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introduction 
Welcome!  The ERDT Work & Travel Program makes it possible for international students 
to experience U.S. society and culture firsthand as seasonal employees in businesses 
throughout the U.S.  YouÕll have the opportunity to immerse yourself in American culture, 
earn some money, and act as an ambassador for your home country.  
 
This handbook has been developed for all Work & Travel participants and is a convenient 
resource that will help you before and during your stay.  It contains information on the 
American workplace, culture and other important program information.  So get ready to: 
 
• Learn about U.S. culture from Òthe insideÓ 
• Increase the opportunities available to you in the future, by making contacts, 

improving your work skills, and building up your resume. 
• Earn some money to cover your living and traveling expenses 
• Make new friends, including Americans and maybe even other Work and Travel 

students from around the world! 
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all about sponsorship 

ERDT’s Responsibilities as a Work & Travel Program Sponsor 

Under the sponsorship of Educational Resource Development Trust (ERDT), you are 
provided with the following services: 
 
• Sponsorship, which allows you to work legally in the U.S. 
• Full assistance with J-visa and other program documents 
• Full assistance with obtaining a Social Security Number and Card 
• Medical & Accident insurance coverage throughout your program 
• Pre-departure support and assistance as you prepare for your program 
• Support from ERDT staff to answer your questions 
• 24-hour emergency assistance 
 
One of the jobs of the sponsor is to track all J1 participants during their stay in the U.S. on 
a system known as Òthe Student and Exchange Visitor Information SystemÓ (SEVIS).  
SEVIS is a tracking system of the U.S. Department of Homeland Security and is designed 
to keep accurate and current information on foreign exchange visitors entering the U.S..   
 
SEVIS tracks personal data (name, place of birth, country of citizenship), your visa status 
and your current accommodation and employer data.  Although this does not limit your 
freedom to travel and explore during your time here, it does mean that ERDT, as your legal 
sponsor, will be required by the U.S. government to keep SEVIS up-to-date.  Accordingly, 
ERDT is required to verify that all participants begin their work programs as scheduled.  
ERDT must also update SEVIS regarding any change in your U.S. address, change of 
employer, termination and other details. 

Your Responsibilities as a Work & Travel Program Participant 

As a Work & Travel participant, you are expected to do the following: 
 
• Immediately after you arrive, go to www.erdtworkandtravel.org and click on ÒValidate 

and Update your SEVIS Record.Ó  If your record isnÕt validated, you wonÕt have legal 
status in the U.S.. 

• After you have applied for your Social Security Card, go back to ÒValidate and 
Update your SEVIS RecordÓ on our website, to update your record. 

• During your stay, contact ERDT at 800-321-3738, 310-450-4624 or 
worktravel@erdtshare.org if any of the following should happen: 

 
• You change your accommodation address 
• You are fired or laid off from your job.   
• You are thinking about quitting or changing your job. (Quitting or changing your job 

without ERDT approval can result in your visa termination.)   
•  
• Prior to your departure, fill out the ERDT pre-departure questionnaire at 

www.erdtworkandtravel.org 
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emergencies 
As your legal sponsor, ERDT is legally responsible for you at all times during your stay in 
the U.S.. Contact ERDT if you need any kind of assistance, whether you have an 
emergency or just for general information. 

What is an Emergency? 

Contact ERDT immediately at 800-321-3738 or 310-450-4624: 
 
• In the event of a death or medical emergency 
• If you are a victim of a crime 
• If you have been arrested 
 
The following are NOT emergencies. In these cases, contact ERDT during the office hours 
(8:00am to 5:00 pm Pacific Standard Time): 
 
• You have been fired from your job 
• You have lost your DS-2019 and/or I94 form 
• You have lost your passport  
• You have problems with your accommodations/living conditions 
• You need basic legal information and advice for procedures and contacts 
• If you are a victim of theft or a non-violent crime (lost valuables, luggage, etc.) 
• You have workplace questions & concerns (tax questions, notice, final paycheck) 
• You have Social Security and tax problems 
• You are having problems with receiving your Social Security Card 
• You have general questions about jobs and housing 

Call 911 for the Police 

We know that you will do everything to stay out of trouble, but in an emergency situation, 
dial 911 for the police or other emergency service.  Make sure you answer all questions 
clearly and carefully.  Do not be afraid to approach the police at any time.  
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j1 visa 

DS-2019 Form 

When you apply, you will be issued a DS-2019 form by ERDT.  This DS-2019 form is a 
ÒCertificate of Eligibility for Exchange Visitor (J1) StatusÓ from the Department of State, 
which is an agency of the U.S. Government.  It officially identifies ERDT as your program 
sponsor, describes the purpose of the program, and lists the exact period during which you 
are allowed to work.  If you do not have a DS-2019 form, you are cannot apply for a J1 
visa or enter the U.S.. 

Passport and J1 Visa 

To apply for the J1 visa, you will also have to schedule a face-to-face interview with the 
U.S. Embassy or Consulate in your home country.  Because wait times for interview 
appointments can be long, it is important to apply for your visa as early as possible.  At the 
interview, you will present your DS-2019 along with your passport and other visa 
application forms.  You will also have to show proof of a minimum of $850 (travelers 
checks are recommended; a bank statement is not acceptable). Once you have had your 
interview and are approved, the J1 visa will be placed in your passport with the program 
number marked on it.  The J1 visa with a valid DS-2019 form allows you one entrance to 
the U.S. as a ERDT Work & Travel Program participant.  Your J1 visa is valid for a period 
of four (4) months and CANNOT be extended under any circumstances. 
 
MAKE COPIES OF YOUR DOCUMENTS!  Be sure to make two copies of all your 
documents.  Leave one set of copies at home and pack the other set in your luggage 
separate from the originals.  Carry the original documents with you during your trip.  You 
do not have access to any checked baggage until you clear immigration!  Please note that 
you should not enter the U.S. more than two weeks prior to the start date on your DS-2019 
regardless of the start date on your J1 visa. 
 
Please note: Your local U.S. Embassy makes the decision on Visa issues.  Even if you 
have been accepted into the Work & Travel Program and issued a DS-2019 form, ERDT 
does not guarantee that you will in fact be granted the J1 Visa. 

Participant Tracking-SEVIS 

Once you enter the U.S. as a J1 Visa holder, you will have an active record in the U.S. 
government mandatory participant tracking system known as SEVIS.  You will have 20 
days after arrival in the U.S. to inform ERDT of your U.S. permanent home address.  To do 
this, go to www.erdtworkandtravel.org and click on ÒValidate and update my SEVIS 
record.Ó  Any further change in the U.S. permanent home address must be reported to 
ERDT within 1 week, by emailing worktravel@erdtshare.org. 
 
Failure to comply with this U.S. government requirement will result in your termination from 
the program and you will be forced to return home. 
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30-Day Grace Period 

You are authorized to stay in the U.S. for 30 days beyond the end date stated on your DS-
2019.  If you leave the U.S. at any time during this grace period, you will NOT be allowed 
to re-enter the U.S..  Participants who remain after the grace period are subject to arrest 
and deportation.  This will also make it very difficult for you to get a U.S. visa in the future. 

Extending Your Stay 

You CANNOT extend your stay in the U.S. beyond the authorized period.  When you 
joined this program, you agreed that you would leave the U.S. upon program completion. 
ERDT and the U.S. Government requires you to honor this agreement. 

Leaving and Returning To the U.S. 

Participants wishing to leave the U.S. and return while participating on the ERDT Work & 
Travel Program, including travel to Canada, Mexico and your home country, must meet all 
of the following requirements: 
 
• The expiration date of your J1 visa in your passport must not have passed. 
• The expiration date on your DS-2019 form (on line 3) must not have passed. 
• Under the word ÒEntriesÓ on your J1 visa, the letter ÒMÓ must be written. 
• At least two weeks before your trip, you must have your DS-2019 form signed a 

second time by a ÒResponsible OfficerÓ in the ERDT office.  This signature confirms 
that you remain in good standing on the program. 

 
In order to have your DS-2019 form signed for a trip outside of the U.S., you will need to 
send the following items to ERDT via an express shipping service (FedEx, UPS, DHL): 
 
• DS-2019 form to the ERDT Office along with a letter listing your itinerary 
• A letter with the dates & places of travel 
• A self-addressed, prepaid express shipping envelope (FedEx, UPS, DHL) 
 
• Our address:  ERDT Work & Travel Program 
•    2601 Ocean Park Blvd. Ste 322 
   Santa Monica, CA 90405 
 
Upon your return to the U.S., you must present your passport (including your valid J1 visa) 
and your signed DS-2019 form to U.S. officials at the point of entry.  Explain that you are 
re-entering the U.S. to continue your program.  The officer will look at your DS-2019 form 
and will return it to you.  You will be issued a new I94 form indicating your J1 visa status 
and new entry date. 

