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Visiting
(Faculty, Researcher, International Scholar)
 Description: Visitor who is teaching or doing research with an academic department and not receiving remuneration.
If receiving remuneration contact Accounts Payable or Human Resources to complete required paperwork (W9) and issue RIN.

Department Operational Guidelines (fulfilled by Department):

               Domestic




                International
· Proof of United State social security number.

> Export Control approval is required.
(Do not retain SS info)
· Attach a copy of the signed invitation from the                  > Attach a copy of the signed invitation from the 
VP/Provost/Dean                                                                  VP/Provost/Dean
· System set expiration date to invitation letter 

> System set expiration date to invitation letter
(W/in 2 yrs.) or sooner if requested by the department.
    (w/in 2 yrs.) or sooner if requested by the department.

· If an extension is necessary, repeat this protocol
            > If an extension is necessary, repeat this protocol

*Repeat at least 2 weeks prior to end date to help alleviate any interruption to any privileges connected to the card.

Temporary Campus Access Card Request Letter

        Must circle the appropriate status: Visiting Faculty, Researcher or International Scholar
 (Monday through Friday 9 a.m. until 4pm or call for an appointment 276.6670)
Department: _________________________________________ Department Address:  ________________________________________
Department Phone Extension: ___________________________ Director or Supervisor: _______________________________________
Guest Full Legal Name (First-Middle-Last): ___________________________________________________________________________
Date of Birth: __________________________________________ 

RIN:  ________________________________________
**Must bring legal identification plus last Rensselaer issued card if you had one**

Date Position Started: ______________          Date Position Will End: _______________         Date of Request: ____________________
**Request access for (building) ____________________________        
                  and/or (rooms) ______________________________

(This status allows only access to work space required for position, please contact Public Safety)

Your signature affirms that all Institute, State, and Federal requirements have been satisfied for the above visitor to Rensselaer
 Authorized VP, AVP, Provost, Dean, or Biotech Center Director: 
_______________________________________________                __________________________________________________
                  (Print Name)                            





           (Signature)

International Office Designee (when applicable): _____________________________    ________________________________   
                                                                                                (Please Print)                                      (Signature) 


*Department Requestor:  __________________________________    _______________________________________________
                                                             (Please Print)



                          (Signature)
*You are the sponsor for the temporary visitor.  As the sponsor, you are responsible for collecting the Rensselaer Campus Access Card from the visitor upon leaving or completion of his or her position at Rensselaer and returning the card to the Campus Card Office.
Notes:  Signature(s) on this form certify adherence to policy 300.3 “Unpaid Volunteers, Interns, and Visiting Scholars”
>Temporary visitor must bring legal photo identification with them to receive their Rensselaer Campus Access Card (Driver License, Sheriff’s ID or Passport) and, if applicable, their last issued Rensselaer Campus Access Card.
>Those who will be obtaining an RCS account will need to fill out the appropriate forms with ARC (Academic Research Computing) located at the VCC after receiving their Rensselaer Campus Access Card.    
                                                                                                                                        (4/11/16)   
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