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StartStart

PI/PD designee confirms if candidate  will 
require work sponsorship at least 90 days 

before proposed start date

PI/PD designee confirms if candidate  will 
require work sponsorship at least 90 days 

before proposed start date
Work Sponsorship 

Required
Work Sponsorship 

Required
No EndEnd

Yes

PI/Designee contacts SPO to determine if 
sponsorship expenses are allowed on the 

grant

PI/Designee contacts SPO to determine if 
sponsorship expenses are allowed on the 

grant

Sponsorship 
expenses allowed

Sponsorship 
expenses allowed

Yes

PI/Designee will contact 
ImigrationVisa@howard.edu for 
next step regarding process for 
sponsorship to complete packet

PI/Designee will contact 
ImigrationVisa@howard.edu for 
next step regarding process for 
sponsorship to complete packet

No
Contact Position Budget Specialist 
to determine if funding is available 

for sponsorship cost

Contact Position Budget Specialist 
to determine if funding is available 

for sponsorship cost

Follow New Hire ProcessFollow New Hire Process PI/Designee will complete packet 
and send to HR for processing

 PI/Designee will complete packet 
and send to HR for processing

HR completes a compliance review 
and confirms all signatures have 

been obtained for approval within 2 
business days

HR completes a compliance review 
and confirms all signatures have 

been obtained for approval within 2 
business days

All Signatures Obtained?All Signatures Obtained?

Yes

No

Outside Counsel complete legal 
review of the request within 5 

business days

Outside Counsel complete legal 
review of the request within 5 

business days

Is the request 
approved?

Is the request 
approved?

Yes

Outside Counsel notifies Howard of 
approval and contacts the 
candidate to complete the 

questionnaire 

Outside Counsel notifies Howard of 
approval and contacts the 
candidate to complete the 

questionnaire 

No
Outside Counsel provides legal 

reason to HR
Outside Counsel provides legal 

reason to HR

EndEnd

Send to outside legal counsel for 
processing

Send to outside legal counsel for 
processing

HR completes packet and resubmits 
back to Outside Counsel for filing 

HR completes packet and resubmits 
back to Outside Counsel for filing 

HR notifies PI/Designee the case has 
been filed with USCIS

HR notifies PI/Designee the case has 
been filed with USCIS

USCIS review packet USCIS review packet 

Is packet approved by USCISIs packet approved by USCISYes
HR receives confirmation the work 

sponsorship request has been 
approved

HR receives confirmation the work 
sponsorship request has been 

approved
No  Process stops and HR to provide 

further guidance
 Process stops and HR to provide 

further guidance

EndEnd
USCIS mails packet to Howard's 

Outside Counsel
USCIS mails packet to Howard's 

Outside Counsel

Outside Counsel reviews packet and 
sends to Howard for issuance to the 

incumbent

Outside Counsel reviews packet and 
sends to Howard for issuance to the 

incumbent

Key: 
PI - Principal Investigator
PD -  Program Director
SPO - Sponsored Programs Office
HR - Human Resources
BP - Business Partner
USCIS - United States Citizenship & Immigration Services 
USCIS review packet 

Key: 
PI - Principal Investigator
PD -  Program Director
SPO - Sponsored Programs Office
HR - Human Resources
BP - Business Partner
USCIS - United States Citizenship & Immigration Services 
USCIS review packet 
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