Other Countries’ Requirements 

Many countries require visitors to obtain a travel visa to visit their countries.  It is important 
that you find out if you need a visa to enter either of these countries, before you plan your 
trip.  Contact the embassy or consulate of the country where you are going for more 
information on visa requirements for people from your country. 
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entering the u.s. 

Packing/Items to Bring With You 

Most airlines allow you to check two bags and bring one carry-on piece onto the plane, but 
it is important that you PACK LIGHT.  We suggest bringing a backpack instead of a 
suitcase because you may be traveling a lot.  Keep your packing simple and limited to the 
essentials.  Also, due to security concerns, you should not bring liquids, knives, razors or 
any sharp items in your carry-on luggage.  Check with your airline for updated security 
regulations. Carry your passport, DS-2019 form, J1 visa and proof of funds with you during 
your trip, NOT in your checked baggage.  You will NOT have access to any checked 
baggage until after you clear US immigration!    

I94 Card 

You will receive an I94 card while you are on the board the airplane en route to the U.S. (a 
small, white card also known as the ÒArrival/Departure RecordÓ).  While on the plane, you 
will be instructed on how to fill out your I94 properly.  
 

Note: Your I-94 card or DS-2019 may be stamped with 
the letters ÒJ1Ó and ÒD/SÓ.  ÒD/SÓ stands for Òduration of 
statusÓ and means that you are authorized to work for a 
maximum of 4 months from your date of entry into the 
US.  You will have a grace period of 30 days in which 
you can travel within the US as a tourist for up to 30 
days past your last legal working date.  In rare cases, a 
date may be stated on the card instead of ÒD/SÓ.  In this 
case, you must leave US before that date. 
 

If you lose your I-94 card while in the US, you will be required to pay a replacement fee of 
at least $300 to the US government. 
 
When you depart the US, your I-94 card is collected by the Department of Homeland 
Security. This is a record that you departed the country by the end of your stay. 

Passing Through Immigration 

Immigration Documents  When you arrive in the US, you will present your passport, DS-
2019 form & J1 visa (in your passport) to immigration officials at your point of entry.      
 
Proof of Funds  You must be able to show proof of a minimum of $850 when entering the 
US (travelers checks are recommended; a bank check statement is not acceptable). 
 
Proof of SEVIS Payment  You must show the immigration official Form I-797, Receipt 
Notice or Internet Receipt verifying that your SEVIS fee has been paid. 
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I-94 Card  You will also present your I-94 card. The immigration officials will staple the I-94 
to your passport.  
 
Check your I-94 card before leaving immigration Ð make sure your card is not torn.  Also, 
please make sure that you can read the number on your I-94 card because it is crucial for 
your Social Security application. 

Collecting Your Bags 

After passing through U.S. Immigration, you will go to the baggage claim area, where your 
bags will arrive on the carousel.  Check the display board for your flight number.  If you 
have waited a long time at Immigration, your bags may have already passed through and 
been placed on the floor of the baggage area.   
  
If your bags have been damaged or lost, report this immediately to the airline and get a 
Property Irregularity Report, as you will need this for insurance purposes.  If you know 
where you will be staying, give this address or your employerÕs address so that your bags 
can be delivered to you.  

Customs Procedure 

You will go through Customs after collecting your luggage.  Make sure all prescription 
drugs are clearly marked.  Do not bring in perishable foods such as cheese, fruit and nuts.  
If you are under 21, do not bring alcohol.  There are limits to the amount of 
cigarettes/cigars/tobacco, alcohol, and gifts that you may bring into the US.  For updated 
information, visit www.cbp.gov. 
 
Congratulations, you have arrived in the US! 
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before you start work 

How to Apply for a Social Security Card 

You must apply for a Social Security Card immediately after entry to the U.S. or you 
cannot work legally in the U.S..  Your Social Security Number is used by the government 
to track tax payment and is an important form of identification.  You must apply for your 
Social Security Card as soon as you arrive at your destination.  Follow the below steps     
 
• To find the nearest Social Security Office call toll-free: 800-772-1213 OR access 

their website at www.ssa.gov.  On the left side of the Social Security webpage, click 
on the link: ÒUSE YOUR ZIP CODE TO FIND OUR OFFICE.Ó 

 
• Take your DS-2019 form and passport, including your J1 visa and I94 card, to the 

Social Security Office.  Note:  If your passport is less than one year old, be sure to 
bring another official government document that is at least one year old (e.g. birth 
certificate, driverÕs license with photo) to the Social Security Office to serve as proof 
of your age. 

 
• Be sure to fill out the Social Security Application correctly or your card will take 

several weeks to process and your employer will not be able to pay you.   
 
• The Social Security Administration will mail the card to whichever U.S. address you 

have listed on your application form in line 2.  It is best to use your employerÕs 
mailing address for this.  If this is not possible, use your permanent accommodation 
address in the U.S. or a friendÕs address.  (Make sure your name is on the mailbox.)  
Once you have applied for your card, the mailing address cannot be changed.  

 
• Ask the Social Security Officer for a receipt acknowledging your application while 

documents are being verified.  The receipt should contain a confirmation number. 
 
• Make a note of the Social Security OfficerÕs name, phone number, fax number, 

and/or email address if possible. 
 
• Ask the Social Security Administration to telephone you with your Social Security 

Number as soon as they have processed your application.   
 
You can work legally in the US even before you receive the Social Security Card in the 
mail.  Show your receipt to your employer to prove that you have applied for a Social 
Security Card, and he/she will usually allow you to work immediately.  If you need 
assistance with this, contact ERDT at 800-321-3738 or worktravel@erdtshare.org.   
 
If you have not heard from the Social Security Administration within 7-10 days of applying 
for your card, call 800-722-1213 to find out the status of your application.  You will need to 
give them the Confirmation Number listed on the receipt from the Social Security Office. 
 
If Social Security does not have a record of your application, return to the Social Security 
Office and re-apply.  If you have a receipt, this should not happen. 
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If you have problems applying for your Social Security Card, contact ERDT. You will need 
to give us the name of the Social Security Officer you spoke to, as well as their phone 
number, fax number, and/or email address. 
 
The Social Security Administration is a government agency, not affiliated with ERDT.  
ERDT is not authorized by the Social Security Administration to obtain information 
regarding the status of applications. 
 
If you leave a place of employment after receiving wages, but before receiving your 
number, you will still be required to report your Social Security number to your former 
employer.  Be sure to bring your card home with you in order to file your taxes. 

I9 Employment Eligibility Verification Form 

Upon being hired, your employer will require you to complete an I9 Employment Eligibility 
Verification Form to prove you can work legally.  

W4 Form 

When you begin your job, your employer will 
ask you to complete a W4 form (EmployeeÕs 
Withholding Allowance Certificate).  Your 
employer will keep this form while you are 
working at the company and will use the 
information on this form to determine how 
much tax should be withheld from your 
paycheck.  If you do not fill out your W4 form 
properly, you may have to pay more tax in the 
future.  The following instructions on filling out 
your W4 form are from IRS (Internal Revenue 
Service) Publication 515 (rev.04/00) 
ÒWithholding of Tax on Non Resident Aliens 
and Foreign Corporation,Ó page 16. 
 
Please note:  you are required to complete a 
new W4 form if you change employers or if 
you have more than one job. 
For tax purposes, you are classified as a Ònon-
resident alien.Ó  Therefore, the instructions 
shown on the W4 form do not apply to you.  
Please follow these instructions when completing the W4 form: 
 
• Check/tick only ÒSingleÓ marital status on line 3 (even if you are married or divorced) 
• Claim only one withholding allowance on line 5, unless you are a resident of Canada, 

Mexico, Japan, or South Korea 
• Do not claim ÒexemptÓ withholding status on line 7  
 
For more important information about taxes, please see the chapter entitled ÒTaxes.Ó 
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the u.s. workplace 

Team Work 

Americans often refer to a group of employees as a Òteam," which means that the group 
should cooperate and work together much like a sports team.  It is important that you are 
able to adjust and fit into this team atmosphere.  Help your co-workers, and donÕt be afraid 
to ask for their help when you need it.  Your employer may even ask you to perform tasks 
outside of your job description.  This is normal Ð you should do your best to help in these 
situations.  In return for this extra work your employer will be more flexible with your 
individual requests. It's a matter of "give and take." 

Time 

Being Òon timeÓ is essential, and showing up earlier than expected is even an advantage, 
as it makes a good impression on your employer.  If you are often late, you will be seen as 
a person who doesnÕt take their job seriously.  During business conversations, time is not 
usually wasted on developing personal relationships, and these discussions are usually 
short and to the point.  You will have plenty of time to get to know your colleagues during 
breaks. 

Dress 

Look at how others dress to see what is appropriate.  Or, ask your supervisor. 

