OVPR Covered Visitors 
Sponsoring Unit Pre-Arrival, Onboarding, and Renewal Checklist

	Visitor Name
	
	OVPR Unit
	

	Non-UM Email
	
	Supervisor
	

	UMID
	
	Start Date
	

	Uniqname
	
	End Date
	

	Office Space
	
	Contact Info
	



**Once a step is complete, please indicate both your initials and the date**

	Request for a Covered Visitor (In-person or remote)

	Initials
	Date
	Function

	
	
	Sponsoring unit gathers visit details from host faculty/staff mentor, including, but not limited to:
· The start and end dates of the visit/first date the CV will engage with our non-public resources  
· The proposed visitor’s designation (e.g., Covered Visiting Researcher/Scholar), activities, and responsibilities
· Any resources (e.g., access to office space, labs, information technology equipment and privileges, or other facilities; availability of staff support, if any, to be provided; and any commitments with respect to assistance with living arrangements
· The amount and rationale for any and all financial support funding from the sponsoring department/unit or other source to the visitor, and the reason for it

	
	
	Sponsoring unit completes the Guest Information Form - Preliminary with the above details and sends it to OVPR HR for determination of Sponsored Affiliate or Covered Visitor. 

	
	
	If OVPR HR categorizes the guest as a Covered Visitor, sponsoring unit asks guest to complete Covered Visitor Application and provide resume. Sponsoring unit routes the Covered Visitor Approval form for signature to the unit director and AVP, finally sending all materials via email to OVPR HR. If OVPR HR determines the guest should not be categorized as a Covered Visitor, follow the steps for Sponsored Affiliate status.

	
	
	OVPR HR checks the university’s restricted table for restricted or no rehire status and completes the MCommunity sponsorship for the Sponsored Affiliate. If a restricted status is found, OVPR HR will work with central HR for approval.

	
	
	OVPR HR obtains approval from OVPR leadership for a Covered Visitor visit. 

	
	
	OVPR HR will provide a draft invitation letter for the sponsoring unit to send to Covered Visitors in residence or to those Covered Visitors not in residence. Neither letter is provided to the proposed visitor until OVPR approves the visit.



	Pre-Arrival

	Initials
	Date
	Function

	
	
	Sponsoring unit verifies receipt of Signed Invitation Letter accepting terms of visit and sends to OVPR HR.

	
	
	For international visitors:

OVPR HR initiates J-1 Exchange Visitor Process through the SSC J-1 Visa Coordination Team.

	
	
	For those without J1 visa sponsorship, OVPR HR initiates Restricted Party Screening. 

See Restricted Party Screening (RPS) Request Guidelines for Covered Visitors (SPG 601.42) 

	
	
	OVPR HR initiates a background check. 

	
	
	If OVPR HR indicates the checks are clear, sponsoring unit issues the Welcome Letter, Visiting Affiliate Waiver of Liability, and, if applicable, Non-Disclosure Agreement and/or Visiting Scholar/Scientist/Student Agreement. When completed, they are returned to OVPR HR.

	
	
	Visitor completes Waiver of Liability.

	
	
	Visitor completes Visiting Scholar/Scientist/Student Agreement when applicable.

	
	
	Visitor completes Non-Disclosure Agreement (NDA) when applicable.

	
	
	OVPR HR sponsors Visitor through M-Community Sponsorship and adds the Covered Visitor data to the Interim Information Tool (retain this data for conversion into the future Covered Visitor Central Information System). (See above - restricted table check should be complete and approved for sponsorship if applicable). Covered Visitors MUST be assigned regular uniqnames and NOT temporary uniqnames.

	
	
	OVPR provides the sponsoring unit with final confirmation of visit approval, the unique name and UMID assigned to the Covered Visitor. The sponsoring unit sends the Welcome Letter to the Covered Visitor.

	
	
	Sponsoring unit should forward all letters/forms/agreements for the Covered Visitor to OVPR HR for retention. 




	Upon Arrival

	Initials
	Date
	Function

	
	
	Sponsoring unit confirms all Pre-Arrival and Onboarding Tasks have been completed, including completion of training and review of policies (see below).

	
	
	Sponsoring unit confirms Covered Visitors' arrival.

	
	
	For International Covered Visitors, ensure mandatory check-in has been completed.

	
	
	Add Covered Visitor to any appropriate unit-based email groups.

	
	
	Add Covered Visitor to Website as needed.

	
	
	Create a mailbox for Covered Visitor as needed.

	
	
	Ensure Covered Visitor has obtained appropriate M-Card (use Welcome Letter).

	
	
	Add Building Access (after M-Card is obtained) as needed.




	University Required Training & Policy Review

	Initials
	Date
	Function

	
	
	Completion of Sexual and Gender-Based Misconduct Policy & Training (https://sexualmisconduct.umich.edu/policy) (https://sexualmisconduct.umich.edu/training/)

	
	
	Protection from Retaliation (https://spg.umich.edu/policy/601.90)
Online Module: Building a Culture That Thrives: Preventing Retaliation

	
	
	Responsible Use of Information Resources (https://spg.umich.edu/policy/601.07)

	
	
	Information Security (https://spg.umich.edu/policy/601.27)

	
	
	Reporting Requirements and Compliance Resources (https://eico.umich.edu/ )

	
	
	Required Disclosure of Felony Charges and/or Felony Convictions (https://spg.umich.edu/policy/601.38) 

	
	
	Responsible Conduct of Research and Scholarship training 
(https://research.umich.edu/research-at-michigan/ovpr-units/rcrs/) 

	
	
	Research Ethics & Compliance (https://research-compliance.umich.edu/)

	
	
	Environment, Health, and Safety (https://ehs.umich.edu/)
(1) Storm water training educational video (if applicable)
(2) Lab safety training (if applicable)

	
	
	Radiation Safety Services (if applicable) (https://ehs.umich.edu/research-clinical/radiation/)

	
	
	HIPAA (if applicable)




	Renewal

	Initials
	Date
	Function

	
	
	Sponsoring unit confirms OVPR approval for renewal.

	
	
	Sponsoring unit sends a Renewal Letter to the Covered Visitor and forwards a copy of the letter and Waiver of Liability, along with any other signed agreements to OVPR HR. 

	
	
	For International Visitors, consult with the International Center to determine if additional steps are required to maintain status.

	
	
	Visitor completes Waiver of Liability for the renewal period.

	
	
	Visitor completes Visiting Scholar/Scientist/Student Agreement when applicable for the renewal period.

	
	
	Visitor completes Non-Disclosure Agreement (NDA) when applicable for the renewal period.

	
	
	Sponsored unit ensures Covered Visitor has obtained appropriate M-Card (use Renewal Letter).

	
	
	Sponsoring unit updates Building Access (after M-Card is obtained) as needed.

	
	
	OVPR HR renews M-Community sponsorship as needed.




	Sponsoring Unit Recommended Policies & Training 
(for unit use as applicable)

	Initials
	Date
	Function
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