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Dear Students and Scholars, 

 

As announced last evening, due to COVID-19 the ISSS Office will be moving to remote operations through 

March 31st (with the potential for an extension as needed).   This means that while the physical office space will 

be closed, ISSS will still be conducting normal hours and operations remotely and document requests will 

continue to be processed.  Please read this entire email for our new remote office procedures. 

We want to assure you that we will continue to be accessible to students and scholars.  We appreciate your 

cooperation and understanding as we implement these changes so that together we can help protect our 

community. 

Remote Advisement 

ISSS will continue to offer advisement through phone and email.  Students may email their questions at anytime 

to ISSS@albany.edu.  This inbox will be monitored during normal business hours (Monday-Friday, 9am-5pm).  

As always, please be prepared to allow up to 2 business days for a response. 

Students who have questions and concerns that cannot effectively be communicated over email will be able to 

set up an appointment with an ISSS advisor over Zoom or phone.  These appointment slots will follow our 

normal advisement hours (Mondays, Tuesdays, Thursdays and Fridays from 9am-4pm).  Be prepared to 

schedule your appointment at least 24 hours in advance to allow time for advisors to prepare for the 

appointment (such as for an advisor to arrange a Zoom meeting). 

You may schedule a remote advisement meeting by following the steps below: 

 

1.) Click this link:https://calendly.com/ualbanyisss1/phoneadvisement  

2.) Select an appointment date. 

3.)    Click the appointment time you want. Click “Confirm” 

4.)    Under “Enter Details” answer the questions. 

5.)    Click the blue “Schedule Event” button. 

6.)    You should  get an email confirming the event.  Click “Accept” or “Yes” (depending on your calendar 

program) to confirm the meeting and add it to your calendar. 

7.)  An ISSS advisor will call you at the time requested. 

 

 

Submitting Document Requests 

During this time periods, all requests must be submitted over email to ISSS@albany.edu.  Students should 

submit requests by using the associated Eform or the fillable PDF form.  All Eforms and fillable PDF forms, 

along with instructions, can all be found on our website: https://www.albany.edu/isss/forms.php 
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If submitting forms via email, please submit all forms in one email as PDF or Jpeg attachments.  Please avoid 

using zip files, as these often go to Junk. 

If you are requesting a travel signature fill out the Document Request Processing form and submit it over email.  

A new I-20 will be printed and mailed to you; please see below regarding receiving documents. 

Receiving Documents  

ISSS will be mailing all documents.  Documents may be sent one of two ways: 

1.) Standard USPS- this option is free but does not allow for tracking.  Allow up to 3-10 business days for 

mailing time (this is from the time the document is actually mailed, it does not include processing 

times).  This option is not available for EAD cards or international mailing; please see the E-Ship option 

below 

2.) Order E-Shipping- if you want to receive your documents quicker you may order an e-shipping label.  If 

the document needs to be sent overseas (for example, for students outside the U.S. who need a travel 

signature) you can choose this option.  Students should also choose this option for EADs.  You can order 

an E-Ship label using the Eform on our website here: https://www.albany.edu/isss/91191.php 

In-person pick-up will no longer be available.  If you have an urgent or unforeseen circumstance, email 

ISSS@albany.edu.  

OPT Workshops 

As we transition, the OPT Workshop originally scheduled for 3/18/2020 will be cancelled.  However, other 

scheduled workshops will move forward through Zoom conferencing.  More information on how to join a 

workshop through Zoom is forthcoming. 

 

 

We understand that our community is being asked to make many adjustments during this time.  ISSS is here to 

help support you through these challenges.  We thank you for your patience and cooperation as we work 

together to help protect the health and safety of our community. 
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