Communication 

Communication at work also involves body language as well as speech.  Each office has 
its own environment and ethics for behavior.  For example, standing too close to co-
workers can give the wrong impression.  Americans shake hands often, but do not kiss 
cheeks as a greeting.  Shake hands firmly.  Try not to be too quiet Ð Americans enjoy 
seeing emotional reactions and a reserved attitude may suggest that you are unfriendly. 
 
Supervisors may share personal information that you would normally share only with close 
friends and may allow you to call them by their first name.   Socializing on the job is 
common, and your boss will often join in.  Despite any friendliness, you are always 
expected to do your job and act appropriately. 

Overtime  

As a new employee, you may be asked to work extra hours.  Many companies will pay you 
one-and-a-half times the normal hourly rate for extra hours.  Ask your employer for 
company overtime policies, as they can vary from state to state.  
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Problems at Work 

If you are having problems with a supervisor or co-worker, try to resolve it in a strictly 
professional manner.  You are a new employee and may encounter problems that other 
co-workers have already experienced.  Speak to them about these conflicts Ð perhaps they 
can help you resolve them quickly and harmlessly. 
 
In any job, you may meet people you do not like, or find difficult to work with.  You may find 
that speaking to the person directly will help take care of the problem.  Discussion can 
avoid unpleasant situations.  Show initiative and a desire to learn more about the job. 

Rights and Responsibilities at Work 

As a seasonal employee, you have the same rights as any of your American co-workers.  
American employers and employees do not usually sign contracts, so employers can hire 
and fire when they want (this is called "at will" employment).  Job benefits may be different 
between the U.S. and your home country.  Vacations, sick leave, medical insurance, and 
other items are not usually provided for seasonal jobs. 

Workplace Safety 

All employers are required to provide their employees with a safe workplace free of 
hazards that may cause serious illness or death, according to the Occupational Safety and 
Health Act (OSHA) of 1970.  All employees must comply with safety and health regulations 
as per OSHA regulations. 

Discrimination & Sexual Harassment 

Remember that sexual harassment and racial discrimination are very serious matters in 
the U.S..  If you sexually harass another employee, it could result in disciplinary action and 
the termination of your employment.  If you feel that you have been the victim of either 
sexual harassment or racial discrimination in your workplace, you should follow your 
employerÕs established policies and procedures to file a complaint.  You can contact ERDT 
(800-321-3738) or the U.S.. Equal Employment Opportunities Commission (EEOC) at 800-
669-4000 for advice. 

Drug Testing 

Employers have the right to request that their employees take a drug test.  Employees can 
be tested before starting work, as well as throughout the time that they are employed.  You 
may also be tested if you are involved in an accident.  If you fail the drug test, expect to be 
fired by your employer. 

Getting Paid 

The law states that you must be paid wages for every hour youÕve worked.  The law also 
sets a Óminimum wage,Ó which is the lowest amount you can make per hour.  This amount 
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varies from state to state, but should be posted at your workplace.  The minimum wage 
may be lower if you are in a position where you receive lots of tips.  If you have questions 
about your specific case, contact the Department of Labor in the state where you are 
working, or call ERDT. 

Your Salary and Paycheck 

There is no maximum amount of money you can earn.  You will most likely be paid weekly 
or sometimes twice per month. Money will be automatically taken out of each paycheck for 
taxes.  Along with each check, your employer should give you a Òpay stubÓ or Òpay slip,Ó 
which will explain exactly what you earned and what you paid in taxes. Depending on your 
agreement with your employer, you might also have uniform, housing, union membership 
dues, and other work-related items deducted from your salary.  After you receive your first 
paycheck, but sure to review it to ensure your employer hasnÕt made any mistakes.  

Losing Your Job 

• You could lose your job for any number of reasons, including financial issues with the 
company, a lack of skills, or poor performance.  Most often workers are fired for 
being consistently uncooperative or for other disciplinary reasons.  If you are doing 
something that the company does not like, you will usually be told so before the 
situation gets serious.  Contact ERDT immediately if you are terminated. 

 
• If you are fired for "just cause" (that is, the company fires you for verified disciplinary 

reasons) ERDT will require you to leave the program and return home. 

Before You Leave Your Job 

In order to avoid any problems with your employer before you leave your job, follow these 
basic instructions: 
 
• Ask for your final paycheck and wages BEFORE you leave. 
• If your employer has provided accommodations for you as part of your employment, 

ask your employer to return your security deposit BEFORE you leave. 
• Ask your employer what date you should receive your last paycheck and how you 

will receive payment (paycheck, money order, etc.). 
• Keep your employerÕs contact details: a mailing address, telephone and fax number, 

email address in order to contact them in case of any problems after you have 
returned home. 

• Leave an address for your employer where you can receive mail.  You may use 
ERDTÕs address. Your employer will send tax forms at the end of the year. 
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taxes 
Anyone working the U.S. MUST pay U.S. income tax.  As a foreign student working in the 
U.S., you will also be required to pay certain taxes, but will be exempt from (not have to 
pay) other taxes.  If your employer has questions regarding your tax status, show him/her 
this handbook. 

Tax You Don’t Have to Pay 

• Social Security 
• Medicare 
• Federal Unemployment Tax (FUTA or FICA) 
 
You must have a Social Security Card, but you are EXEMPT from (don't have to pay) 
Social Security, Medicare and Federal Unemployment tax.  Sometimes, employers make a 
mistake and withhold these taxes.  You can tell us if this has happened by looking at your 
Salary/Wage Statement (also known as check stub or pay slip).  If you do see any 
deductions under the work ÒFICAÓ or ÒFUTAÓ, the employer has made a mistake.  You can 
call ERDT to assist you. 

Taxes You Do Pay 

• Income Taxes 
 
In the U.S., income taxes are imposed by the federal, state, and local governments.  The 
Internal Revenue Service (IRS) collects personal income taxes, usually on a Òpay-as-you-
goÓ basis.  This means that your employer generally withholds income tax from your salary 
and pays it directly to the government.  You must pay U.S. income tax.  Failure to pay any 
taxes you owe could cause problems for you in the future if you apply for any visas to 
return to the U.S..  Please make sure that these taxes are being withheld from your 
paycheck. 
 
• Federal Income Tax 
 
Income tax is paid to the federal (national) government by all income-earning individuals.  
It is paid on income from salaries, wages and tips.  Approximately 10-15 percent of your 
salary will be withheld for federal income tax, a portion of which you may be able to claim 
back as a refund at the end of the year. 
 
• State and City Income Taxes (depending on the state & city) 
 
States and cities may charge extra income tax according to local laws.  Ask your employer 
about local taxes.  
 
If applicable, state and local income taxes will be withheld from your paycheck.  You may 
be able to claim a refund for a portion of these taxes at the end of the year. 
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W2 Forms 

At the end of the calendar year, your employer will send you a W2 form, detailing your total 
wage the amount of each tax that was withheld.  The employer should send the W2 to your 
permanent address in your home country.  You must  receive 2 forms from each of your 
employers, since you are required to submit copies of the W2 form with your tax returns.  
Be sure that you give your home-country address to  all employers so they can send you 
this form. If you have not received your W2 form by February after you have returned 
home, you should contact your employer(s) for replacement.  You can also contact ERDT 
for assistance. 

Tax Return Forms and Tax Refunds 

When you receive your W2 in early 2004, you to fill out tax return forms.  The U.S. tax year 
begins January 1st and ends December 31st.  There are separate forms for federal, state, 
and city tax forms. These are available from banks and post offices in the U.S.; federal tax 
forms are also available from U.S. Embassies in your home country.  Request state and 
city forms from your employer.  You must complete either tax form 1040NR-EZ or 1040NR 
which are specifically for non-resident aliens (the category in which you should file).  You 
can also visit the web site www.irs.gov for more information. 
 
The deadline for filing tax return forms in April 15 of the calendar year after your 
employment in the U.S..  You will use the charts in the tax return forms to determine the 
amount of tax you owe.  If too little tax was withheld from your paychecks, you must pay 
the balance back to the government.  If too much was withheld by the government, you 
qualify for a refund.  The earlier you file, the sooner you will receive any refund.  You will 
be in your home country by the time you need to file your tax return. 

TaxBack.com 

As part of your ERDT program, you are entitled to a free tax refund estimation from 
www.taxback.com.  The average refund due for J visa holders is $700 and 
www.taxback.com can organize this for you. 
 
Taxback.com will get you the fastest, maximum legal refund possible due to their 
extensive knowledge of the US tax system and tax treaties with your country.  They ask 
you to be aware of tax companies that offer to e-file your tax return because this is not 
legal for non-residents. 
 
It is a totally transparent service and you can receive your refund in your local currency 
or US dollars by bank transfer or check. Taxback.com speak over 25 languages, have 
24 hour support, live online chat and freephone numbers. They may even have an office 
in your home country. 
 
