of the application should reflect the source from which the President or 
CEO obtains the authority to bind the organization as reflected in the Articles, By-laws, etc. 
(e.g., Board of Directors, Board of Trustees, etc.). 

2. The Citizenship Certification form for the proposed RO has been signed.   
3. The Citizenship Certification forms for the proposed AROs have been signed. 
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4. A copy of the Pay.gov confirmation page showing payment of the non-refundable fee is 
included (22 CFR 62.17).   

5. A copy of a current audit report with “audit notes” prepared by an independent Certified 
Public Accounting Firm is enclosed.   
Newly formed organizations must present a compilation (i.e., balance sheet, statement of 
cash flows, and all disclosures, revenues, expenditures, and notes to financial statements 
prepared by an independent Certified Public Accounting Firm demonstrating that the 
organization has been capitalized with sufficient funds to cover general operating expenses as 
well as sufficient funds to cover the costs associated with an exchange program. 

6. A copy of the medical insurance policy being offered to program participants is included. 
7. An organizational chart and a list of the staff to be assigned to administer the exchange 

program, giving the full name, title, and function of each, are enclosed.   
8. Sample copies of all pre-arrival and arrival orientation information (22 CFR 62.10) to be 

distributed to program participants are submitted.   
9. A copy of the application to be completed by a participant is included. 
10. Copies of all agreements or contracts to be signed by program participants or third-party 

organizations are included. 
11. In addition, attach or append the following to your application, as applicable: 

• Articles of Incorporation (True Copy) 
• By-Laws (True Copy) 
• State Charter (True Copy) 
• Current Certificate of Good Standing or Certificate of Existence 
• Copies of appropriate licenses required by Federal and State Government 
• Evidence of tax-exempt status (Section 501(c)(3) of the Internal Revenue Service Code) 
• Evidence of Accreditation, if a post-secondary educational institution 

12. If unable to include all of the information on the electronic Form, include supporting 
documentation regarding the method of selection and arrangements for financial support of 
EVs while in the United States.  (See Section 3.7.3, Designation Application Page 3, for 
details.)  The following information should be included, if applicable: 
• Selection of EVs—describe the screening process for each category requested 
• Program Costs/Fees and Deposits/Refunds—provide all costs/fees charged to the 

participants 
• Program Funding/Financial Support 
• Orientation 
• Consortium Information 

13. “Reciprocity” means the participation of a U.S. citizen in an educational and cultural 
program in a foreign country, in exchange for the participation of a foreign national in the 
Exchange Visitor Program.  Describe efforts that your organization, if designated, will make 
to set up a reciprocal exchange program (22 CFR 62.8). 
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The following sections contain information about additional supporting documentation required 
for specific programs. 

3.7.6.1 Secondary School Student (High School) Programs 
If submitting an application for a Secondary School Student Program, also provide: 

• Information on the approximate ratio of sponsor representatives to students within the 
120-mile radius specified by regulation 22 CFR 62.25(d)(2) 

• Information/details on host family screening, procedures for criminal background checks, 
selection, and placement as specified by regulations 22 CFR 62.25(d)(1), 62.25(j), and 
62.25(l) 

• A copy of your organization’s host family application for the prospective Exchange 
Visitor Program 

• Information regarding orientation to be provided to secondary school students (high 
school students) and their host families, prior to the students’ departure from their home 
countries and after students have arrived in the United States (22 CFR 62.25(d) and 
62.25(g)) 

3.7.6.2 Teacher Programs 
Copies of the approval letters obtained from the State Department of Education for each state in 
which foreign teachers will be placed must be obtained and submitted to DoS with the 
designation application. 

3.7.6.3 Training and Internship Programs 
If submitting an application for a Training or Internship Program, also provide:  

– Written confirmation that potential trainees/interns will be provided with the following 
general pre-arrival information 
– A written statement that clearly states the stipend, if any, to be paid to the 

trainees/interns 
– The costs and fees for which the trainees/interns will be obligated 
– An estimate of the living expenses for the length of the trainees’/interns’ duration of 

participation 
– A summary of the training/internship program that lists the training/internship 

objectives and all significant components of the training/internship program 
• A generic Training/Internship Placement Plan (as outlined on Form DS-7002) must be 

submitted for each occupational category, and duration being offered, for example, 6, 12, 
and 18 months for a training program or up to 12 months for an internship program.  
 
