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UNIVERSITY OF

RICHMOND




Office of International Education

Departmental Checklist for Hiring 
Visiting International Scholars 


This checklist is for UR departments bringing visiting international scholars to campus for short-term (one semester or one year) teaching, research, performances, and other scholarly activities. Please submit appropriate documentation to the International Scholar Advisor in the Office of International Education at least 3 months prior to the scholar's arrival.
As part of the hiring process, it is the responsibility of each department to request and obtain approval from the appropriate Dean or Director's office prior to making a commitment to the international scholar and to allow 3 – 4 weeks prior to the OIE deadline for processing required for paperwork and approvals for appointment letters. It is also the responsibility of the department to ensure that the international scholar's activities at UR are consistent with his/her professional background and experience.
Scholar/Staff Name:  Last Name, First Name Middle Name
BEFORE ARRIVAL 
1.
Please provide a copy of one of the following:


 FORMCHECKBOX 

Appointment letter signed by the Dean or Director of the UR host department (if scholar is being paid through UR). Appointment letter must state the scholar 's job title, employment start and end dates, salary and benefits.
 FORMCHECKBOX 

Courtesy Appointment letter signed by the Dean or Director of the UR host department (if scholar is receiving no payment or benefits from UR). Courtesy Appointment letter must state the scholar 's job title and employment start and end dates.
 FORMCHECKBOX 

Grant letter to UR specifying grant source, amount, duration and benefits (if scholar is receiving payment through a grant). 
 FORMCHECKBOX 
 Letter to the scholar from home country employer, institute, university, private foundation, or other organization (if scholar is receiving payment through external funding). The letter must state the scholar 's job title, employment start and end dates, salary, benefits, and other types of support that will be provided during the visit to UR.
2.

Scholar 's CV

3.

Scholar 's contact information including email address 

AFTER ARRIVAL
1.
Notify the International Scholar Advisor of the scholar's arrival within 10 days and encourage 
him/her to make an appointment with the Advisor.
2.
Notify the International Scholar Advisor of any changes to the international scholar's employment 
at UR, including extensions of stay or changes to job title or salary.
Please submit to: International Scholar Advisor, Office of International Education, 211 Richmond Way, University of Richmond, VA 23173 Fax 1-804-289-8904 konsanit@richmond.edu 