To find out more and get your free refund estimation, check out www.taxback.com. 
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stages of cultural adjustment 
While everyone responds differently adjusting to a new culture, there are typically three 
stages Ð called ÒCulture ShockÓ - that most people go through: 
 
Stage 1: You will probably experience an initial period of excitement and happiness, due to 
new things around you.  You will constantly be reminded that you are in a new culture and 
are many miles from home. 
 
Stage 2: As you adjust to the routine of daily life, that initial sense of adventure will wear 
off.  You may even find that your new life in the U.S. can be quite ordinary and dull at times 
Ð just like at home!  During this phase you may start to miss your friends and families at 
home Ð wishing things in the U.S. were more similar to your home country.  During this 
time, you may find it hard to keep a positive attitude and to keep up with your routines.  
You may be tempted to withdraw from people around you or even become hostile.  Even 
simple things may seem like an ordeal.  At this point it is helpful to know that, for most 
people, this phase doesnÕt last too long. 
 
Stage 3: The second phase should soon give way to the third phase Ð your true 
adjustment to American culture.  Once the values and characteristics of people in the U.S. 
become more familiar to you, day-to-day life will become easier.  You will find that it will be 
easier to immerse yourself in American life and you will begin to experience the culture in a 
way that would never be possible if you were a tourist traveling for a few weeks. 

Survival Skills 

• Stay positive 
• Give yourself a chance 
• Try not to withdraw from your American friends, your co-workers or your employer.  
• Make a special effort to have fun, and most importantlyÑ remember all of the 

reasons that brought you to the U.S. in the first place! 
• Be open and friendly and people will respond likewise 
• Maintain a sense of humor and an open mind.  Keep in mind that even the most 

extraordinary experience will make an entertaining story at home that is sure to make 
your friends and family laugh. 

Experiences of Past Participants 

Most people have an enjoyable time while living in the U.S., however Ð here are some 
examples of what past participants have felt like when they have gone through their adjust 
to life in the U.S.: 
• A student, newly arrived in a large American city is initially exhilarated by the fast-

paced bustle of the city, and enjoys the feeling of being in the midst of so much 
activity.  However, the feeling eventually can give way to stress Ð people are always 
in a hurry, the streets are always crowded and noisy, and no one ever looks you in 
the eye.  Those interesting-looking characters now seem silly. 

• A student in a small community may find the American custom of saying Òthank you,Ó 
ÒyouÕre welcome,Ó Òhave a nice dayÓ and smiling at strangers to be insincere.  The 
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student scorns this superficial behavior, preferring a more formal relationship with 
strangers.  The student refuses to be friendly to people who arenÕt actual friends. 

• An adventurous student seeks out an isolated, rural area for work.  The place can 
only be reached by car or on foot; public transportation is non-existent.  While the 
student likes the peace and beauty of the area, she also feels trapped and frustrated 
by her inability to leave and explore regions nearby.  AmericaÕs Òcar cultureÓ strikes 
the student as a ridiculous self-indulgence, and she concludes that Americans are 
selfish, lazy people. 

 
You will probably begin to recognize that some behaviors are neither ÒgoodÓ nor ÒbadÓ, but 
simply a function of culture.  Even those behaviors that negative may be understood better 
in a cultural context.  For example, while AmericansÕ dependence on cars contributes to 
environmental problem, this phenomenon can be explained by such things as the size of 
the country, the low cost of gasoline, and a national emphasis on individualism and self-
reliance. 

IMPORTANT: If You Need Counseling 

If you are experiencing problems with depression, homesickness, harassment, or other 
emergencies, we want to know about it as soon as possible.  Please ask yourself the 
following 5 questions: 
 
• Have you been feeling depressed about a situation? 

Do you find that you are unhappy for a long period of time? 
• Are you experiencing ongoing emotional distress? 
• Are you finding your stay in the U.S. overwhelming? 
• Do you find that you are not getting the help you need with ongoing problems? 
 
If you answered YES to three or more of the questions above, call ERDT at 800-321-3738 
immediately. 
 
If you have a less urgent problem, you still can call ERDT at 800-321-3738 during regular 
business hours (9a.m. Ð 6 p.m. PST) or email us at worktravel@erdtshare.org. 
 
There are lots of books available on the phenomenon of culture shock and suggested 
tips for getting most out of your cross-cultural experience.  Do an online search at 
www.amazon.com or check your local bookstores for suggestions. 
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cultural notes 

American People 

290 million people call American home, but they have their origins in every part of the 
world.  In American cities, you will find many ethnic neighborhoods and immigrant groups 
who have their own customs and social traditions.  Almost everyone merges into the 
American mainstream, although they may keep many of their own ethnic customs. 
 
People in certain parts of the U.S. may have different attitudes and values than others.  
For example, a traditional New EnglanderÕs point of view is as different from a TexanÕs as 
the traditional French outlook is from the British. It is easy to meet Americans.  As a visitor 
from another country, you have an added Òcharm.Ó  DonÕt be offended by an AmericanÕs 
lack of knowledge of your country.  They are usually very curious and interested in your 
home country.  As a newcomer to a job and community in the U.S., you must be outgoing 
and extend the hand of friendship.  You can be a ÒCultural AmbassadorÓ to your new 
friends! 
 
You may find some well-known stereotypes and some unexpected characteristics and 
attitudes.  The following are some American cultural attitudes and traits that are often 
noticed by foreign university students in the U.S.: 

Friendliness 

Americans are highly mobile and make friends quickly in new settings.  You will find most 
Americans to be very warm and accepting toward you.  You may either enjoy this or find it 
superficial. 

Pace 

When you arrive in the U.S., it may be first seem like everyone is in a rush.  Particularly in 
large cities such as New York, bus drivers will be abrupt, hurry you, and people will push 
past you.  This may seem rude, but do not take it personally. 

Silence 

Many Americans find silence uncomfortable, and often study with loud music playing and 
prefer to leave the television on for Òcompanionship.Ó 

Assertiveness 

Most people in the U.S. are open and make little effort to hide their thoughts and opinions.  
Do not be surprised if strangers share details about their personal lives with you. 
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Time 

Americans treat time as a commodity, and you will find that they will waste it, budget it, and 
save it.  

Leisure 

American leisure activities often vary according time of year and region of the country.  
Playing and watching sports play a major role in communities 
 
In general, Americans also spend much time and/or money on entertainment, such as 
going to movies, renting movies to watch at home, & watching television.  And of course, 
you find a number of bars, nightclubs and discos in most communities. 
 
Please remember that the legal drinking age in the USA is 21 and is strictly enforced. 

Personal Hygiene 

Use of deodorant, toothpaste, soap and products are essential to American daily life. 
Americans tend to shower at least once per day, and wash their hands frequently in order 
to prevent spread disease.  There is hand soap in every public restroom and signs 
reminding you to wash your hands.  This is particularly important at the workplace working 
with food.  Remember that cleanliness is important to Americans. 

Business Hours 

Typical business hours in the U.S. are from 8 or 9 am to 5 or 6 pm, with one hour taken for 
lunch.  Restaurants, shops and stores will often be open for longer hours and do not close 
over the lunch hour. 

U.S. Official Holidays 

(These holidays are not observed by all businesses and you may still have to work on 
these dates.) 
 
January 1   New YearÕs Day 
January   Martin Luther King Day (observed) 
February   PresidentÕs Day 
April     Good Friday 
May    Memorial Day 
July 4    Independence Day 
September   Labor Day 
October   Columbus Day (observed) 
November   VeteranÕs Day (observed) 
November   Thanksgiving Day 
December 25   Christmas Day 
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Electricity 

The U.S. electrical system uses 110 volts, 60 hertz (cycles).  If you are bringing appliances 
from home, they are probably designed for EuropeÕs electrical system, which uses 220 
volts.  You will need to purchase a transformer and plug adapter than can accommodate 
the wattage of the particular appliance you will be using. 

U.S. Units of Measurement 

• Temperature 
 
An easy formula for translating Fahrenheit to Celsius is to subtract 30 from the Fahrenheit 
number and divide by 2.  To convert Celsius to Fahrenheit, multiply the Celsius number by 
2 and add 30.  For example: 10C = 50F, 20C = 68F, 30C = 86F. 
 
• Metric Conversion 
 
1 mile = 1.6 kilometers   1 liquid quart = 0.95 liters 
1 yard = 91.4 centimeters   1 gallon = 3.8 liters 
1 foot = 30.5 centimeters   1 pound = 454 grams 
1 inch = 2.54 centimeters   1 ounce = 28 grams 

Time Zones 

The U.S. is divided into four time zones Ð Eastern, Central, Mountain, and Pacific.  When it 
is 12:00 noon Eastern time, it is 11:00 am Central, 10:00 am Mountain, and 9:00 am 
Pacific.  The UK and Ireland are generally five hours ahead of Eastern time, with 
continental Europe being six hours ahead.  ERDTÕs office is on Pacific Standard Time 
(PST) and is open from 8:00 am to 5:00 pm PST.  The U.S. keeps Daylight Savings Time 
by turning the clocks forward one hour in early April and turning them back one hour in late 
October. 
 
