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IN-PERSON CHECK-IN PROCEDURE FOR NON-FTE VISITING SCIENTISTS

Scientists must check-in with DIS before beginning work at NIH. At Check-In, DIS 
verifies lawful admission to the United States in the correct immigration status, confirms

work authorization to undertake activities at NIH, and activates NIH program.

NON-FTE CASE IS 
COMPLETED:

Award/Assignment 
invitation letter is sent 

via email to the 
scientist, sponsor, and 

Key Contact. Pre-
arrival documents are 

sent directly to the 
scientist.

THE WEEK PRIOR:

The scientist 
receives an email 

with Check-In 
information.

IN-PERSON CHECK-IN SESSION

8:00AM - 9:00AM
Scientist arrives to Check-In with immigration documents
(Check-in occurs on the next business day in case of U.S. Government 
closure)

9:00AM - 9:30AM
DIS reviews immigration documents. Scientist networks 
with other new arrivals

9:30AM - 10:00AM Welcome Presentation for all new arrivals

        
Immigration Specialist meets with non-J-1 status holders
(ex: F-1, TN, B-1)

           
NIH-sponsored J-1 Exchange Visitors attend the mandatory
J-1 Orientation

After Check-In: Scientist is instructed to meet with his/her sponsor and/or Key Contact

NEXT STEPS FOR 
IMMIGRATION 
SPECIALISTS:

Immigration Specialists 
process actions such 
as NED, FPS, SEVIS 

validation, and
NOA issuance. 

Completed by the end 
of the day.

NEXT STEPS FOR 
SCIENTISTS:

1. Schedule DPSAC
appointment

2. Apply for SSN 3 days
after Check-In

3. Confirm
health insurance with 

FAES

Note: Check-In is not appropriate for scientists who have been invited by a B-1/WB Delegate; please send B-1 Delegate Badge Request Form to DIS with relevant 
documents. Scientists with a remote site of activity (Frederick, Baltimore, NC, AZ, MT) should schedule a Check-In appointment with their Key Contact. 

10:15AM - 11:15AM

10:00AM - 10:15AM