Each plan should be “generic,” that is, applicable to all trainees/interns in the specified 
field, and not tailored to particular individuals (individual plans are written only after 
designation).  Each plan should subdivide the training/intern program into phases, 
specifying the duration and objectives of each phase, and showing how each phase builds 
on the previous one.  Each phase of the plan must also include the following: 
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– Specific objective for the phase 
– Skills to be imparted for the phase 
– Justification for on-the-job training 
– Chronology or syllabus or tasks performed during the phase 
– Method of evaluation and frequency of supervision during the phase 

• Notarized Certification of Training/Internship (22 CFR 62.22(f)(2)(i - v)) 
– Notarized Certification for training and internship programs in the field of agriculture 

(22 CFR 62.22(f)(2)(vi)) 
Note:  Refer to the Statement of Policy on J-1 Agriculture Training Programs published 
in the Federal Register on January 24, 2006 (71 FR 3914) for additional information. 

– A copy of a sample third-party agreement, if applicable, for both foreign agents and U.S. 
host organizations 

– Name, address, and telephone numbers of the third-party organizations, if applicable 
– A copy of the mid and final evaluation report forms, which include signature lines for 

both the trainee/intern and the immediate supervisor 
– A copy of your organization’s application form that will be submitted by a potential 

trainee 

3.7.6.4 Flight Training Programs 
Note:  Refer to the Statement of Policy on J-1 Flight Training Programs published in the Federal 
Register on January 24, 2006 (71 FR 3913) for additional information. 

3.7.7 Mailing Instructions 
The application, along with all supporting documentation and a copy of the Pay.gov 
confirmation page showing payment of the required non-refundable fee (22 CFR 62.17), must be 
submitted to DoS.  See Section 1.1, Resources, for the appropriate mailing address.  
 
The application will not be reviewed if DoS does not receive the following materials within 30 
days of the SEVIS submission: 
1. The signed Form DS-3036 
2. Formal signed Citizenship Certification forms for the proposed RO and AROs 
3. All supporting documentation 
4. A copy of the Pay.gov confirmation page showing payment of the required non-refundable 

fee (22 CFR 62.17, Fees and Charges) 

3.7.8 Notification of Approval/Denial 
When DoS views and processes the application (Form DS-3036), the following outcomes are 
possible:  

• Application Approved—The RO and the submitter of the electronic Form DS-3036 will 
receive approval notification via email.  In addition, each approved program sponsor 
official will receive email notification of his or her permanent user ID and instructions for 
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creating a password via email.  Included in the ID-issuance emails will be information on 
the specific program sponsor official reporting requirements and update responsibilities 
associated with SEVIS.  Existing SEVIS users will receive notification of their 
authorization to perform as an official for the new program. 

• Additional Information Required—The temporary user will receive an email stating 
that additional information must be provided so that DoS can continue processing the 
application.  This email will be followed up by a letter or fax that provides the 
information that is needed.  When DoS receives the information and updates the 
application in SEVIS, the system will send an email to the applicant stating that the 
material has been received and the review process will continue. 

• Application Denied—The temporary user will receive notification via a mailed letter 
that will provide specific information regarding the basis for denial.  There is no means to 
appeal this decision. 
Note:  An application that is denied cannot be appealed. 

3.8 Message Board 
The message board allows you to view system-wide postings.  The Message Board screen 
automatically displays when you log into SEVIS if there are any current message postings from 
DHS and/or DoS.  The Message Board screen may be accessed at any time by clicking the 
Message Board link on the navigation bar.  Exhibit 15:  Message Board Screen, is an example 
of the screen. 

Exhibit 15:  Message Board Screen 

 
 

3.8.1 View Message Board Postings 
Perform the following steps to view the details of a message board posting: 
1. Click either the View link to the far right of a specific message or the View/Print All link in 

the Commands column on the Message Board screen.  The System Message screen displays.  
Exhibit 16:  System Message Screen, is an example of the screen. 
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4.3 Terminate and Restart Operations 
Should there be an unscheduled termination of your SEVIS session due to external causes such 
as a timeout, power failure, or a computer malfunction, you must repeat the login procedures. 
 
SEVIS user IDs and passwords are suspended after three unsuccessful login attempts. 

5. ERROR HANDLING 
SEVIS includes automatic validation of the data entered into many fields.  For example, if you 
do not enter a date in the correct format, the system will prompt you to correct the error by 
providing the proper format.  These messages are self-explanatory and are not addressed in this 
manual. 
 
The system also includes a SEVIS Connection Error.  The message reads, “Your connection to 
SEVIS was unsuccessful.  Please try your request again.  If the error persists and you need 
assistance, please contact the SEVIS Help Desk at 800-892-4829.” 
 
You will be redirected to the SEVIS Login screen.  When returned to the SEVIS Login screen, log 
into the system and continue working.  If the message displays again, contact the SEVIS Help 
Desk at 800-892-4829. 