 
 

*** 
 
 
 
Adjusting to a new culture and way of life is both exciting and challenging Ð it shouldnÕt 
come as any surprise that you will experience some highs and lows during your time in the 
U.S..  You have taken on an adventure of a lifetime and moved to a new environment, 
which you may find strange and difficult at times.  During these times of difficulty Ð just 
remind yourself that these cultural differences are the reason we all love to travel.  To 
experience the unknown! 
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websites with job listings 

• www.summerjobs.com 
• www.craigslist.org 
• www.usnpl.org 
• www.monster.com 
• www.coolworks.com 
• www.snagajob.com 
• www.usajobs.gov 
• www.studentjobs.gov 
 
If you want to change your job, remember that you must contact ERDT first to find out 
whether it is possible.  Failure to do so could result in the cancellation of your visa and 
your immediate return home. 
 
Also consider the costs associated with changing your job Ð moving, uniform, 
transportation, training, and the amount of hours youÕll be working when you start.  Make 
sure that changing your job is really a good idea financially. 
 
Students on the J1 Work and Travel program may not work as camp counselors, as 
domestic workers in private homes, or in positions that require you to purchase a product 
which you then sell door-to-door. 
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housing 

Employer-Provided Housing 

Some employers provide housing as part of the job offer.  If you leave the job or are fired 
you will most likely also have to leave the housing provided by that employer.  Depending 
on your lease agreement, you may still be responsible for paying the full amount of the 
rent.  It is your responsibility to ask about these conditions before you sign a lease or 
accept employee housing. 

www.craigslist.org 

On the free classifieds at www.craigslist.org, you can find housing for different lengths of 
time (daily, weekly, monthly) and in different situations (rentals, sublet, roommates, 
boarding). 

Short Term Housing 

For the first few nights at your U.S. arrival destination, you may need short-term 
accommodation.  If you do not have permanent accommodation arranged, you must make 
a reservation before you arrive at your final destination to ensure a bed or room upon 
arrival. The ÔLetÕs Go USAÕ and ÔLonely PlanetÕ are ideal travel guidebooks for locating 
accommodation during your travels around the USA. 
 
• Hostels: Contact Hostelling International-American Youth Hostels Association 

(AYH), a member of the International Youth Hostel Federation online at www.iyhf.org 
for a worldwide hostel directory and membership information.  There are about 300 
youth hostels operated by the AYH that are scattered throughout the U.S..  
Membership costs approximately $25 for one year and should be purchased in your 
home country, either online or at your local affiliate, prior to arriving in the U.S..  For 
non-members there is normally an extra charge of $3 to $5 a night and can be used 
towards a purchase of an emergency membership card. 

 
• YMCA: Some YMCAÕs and YWCAs also provide affordable temporary lodging.  To 

find a YMCA in the U.S. call 1-888-333-YMCA or go to the website: www.ymca.net. 
 
• Student Housing: Many universities and colleges offer budget accommodation in 

their student housing.  If there is a college or university in the area you are visiting, 
contact the student housing office on campus.  It is recommended that you call and 
make reservations in advance, if possible. 

 
• Motel: There are many low-cost motel chains throughout the U.S..  Motels are good 

for small groups, as you will usually pay for the room, not per person.  Most rooms 
contain two large beds. 
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Long-Term Housing 

Ask your employer or co-workers for suggestions on where you can find local housing.   
Try to find living arrangements where you will be with Americans and not only people of 
your own nationality.  Rent in resort areas and cities is often expensive, and it is important 
that you try to avoid paying too much for your apartment.   
 
When deciding where to live in the U.S., consider cost of living, (i.e., rent and food 
expenses), housing availability, public transportation, and preferences you may have for 
leisure activities.  Food and transportation often cost more in cities and resort areas.  A 
good website to research the cost of living in different areas is www.craigslist.org. 
 
Questions to Ask in Choosing your Housing: 
 
• Is it furnished? 
• Is it within walking distance of my job? 
• Is it near public transportation? 
• How accessible are stores, banks and entertainment? 
• WhatÕs the average rent for this neighborhood? 
• Are there specific rules and regulations 
• How soon can I move in? 
• How much must I pay before I move (deposit, first monthÕs rent, etc.) 
• Is it safe? (Do not just accept the landlordÕs opinion on this.  Be sure you are 

satisfied with of the neighborhood and the apartment.) 
• If sharing an apartment, will I like my roommate(s)? 
• Does it have laundry facilities? 

Sublet 

When you begin looking for a place to live, try to find a sublet.  When you sublet an 
apartment or room, your agreement isnÕt with the landlord.  (Landlords will usually require 
you to be there for 1 year minimum).  Your agreement is with the person who has rented 
the apartment or house.  This person may live with you, or they may not. 

Rental Agreements 

If you rent or sublet, you should make sure you sign a rental agreement.  Keep a copy for 
yourself.  A rental agreement may be optional, but you should still insist on signing one.  
Such a written contract should define the terms by which the apartment is rented, and 
protects the tenant and the landlord by stating the rental price and the time period that you 
will reside in the apartment and pay rent.  Before you sign any rental agreement, be sure 
to read it carefully and get an explanation for any terms that are unclear. Only written 
information on a rental agreement is legally binding; verbal agreements are not.   
 
You will probably be asked to pay one monthÕs rent as a Òsecurity deposit.Ó  This will be 
returned to you when you leave if there has been no damage to the apartment during your 
occupancy.  Therefore, it is essential to inspect an apartment with the landlord or real 
estate agent before signing the rental agreement, and get (written) acknowledgment of 
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existing damages and listings of furnishings and their conditions.  You could take some 
photos of the apartmentÕs condition when you first move in. 

Sharing Someone Else’s Apartment 

You may want a roommate to share the living expenses or you may just want 
companionship.  When you are seeking roommates, think about their personality and 
attitude, their personal habits, how you get along with them, who their friends are, and 
whether their lifestyle and financial situation are stable and similar to yours.  Ask sensible 
questions, and be guided by your common sense. 
 
Often, it is easier to seek out a roommate who already has an apartment and is looking for 
someone to share it.  Meet your prospective roommate at their apartment.  Your first 
instinct is always your bet, and you should not let their conversation distract you from this 
initial feeling.  Most importantly see how you feel as you sit in their house or apartment for 
the first time, as this may be your home for the duration of your stay in the U.S.  Ask them 
the following questions 
 
• Why are you interested in having a roommate? 
• What kind of hours do you keep? 
• How do you feel about having guests in the apartment? 
• How do you feel about drinking and smoking in the apartment? 
• Are there any things or areas in the apartment that are off limits? 
• Which expenses will we share? 
• Are you messy or neat? 
• What should we do about keeping the apartment clean? 
• How long do you want a roommate? 
• Do I need to sign the lease or an agreement? 
• How much is the rent?  How much are utilities (electricity, etc.) per month? 
• Is there a deposit?  How much and when do I get it back? 
• Ask for references: previous roommates or friends. 

Where to Find Housing Listings 

• www.craigslist.org: A free online classifieds website where you can find anything 
from short-term rentals to roommates to private apartments.  Craigslist also lists jobs 
and items for sale.  Listings are sorted by state and community. 

 
• Classified Advertisements Check out the classified advertisement section of your 

local newspaper.  The Sunday editions are usually most helpful, as they have 
expanded classified sections. Check the website of the local newspaper for up-to-
date classified ads. 

 
• University Listings and Bulletin Boards  Many campuses have bulletin boards 

where students post notices looking for roommates or for someone to sublet their 
apartments for the summer.  Some universities also have an ÒOff-Campus Housing 
Office,Ó which keeps listings of available housing in the area.   
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• Boarding  In smaller cities and towns, you may find a family willing to offer a room 
and even meals for you in their home at a reasonable price.   

 
• Roommate Services  Simply type ÒRoommatesÓ into an internet search engine and 

you will come up with a long list of services that list apartments where people are 
looking for roommates. Roommate services often charge a fee.  Remember that the 
term ÒroommateÓ usually does not mean sharing the same bedroom. 

Problems 

If you run into any severe problems trying to find accommodation, please contact ERDT.  
We will do our best to help. 

Classified advertisements are written in abbreviations that even Americans can 
find difficult to understand! Some examples are: 

br = bedroom     a/c = air conditioned 
util = utilities (electricity, etc.)   w/d = washer/dryer 
pvt = private     m = male 
w/ = with     f = female 
elev bldg Ð building with an elevator 
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money and banking 
Use your wages wisely.  Plan in advance to make sure that you always have money set 
aside to pay for housing, meals, and any other expenses. 

