Amendment Letter Master Template

[DEPARTMENTAL LETTERHEAD]
[Text highlighted and in brackets must be edited as appropriate for the amendment requested.] 

[Include for all amendments]:
[Date]


[Name of Exchange Visitor]
[UF College/Department/Center]


Greetings [Exchange Visitor Name]:

This letter is to inform you we are requesting the following change(s) be made to your current J-1 Program as a visiting [Research Scholar/Short-Term Scholar/Professor/Student Intern] in the [Department/Center (X)] at the University of Florida: [Insert type of amendment(s) being requested from the following: extension of program/change of primary site of activity/additional site of activity outside UF host department/change of UF host department/change of supervisor/addition of UF funding.]

[Add the following for extension of program]:

Your continued activities during your extension period will include (brief description of activities) which will require you to work closely with (faculty member/s) on research related to (brief description) (AND/OR if applicable) teaching (type/name of courses). Additionally, we expect that you will continue to be involved in many activities that will allow for cultural exchange among faculty, staff, students and other UF Exchange Visitors. Your on-going J-1 Program extension is requested from (date after current end date from the latest DS-2019) and is expected to conclude on (new program end date). In the event that you will end your J-1 program early, before the new proposed end date, please inform us so the information can be appropriately communicated with the University of Florida’s Exchange Visitor Services unit (EVS).
	[UF funded extension]: 
During your stay, you will be compensated for your services with a salary of [$__________ per month/year/hourly rate (if hourly the letter must state the expected number of hours to work each week)]. You [will/will not] receive fringe benefits during your employment period at the University of Florida. [Benefits will include 																		.]

[During your extended program time we will be able to provide you with office space, lab facilities, clerical support as well as computer and internet access.]
	
	[Extension without UF funding]: 

[During your extended program time we will be able to provide you with office space, lab facilities, clerical support as well as computer and internet access. We will not provide you with any form of salary or fringe benefits nor can we pay any of your expenses. We understand that you will be using personal funds or be supported by a third-party source during your extended stay here.]

[Add the following for a change to site of activity/addition of site of activity outside UF host department]:

An additional site of activity is being requested for your J program activities: [insert new site of activity name and street address]. 
[OR] 
Your primary site of activity is changing from [previous name and address of site of activity] to [new name and address of site of activity]. 

[Add the following to change UF host departments]:

Your UF Host Department is requested to be updated from [previous host department] to [new host department]. Your activities in [new host department] will remain consistent with your overall J program objectives. [Add a detailed explanation of correlation between activities at both UF departments.]

[Add the following for a change of supervisor. Please note previous supervisor must sign along with new supervisor at bottom of letter]:

Your J program will continue under sponsorship of (faculty member/s).Your continued activities during your program period will include (brief description of activities) (AND/OR if applicable) teaching (type/name of courses). Additionally, we expect that you will continue to be involved in many activities that will allow for cultural exchange among faculty, staff, students and other UF Exchange Visitors.

[Add the following for Addition of UF Funding]:

We are pleased to offer you UF compensation for your current J-1 program activities in the [Department/Center] at a rate of [$__________ per month/year/hourly rate (if hourly the letter must state the expected number of hours to work each week)]. The noted compensation will begin on [Date] and expected to end on [Date]. The activities you will be compensated for are (describe program activities for which compensation is being provided). You [will/will not] receive fringe benefits during your employment period at UF. [Benefits will include 																		.]

A request to add UF Program Sponsor funds to your form DS-2019 will be submitted to the Exchange Visitor Services unit (EVS) within the UF International Center. We cannot process your hiring packet until we receive your amended UF sponsored form DS-2019. Please note the hiring process can take time, therefore your first pay check may take several weeks.


[Include for all amendments]:

During your program in the U.S. you are responsible for adhering to all University, immigration, and Exchange Visitor Program regulations and procedures. All J program participants bear a continuing responsibility throughout their program period to maintain their legal non-immigrant status. 

We look forward to your continuation of time here at the University of Florida. We hope that your stay in the United States will fulfill the intent of the J Exchange Visitor Program - to promote mutual understanding between people of the United States and other countries by means of educational and cultural exchange.

Sincerely, 

_________________________________________
[UF Supervising Faculty Member; include name, title, signature, and date]

_________________________________________
[Dean, Chair, or Center Director; include name, title, signature, and date]

 [Add the following for a change of supervisor]:
_________________________________________
[Previous Supervising Faculty Member; include name, title, signature, and date]

I understand and accept the conditions of this appointment as outlined above.

________________________________			_____________________
[Exchange Visitor; include name, title, signature, and date]