6. HELP FACILITIES 
To report SEVIS-related issues or problems, contact the SEVIS Help Desk at 800-892-4829 
during the hours of 8 a.m. and 8 p.m. Eastern time, Monday through Friday.   
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ACH  Automated Clearing House 
ARO  Alternate Responsible Officer 
CEO  Chief Executive Officer 
CFR  Code of Federal Regulations 
DHS  U.S. Department of Homeland Security 
DoS  U. S. Department of State 
ECFMG  Educational Commission for Foreign Medical Graduates 
EV  exchange visitor 
FMS  Financial Management System 
FR  Federal Register 
ICE  U.S. Immigration and Customs Enforcement 
ID  Identification 
LPR  legal permanent resident 
MB  Megabyte 
RAM  random access memory 
RO  Responsible Officer 
SEVIS  Student and Exchange Visitor Information System 
SEVP  Student and Exchange Visitor Program 
URL  Universal Resource Locator 
U.S.  United States 
U.S.C.  United States Code 
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In order to view the tutorial, you must have Adobe Flash Player installed on the computer. 
Perform the following steps to download the latest version of Adobe Flash Player: 
 
1. Click the Get Plug-Ins link on the SEVIS navigation bar.  The SEVIS Plug-Ins screen will 

display.  
2. Click the Adobe Flash button.  A message will display indicating that you are leaving 

SEVIS. 
3. Click OK and the Adobe Flash Player web page (http://www.adobe.com/go/getflashplayer) 

will display in a new browser window.  
4. Follow the instructions on the Adobe Flash Player web page to download the Flash Player. 
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 June 24, 2011 

SEVIS enables you to print Forms, such as the Form DS-3036, to a designated printer through 
Adobe Reader.  Perform the following steps to download the latest version of Adobe Reader: 
1. Click the Get Plug-Ins link on the SEVIS navigation bar.  The SEVIS Plug-Ins screen will 

display. 
2. Click the Adobe Reader button.  A message will display indicating that you are leaving 

SEVIS.  
3. Click OK and the Adobe Reader web page 

(http://www.adobe.com/products/acrobat/readstep2.html) will display in a new browser 
window. 

4. Follow the instructions on the Adobe Reader web page to install the Adobe Reader. 
 



 

 

ATTACHMENT A—SUPPORTING DOCUMENTATION CHECKLIST



 
Supporting Documentation Checklist 

 

 

When the Form DS-3036 is submitted electronically to the Department of State (DoS), a copy must be 
printed, signed, and mailed to DoS along with supporting documentation and a copy of the Pay.gov 
confirmation page showing payment of the non-refundable application fee.  The documentation can include, 
but is not limited to the following: 

  RO/ARO Biographical Information  

  Financial Data  

  Legal Documents  

  Evidence of Accreditation, if applicable 

  Evidence of Tax-Exempt Status, if applicable 

  Certification of Citizenship 

  Reciprocity Description 

  Staff List 
For Training/Internship programs, the following documentation is also required, where 
applicable: 

  Training/Internship Placement Plan (as outlined on form DS-7002) for each 
occupational category and duration being offered 

  Third-Party Agreements for both foreign agents and U.S. host organizations 

  Mid and Final Evaluation Report Forms, which include signature lines for both the 
trainee/intern and the immediate supervisor 

  Certification of Training /Internship (22 CFR 62.22(f)(2)(i-v)) 

  Certification for training and internship programs in the field of agriculture 
(22 CFR 62.22(f)(2)(vi) 

 

In addition, information too extensive to be entered into the electronic Form DS-3036 can be 
submitted in printed form as supporting documentation.



 

 

ATTACHMENT B—PARTICIPATION BY CATEGORY MATRIX



Participation By Category Matrix 
 

 

Some categories require the completion of a separate application (Form DS-3036).  Other 
categories can be applied for on the same application (Form DS-3036).  The matrix below lists 
all of the categories.  To use the matrix, in the left column, find the desired category, and then 
scan across the row corresponding to that category.  A “Y” in a box indicates that the category 
listed at the top of the column is a category that may be applied for on the same application. 

 
If this category is selected, Then this category can be selected: 
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Alien Physician Y                 

Au Pair   Y                       
Camp Counselor    Y                      
Government Visitor    Y  Y Y Y Y Y Y       
Intern     Y           
International Visitor    Y  Y Y Y Y Y Y       
Professor    Y  Y Y Y Y Y Y       
Research Scholar    Y  Y Y Y Y Y Y       
Short-Term Scholar    Y  Y Y Y Y Y Y       
Specialist    Y  Y Y Y Y Y Y       
Student:  College/University    Y  Y Y Y Y Y Y       
Student:  Secondary School                     Y      
Summer Work/Travel                      Y     
Teacher              Y  
Trainee                         Y 

 
 



 
 

 

ATTACHMENT C—SAMPLE COPY OF A FORM DS-3036



 
 

 

 



 
 

 

 



 
 

 

 



 
 

 

 