Banking 

Open a checking account at a bank as soon as possible. If possible, find a free checking 
account.  It may help to tell the bank that you are a student.  Services and fees vary from 
bank to bank; therefore, check with several different banks to find the best one.  Also ask if 
the account has a minimum balance requirement.  Bring your passport and Social Security 
Card when opening a bank account.  Also, bring any credit cards, proof of where you are 
living (lease, rental agreement, utility bill) and a photo ID.   
 
U.S. banking is regional, not national, so make sure you cash any checks in the town or 
city where you received them.  A check deposited in an out-of-town account can take one 
week or more to become available.  If you are going out of town, be sure to cash checks 
before you leave or purchase travelerÕs checks. 

Automatic Teller Cards 

Check with your local home-country bank before leaving home to verify if you can use your 
bankcard at Automated Teller Machines (ATMs) in the U.S..  Also, most U.S. bank 
accounts provide Automatic Teller Machine (ATM) Cards that can be used to withdraw 
cash and deposit checks at 24-hour ATMs.  If you use an ATM machine that does not have 
your bankÕs name on it, expect to pay between $1 and $5 in service fees.  
 
Use these cards wisely Ð do not take out more money than you can really afford.  Keep 
banking records.  Because ATM machines will allow you to withdraw more than you 
actually have in the bank, it can be easy to overdraw (which will bring large fees). 

Currency 

The basic unit of U.S. currency is the dollar.  Coins come in the value of 1 cent (a ÒpennyÓ), 
10 cents (a ÒdimeÓ), 25 cents (a ÒquarterÓ), 50 cents  (a Òhalf dollar;Ó fairly uncommon), and 
1 dollar.  Bills (notes) are printed in denominations of $1, $2 (uncommon), $5, $10, $20, 
$50, and $100.  It is to always useful to carry some quarters.  Cash is NOT replaceable!  
Please do not keep large amounts of cash with you or at home. 

Credit Cards 

Most Americans have credit cards.  They are safe way to make large purchases or to get 
cash from banks.  However, it is almost impossible for you to apply for and receive a credit 
card in the U.S..  We suggest you bring a credit card that you have used in your home 
country. 



p 26 

Money Orders and Cashier’s Checks 

For large purchases such as your first apartment payment, or the purchase of a car, you 
may be required to pay via money order or cashierÕs check.  You can get cashierÕs checks 
at a bank, and money orders at a post office, as well as other places.   

Traveler’s Checks 

TravelerÕs Checks are perhaps the most convenient and safest way to finance your travel.  
They can be replaced if lost or stolen and can be purchased at any bank with separate list 
of check numbers. You should buy Traveler's Checks in small dollar amounts.  Some 
establishments do not accept Traveler's Checks.  Ask before you shop.  Where an 
establishment says Òno checks accepted,Ó this usually refers to bank checks. 

Sales Tax 

Visitors to the U.S. are surprised when a purchase costs more than the marked prices. 
This is because sales tax is added on when you purchase goods and services. Sales taxes 
vary from state to state and region, from 3% to 9%.  Please note that tax refunds at the 
end of the year for sale taxes are not available. 

Tipping 

Americans generally tip the waiter/waitress 15-20% of the price of the meal, excluding the 
sales tax.  Similar practices apply to bartenders, taxi drivers, hair stylists, and other 
Òservice industryÓ professionals. 

Getting Money From Home In A Hurry 

• Western Union 
 
This service makes it possible to transfer money from your home country to anywhere in 
the United States within 15 minutes, on any day of the week.  There is a charge, which 
varies with the amount of money sent.  Call 800-325-6000 for more information. 
 
• Wire Transfer 
 
This allows you to transfer money from a bank in your home country to a bank in the U.S..  
This can often take a week or longer.  The charge varies from bank to bank, and you may 
be charged by both the receiving and sending banks.  Not all banks offer this service Ð 
check in advance. 
 
• Bank Drafts 
 
These can be bought from your home country bank and then mailed to you by the Post 
OfficeÕs express service.  This usually takes between three and seven days. Note that 
participants may sometimes have difficulty cashing them in small towns. 
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health and safety 

Safety 

Remember that you may be giving off clear signals that you are a stranger to the U.S..  
Your clothes, your accent, and your attitude will often make you look like an obvious 
visitor.  In every large city worldwide, there are individuals who take advantage of others, 
either through theft, fraud, or swindle.  There is little chance that you will encounter any 
kind of difficulty with this small minority, but do take precautions.  If you are alert and use 
good judgment, you will have few problems. 
 
All large cities have some homeless people who may approach you for money.  It is your 
decision whether or not to give money.  You are entitled to refuse, but please do so 
politely. 
 
During the day, most cities are quite safe, but at night, there are certain areas to avoid.  
Ask your employers or co-workers which neighborhoods are dangerous. Travel and 
explore your new surroundings with a friend, if possible.   

Protecting Yourself and Your Property 

Always keep your property close to you, especially in places like airports, bus terminals, 
and train stations.  Make sure that you keep all valuables Ð camera, wallet, passport, 
documents, and money with you at all times.  Never carry large amounts of cash.  When 
possible, only carry copies of your J1 visa, DS-2019, I94 and passport. NOT the originals. 
 
Take great care of your luggage and do not let it out of your sight.  Make sure your 
baggage is put on to your bus.  Upon arrival in the city, watch your bags at all times.  
Remember: Do not pack your valuables in your luggage Ð keep them with you. 

Health 

If you take prescription medication and will be bringing it with you to the U.S., you must 
bring a note from your doctor in English explaining the situation. 

Insurance  

There is no national health insurance in the U.S., which is why you were required to have 
insurance coverage prior to departure for the U.S..  It is important for you to review your 
insurance information for details on coverage and claims procedures.  
 
ERDT Work & Travel provides medical and accident insurance for all students.  The 
coverage is included in the program fee and is not optional.  Coverage will be for the 
period your l legal stay in the U.S., with reference to the effective dates on the DS-2019 
form. 
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Insurance will be provided through the insurance company, SITE (see below).  The U.S. 
office to contact for insurance claims is AIG Assist (see below for contact details). 
 
Participants will also be covered by their employerÕs WorkersÕ Compensation program.  
This program covers any work-related injuries and is paid for out of small deductions from 
the studentÕs paycheck.  

Medical Claims & Bills 

You may be required to pay your medical-bills first and then claim the money from your 
insurance company.  Keep careful records and receipts of all medical services that you 
receive and make sure to make copies of all your bills.  If you do not have a copy of an 
insurance claim form, contact the insurance company to get one.  If you have a major 
accident or illness and cannot pay your medical bills, contact the insurance company as 
soon as possible. 
 
If you are going to see a doctor for a non-emergency medical problem, check your health 
insurance policy to make sure that type of treatment is covered.  For example, most 
international health insurance policies limit coverage for pre-existing medical problems. 
 
Four Steps to Filing an Insurance Claim 
 
• Complete A Claim Form 
• Include all details of illness, injury or accident 
• Attach all original receipts (keep copies for your records) 
• Send to your insurance company 

Hospitals, Clinics, and Emergency Rooms 

Medical fees will depend on the doctor, the type of facility, and its location.  In certain 
areas of the country, especially large cities, medical care will be significantly more 
expensive. 
 
Hospital Emergency Room doctors are very expensive.  Only visit them in urgent 
circumstances.  Ask friends or colleagues at work or call your local hospital for 
recommendations about local doctors.  Walk-in clinics are available all over the U.S..  They 
offer an alternative to seeing a private physician or going to a hospital emergency room 
and are less costly. 
 
Please review your insurance information for on coverage and claims procedures. 

Dentists 

Dentists usually have private practices and are expensive.  Many large hospitals, 
particularly associated with universities, have dental clinics are open to the general public 
and are less expensive.  Your insurance policy provides very little coverage for emergency 
dental care.  Read your policy carefully before you have any emergency treatment done to 
your teeth as you may personally be responsible for these costs. 
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staying out of trouble 
Even though you are a visitor, the U.S. laws apply to you.  You must respect local laws, 
just as home.  The U.S. police can be very strict and will enforce the law. 
 
Try to stay out trouble.  Do not spoil your visit by acting foolishly. If you do get into trouble, 
ERDT will try to advise and assist you. However, you are obliged to take responsibility for 
any crimes or violations of law, which you commit.  ERDT will verify with authorities that 
you are a participant on our program and can advise you on a course of action, but there 
are limits to the amount of legal assistance we can provide. 
 
Program participants have the same rights as citizen if accused of a crime.  You have a 
right to know the crime you are being charged with.  However, ignorance of the laws is no 
excuse for breaking the law. 

If You Are Arrested: Your Legal Rights 

• You have the right to remain silent and to refuse to answer any questions. 
• No person accused of a crime may be forced to confess or give evidence against 

themselves. 
• You also have the right not to be searched unless the police officer has a search 

warrant authorizing the action. 
• Most importantly, you have the right to be represented by a lawyer and to be 

provided with a lawyer if you cannot afford to hire one. 
• If the court sets bail, and you pay it, you are entitled to be released from jail while 

awaiting trial. 
• You are entitled to a fair trial conducted according to all the rules of evidence and 

court procedures. 
• Above all, you are presumed innocent until proven guilty.  You do not have to prove 

your innocence, but rather the prosecution must prove your guilt beyond a 
reasonable doubt. 

 
For more information on the U.S. legal system, visit the United States Legal Information 
Center at www.wwlia.org. 

What To Do If You Are Arrested 

If you are accused of a crime, the best advice in most circumstances is to talk to ERDT or 
a lawyer before you answer any questions.  Contact ERDT immediately or a lawyer 
before you answer any questions.  Contact ERDT about the availability of free or low-cost 
legal services in your area.  Each state has different laws.  You may qualify for free or low-
cost legal help.  
 
If arrested, you are allowed one phone call.  Call ERDT at 800-321-3738 immediately.  
Please note, ERDT does provide emergency services, but most problems cannot be 
solved outside of office hours.  During evenings and weekends your access to general 
legal and financial services will also be limited. 
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Possible Police Procedures if You Are Detained 

You could undergo any of the following procedure upon your arrest: 
 
• Charged and fingerprinted, paperwork, etc. 
• Held in jail until bail bond is posted (see the sections ÒLegal RightsÓ this page and 

ÒPosting BailÓ).   
• See a court judge who hears preliminary details and drops charges or sets court 

date, within the next 30 days.  Sometimes court dates can be set sooner, especially 
if you remind the judge that you are only legally able to stay in the U.S. during your 
program dates.  Depending on the severity of the charges, you might not be able to 
leave the area before your court date. 

Possible Results of Being Found Guilty of Charges 

Fines and penalties are subject to local law.  Therefore, the degree of penalties and 
amount of fines, etc. differ from town to town and may also differ from penalties for 
violations of state or federal laws.  Penalties include: 
 
• Monetary fine (varies for charge) 
• Community service 
• Jail Time 
• Deportation 
• Future U.S. Visa denials 
 
Avoid Getting Into Trouble For: 
 
• Underage Drinking (you must be 21 or older) 
• Drinking Alcohol in Public Places 
• Drug Possession 
• Disturbing the Peace  
• Disorderly Conduct (talking back to the police, etc.) 
• Destruction of Property or Graffiti 
• Shoplifting or Theft 
• False Identification (using a fake I.D.) 

Posting Bail 

Whenever you are arrested and charged, a judge will decide on how much ÒbailÓ you must 
pay for your  Òrelease pending trialÓ.  Bail is a deposit, which must be paid to ensure your 
appearance at the trial date.  Your bail is determined by the severity of your crime.  If you 
are unable to pay your full bail payment, ÒbondsmenÓ can be hired to cover this cost.  
ERDT can advise you on the procedures of paying your own bail, or if necessary, help you 
contact a local bail bondsman.  ERDT cannot pay this bail for you. 

Drugs 

Illegal possession of controlled substances (drugs) in the USA is subject to prosecution by 
law.  The penalties for drug possession vary from state to state.  Any type of illegal drug 
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use is very serious.  You are subject to fine and possible time in jail for any drug 
possession or association with people who have drugs. 
 
Please note: Marijuana is considered an illegal drug in the U.S.. 

Alcohol 

Please be aware that you must be at least 21 years old to drink alcohol legally in the U.S.  
In many regions, you will be asked to produce one or more identification documents (with 
photo) to prove that you are over the legal drinking age.  If you are under 21, and are 
found with alcohol, you may be arrested and subjected to fines.   In addition, if you 
purchase alcohol for persons under 21, you can be arrested and subjected to fines.  Many 
bars will only accept a driverÕs license or personal identification card from the Department 
of Motor Vehicles, which states your age.  Contact your stateÕs Department of Motor 
Vehicles for information on the procedure for obtaining an identification card.  Drinking 
alcohol in public (i.e., outside a restaurant, bar, or your residence) is prohibited in most 
places, especially in beach resort towns.  You will be subject to fines if you are found 
guilty. 

Driving While Intoxicated (DWI) or Driving Under the Influence (DUI) 

There is a strong national campaign to raise awareness of Òdrunk drivingÓ and decrease 
alcohol-related traffic accidents in the U.S.. As a result, the enforcement of DWI/DUI laws 
has become very tough.  Fines can be up to $5,000.00.  To keep yourself and others safe, 
donÕt drink and drive.  Americans generally appoint a Òdesignated driverÓ when going out 
with a group of friends.  This person agrees to refrain from drinking alcoholic beverages 
and be responsible for keeping everyone safe by driving. 

Local Law Enforcement 

Unlike most countries, laws in the U.S. vary from state to state and even city to city.  It is 
important to become familiar with and obey the local laws in the town or city where you are 
living to avoid any potential legal difficulties.  For example, the permanent population of 
resort towns may be only a few thousand, but during the summer months the population 
may grow to more than 100,000. In an effort to maintain order, the local police often 
enforce minor laws.  Local laws, which govern consumption, noise levels, and group 
gatherings can be strict.  Your best source of information will be residents and U.S. 
students who are living in the town or city. 

Smoking 

As part of an intense anti-smoking campaign United States, tough measures provide a 
smoke-free environment.  There are several national and regulations regarding smoking in 
public places.  Smoking is banned on all domestic and international air flights.  Smoking is 
restricted in many office buildings and restaurants, and usually prohibited on public 
transportation.  Look around you before light a cigarette: Òno smokingÓ signs are usually 
posted in a clear, visible location.  If you are in someone elseÕs house and no one else 
around is smoking, ask what the rule is before you start smoking. 
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traveling around the u.s. 
The U.S. is huge; for example, there are more than 2,500 miles (4,000km) between New 
York and Los Angeles.  This provides plenty of opportunities for you to explore.  When 
deciding to travel, be sure to investigate all options available to you: bus, train, plane, car.  
And with all travel, ask for a student discount! 

Air 

Except on very short trips, the quickest way to travel in the U.S. is by air.  There are more 
than 1,000 airports throughout the country.  To keep costs down it is wise to purchase your 
tickets at least 21 days in advance.  Travel sites on the internet are a great way to locate 
cheap airfares Ð try these: 
•  
• www.southwest.com 
• www.orbitz.com 
• www.travelocity.com 

Bus 

Bus travel is an inexpensive and popular way to get around the U.S, especially between 
remote towns.  Greyhound Company is the major bus company.  With their ÒAmeripass,Ó 
you can travel unlimited anywhere in the U.S. for specified amounts of time.  Call 800-231-
2222 or visit www.greyhound.com.  Also try: www.gotobus.com, www.megabus.com. 

Trains 

Amtrak, the national train system, offers a variety of rail passes for 15-30 days.  Call for 
more information at 800-USA-RAIL (872-7245) or visit www.amtrak.com.   

Tours 

Organized tours can be great way of traveling if you are on your own or if time is limited, as 
you can meet people and see a large area in a short amount of time.  Try these websites: 
 
• www.statravel.com 
• www.trekamerica.com 
• www.seeamerica.org 

Renting a Car 

There are plenty of companies from which you can rent a car.  Do consider the following: 
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• There are generally additional charges to the rental fee if you are under 25 years old 
• You usually must have a valid credit card. 
• It may be more cost efficient than taking a bus or a plane if you plan on traveling with 

three (3) or four (4) other people.  But unless you pay an Òadditional drive feeÓ, only 
the person who is paying for the rental car can drive the car.   

• You must have a valid driverÕs license from your home country.  You may also need 
an International DriverÕs License, available in your home country. 

Driveaways 

For driving long distances, consider ÒdriveawaysÓ, where you drive someone elseÕs car 
from one part of the country to another as a service to them.  The car owner usually pays 
for the tolls and occasionally the fuel and you, as the driver, are given a certain amount of 
time to drive it to the final destination.  A few websites to check out:  
 
• www.autodriveaway.com 
• www.driveawayusa.com 

Driving Rules 

Police and Highway Patrol officers enforce driving laws to ensure safety. 
 
• Speed limit signs are always posted.  Usually the speed limit in cities, town centers, 

and congested areas is 20 - 25 miles per hour.  On the highway, 55 - 65 miles per 
hour is common.   

• If you are involved in an accident you must report to the nearest police station. 
• Some states allow drivers to turn right at a red light after stopping.  Check the signs. 
• Passing on curves, at intersections and top of hills is prohibited. 
• Passing school buses loading or unloading is strictly prohibited, whether the bus is 

on the side of the road as your car or on the open road. 
• Reduced speed limits are in effect in all school districts. 
• Always signal when you turn, stop, park or change lanes. 
• Some states require helmets for bicycles by law. 
• Some states prohibit cell phone use while driving. 
• Wear your seatbelt! ItÕs the law! 
• Never drink alcohol and drive or have open containers of alcohol in your car. 
 
You are responsible for all tickets and fines, which can equal over $500 for a first offense.   
Penalties are extremely strict and enforced.  Failure to pay a traffic fine could result in 
difficulty getting a US visa in the future, or revocation of your International DriverÕs License. 

Carpool 

Most colleges and university, and youth hostels have a bulletin board in the student union 
for notices of Òrides wanted / offered.Ó  This is an excellent way to meet people and allows 
you to travel cheaply because all share expenses. This is also called Òcarpooling.Ó 
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Beware of drivers with drugs or alcohol in the car, as it is illegal to have these items in a 
car in most states (you will also be punished if you are stopped by a police officer even if 
you are not the driver). 

Hitchhiking 

It is illegal to hitchhike on any interstate highways and on any other type of heavily 
trafficked road.  Beware of drivers with drugs or alcohol in the car, as it is illegal to have 
these items in a car in most states (you will also be punished if you are stopped by a police 
officer even if you are not the driver).  We strongly recommend that you never hitchhike 
while in the US.  If you are driving, do not pick up hitchhikers. 
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keeping in touch 
An important part of the Work & Travel program in staying in touch with friends and family 
at home.  They are eager to share in your adventure!  

Telephones in the U.S. 

A telephone number in the U.S. looks are this: 1-617-375-0825. For all long distance calls 
and some local calls, you will need to dial the 1 and the area code (the three numbers after 
the 1).  In some areas of the U.S., you only need dial the last 7 digits to make a local call.   
 
Ò800, 888, 877, and 866Ó calls are toll free phone numbers, sometimes given in letters.  For 
example, 800-321-ERDT = 800-321-3738 

How To Find Business Phone Numbers For Free From Google 

Internet  Go to www.google.com/maps.  Just type in the business name or category, and 
either the city & state or the ZIP code; i.e., ÒGrocery Store, Beverly Hills, CAÓ or 
ÒMcDonalds 56678Ó   
 
Phone  Call 800-GOOG-411 or 800-466-4411.  When prompted, say your city and state, 
or type in the zip code.  Then, when prompted, say the business name or category.  
 
Text Message  You can also do this via text message on your mobile phone.  Just send a 
message, for example, ÒPharmacy, Foley, ALÓ to 46645 and they will text you back with the 
address & phone number.  Google doesnÕt charge for this service, but normal text 
message rates do apply. 

Telephone Directories 

Two different kinds of telephone books are available to you.  The ÒWhite PagesÓ lists 
residential numbers by last name and city. The ÒYellow PagesÓ is the business directory 
where listings are under general business categories.  Both the White Pages and Yellow 
Pages are also available online. 

Pay Phones 

To make a long-distance call, put the coins in telephone and dial the number; an operator 
will tell you the cost of the first three minutes, and you must then deposit that amount.  
Long-distance rates are cheaper in the evening than on weekdays and are further reduced 
between 11:00pm and 8:00am and on weekends. 

Prepaid Mobile Phones 

If you want a U.S. mobile phone without a contract, a good option can be a prepaid mobile 
phone.  These are available from most retailers (Verizon, Cingular, T-Mobile, Virgin); other 
popular brands include TracFone or GoPhone. 
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Calling Collect 

To do this, first dial Ò0Ó and then the area code and number you wish to reach.  Tell the 
operator that you wish to place a Òcollect callÓ from (your name).  This also applies to 
international collect calls, though they are very expensive.  A less expensive service is 
800-COLLECT (265-5328) or call 800-CALL-ATT (225-5288).  

Phone Cards 

You can buy phone cards online (for example, www.sdicard.com), at the grocery store or 
in your home country.  This is one of the cheapest ways to use the telephone to call 
overseas.  Each card is different so if you want to save money, research carefully. 

U.S. Mail 

Buy stamps at post offices, newsstands and grocery stores. Mail letters at the post office 
or in the blue U.S. mailboxes on many street corners.  Mail within the U.S. takes between 
a day and a week to arrive.  Call the U.S. postal service at 800-275-8777 or visit the web 
site at www.usps.com to get a listing of U.S. zip codes. 
 
If you need to send a letter or a package urgently, consider using an Express service such 
as DHL, Federal Express or UPS.  You can find their phone numbers in the phone book 
and online; they also have retail stores in most communities. 

E-mail 

You can set up free e-mail accounts through a number of web sites.  A few of the more 
popular services are: 
 
• www.yahoo.com 
• www.hotmail.com 
• www.gmail.com 

Skype 

With Skype, you can talk to friends all over the world for free.  All you need is a computer 
with internet, a microphone & speakers (or a headset), and to download the program from 
www.skype.com.  YouÕll pay a small fee to call local, long distance or international 
telephones, or talk to others with Skype for free.  Skype also offers an online instant 
messenger. 
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returning home 

Pre-Departure Questionnaire 

Within 20 days of your departure, you must inform ERDT of your plans to return.  Just visit 
www.erdtworkandtravel.com and click on the link, ÒStudent Pre-Departure Questionnaire.Ó 

Reconfirming Your Return Flight 

You must reconfirm your flight with the airlines in order to get a seat!  Call your travel agent 
or airline at least 10 days before your flight.  

Going Home 

For many people, readjusting to life in their country is just as complicated as their 
adjustment to life in the U.S.!  When you travel abroad, you feel things to be different, and 
they are.  However, the difficulty readjusting to the familiar surroundings of your home 
country can come as a surprise.  You may go back home expecting everything to be just 
as you left it.  While you were away, two things will have happened: 
 
• All of your friends and family have continued with their lives 
• You may have formed new ideas and have a new outlook 
 
Cultural awareness and readjustment of perspectives are major benefits of Work & Travel.  
You will have become accustomed to aspects of U.S. culture and may miss the ÒspecialÓ 
feeling of living overseas.  Those who worked in resort areas will certainly miss the 
beautiful surroundings and facilities.  When you get home, it is a good idea to stay in touch 
with other Work & Travel participants to keep the memories alive. 

Tax Reminder 

Remember that your employers should have sent you your W2 Form, detailing your total 
wages and the amount of each tax that was withheld.  If you have not received your forms 
by February 15th, you should contact your employer(s) for replacement(s). 
 
When you receive your W2, you will have to fill out the tax return form 1040NR-EZ.  The 
deadline for filing out a tax return form is April 15th.  For ,more information visit the web site 
www.irs.gov or contact your local American Embassy or Consulate. 
 
If you are finding it hard to fill out the tax forms then contact TaxBack at www.taxback.com.  
They will do the work for you and ensure you get any refund youÕre entitled to. 
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glossary/index of documents 
 
DS-2019 Form  Pages 4, 5, 6, 7, 8, 10, 32, 33 
Definition: Your application for the J1 visa.  It is issued by the program sponsor through 
SEVIS.  Also known as a "Certificate of Eligibility for Exchange Visitor Status" 
 
I9 Form  Page 11 
Definition: "Employment Eligibility Verification Form," which is required by the U.S. 
Government to document that you are eligible for employment in the United States. Both 
citizens and non-citizens must complete Section 1 of this form at the time of hire.  
 
I94 Card Pages 4, 7, 8, 9, 10, 32 
Definition: A small card given to all non-immigrants when they enter the U.S.. The I-94 
card serves as evidence that a nonimmigrant has entered the country legally, and is 
stamped with a date to show how long the nonimmigrant may stay for that particular trip.  
 
Insurance Claim Form Page 33 
Definition: A document that an insured person must complete as a part of the filing 
process. The form will usually ask specific questions relating to the medical treatment, 
previous history, etc. 
 
J1 visa Pages 1, 5 
Definition: The J-1 Visa "Exchange Visitor" Program was implemented to promote 
cultural understanding between the U.S. and other countries.  To obtain a J-1 Visa, your 
sponsor must be accredited by the U.S. State Department. 
 
Rental Agreement Pages 25, 26, 29 
Definition: This document states rules and obligations between the tenant and landlord. 
 
Salary/Wage statement Pages 15, 17 
Definition: A printed statement of the amount an employee is paid, showing deductions 
for tax, social security, and insurance.  Also known as a "check stub" or "pay stub." 
 
Social Security Card Pages 2, 4, 10, 11, 17, 29 
Definition: A Social Security number (SSN) is a 9-digit number issued to citizens, 
permanent residents, and temporary (working) residents by the U.S. Government. It is 
used to track individuals for tax purposes. In recent years the SSN has become a 
national identification number.  A Social Security Card states the person's name and 
SSN. 
 
W2 Form Pages 18, 44 
Definition: A tax form prepared by an employer and given to an employee to be filed with 
his/her 1040 form, listing wages earned during that year, federal and state taxes 
withheld, and Social Security tax information. 
 
W4 Form Pages 11, 12 
Definition: A tax form prepared by an employee for an employer indicating the 
employee's exemptions and Social Security number, and enabling the employer to 
determine the amount of taxes to be withheld for the employee. 


