I

F

[image: image1.png]UNIVERSITY/VIRGINIA




TN PACKET

(Revised:  02/2017)
THIS PACKET CONTAINS THE FOLLOWING FORMS:
· 2UVA DEPARTMENT REQUEST FOR TN PETITION - CHECKLIST


· 3UVA DEPARTMENT REQUEST FOR TN PETITION


· 5CIS SERVICE REQUEST SHEET (TN)


· 6PREVAILING WAGE & ACTUAL WAGE DETERMINATIONS


· 7DEPARTMENT SAMPLE LETTER FOR INITIAL TN PETITION


· 8DEPARTMENT SAMPLE LETTER FOR TN EXTENSION FILING


· 9EMPLOYEE INFORMATION – TN CHECKLIST


· 10EMPLOYEE INFORMATION (TN)


· 12EMPLOYEE FAMILY CHECKLIST & INFORMATION (TD)




The Department is responsible for completing Pages 3 - 8 and providing the required supporting documents.  The Employee is responsible for completing Pages 9 - 12 and providing the relevant supporting documents.  
Answer all questions, even is the answer is ‘N/A’ or ‘None’.  
Incomplete TN packets will be returned to the department for full completion and will not be considered as received until they are fully complete.  Thank you for your cooperation in ensuring that the TN filing process goes smoothly, by completing the forms in full and providing all documents requested.
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UVA DEPARTMENT REQUEST FOR TN PETITION - CHECKLIST

PLEASE – NO STAPLES, WE HAVE TO REMOVE THEM AND IT ONLY SLOWS US DOWN!
· UVA CAN FILE A TN PETITION UP TO SIX MONTHS BEFORE THE REQUESTED START DATE.  PLAN AHEAD!!

Please ensure that all of the following documents are included.  If the TN packet is not complete with all of the required documents attached, it will not be date- stamped and will be returned to the department for proper completion.  To avoid delays, please ensure all requested documents are provided.  
ONLY ONE PHOTOCOPY OF EACH DOCUMENT, UNLESS OTHERWISE INDICATED, IS REQUIRED.  PLEASE DO NOT SEND MORE THAN ONE CLEAR PHOTOCOPY.

 FORMCHECKBOX 

UVA Department Request for TN Petition with all questions answered.

 FORMCHECKBOX 

Original department letter addressed to USCIS.  Please see sample letter for direction.

 FORMCHECKBOX 

Employment contract or offer letter.

 FORMCHECKBOX 

Original CIS Service Request completed in full and signed

 FORMCHECKBOX 

Original Employee Form with Employee Checklist & documents

 FORMCHECKBOX 

Original Employee Family Form with Employee Family Checklist & documents

 FORMCHECKBOX 

Personal checks for Employee or Employee Family filing fees (if self-pay).  
The entire TN packet, when completed and signed by the Dean’s Office, must be forwarded to CIS.

If you have any questions about the Forms or the Checklists, please contact:

Timothy J. White – Manager
 Compliance & Immigration Services

914 Emmet St., - Michie South

 P.O. Box 400127

Tjw5x@virginia.edu
(434) 982-2735
UVA DEPARTMENT REQUEST FOR TN PETITION

PLEASE – NO STAPLES, WE HAVE TO REMOVE THEM AND IT ONLY SLOWS US DOWN!

PLEASE CHECK ALL THAT APPLY:

	 FORMCHECKBOX 
New TN Request

	 FORMCHECKBOX 
TN Extension Request
	 FORMCHECKBOX 
Premium Processing Request



 FORMCHECKBOX 
Employee’s state driver’s license/learner’s permit will expire in less than 30 days (please provide copy of license)

 FORMCHECKBOX 
Employee Traveling Shortly / Date of Travel:      




	UVA Department:
	     

	Department Contact:

(name, phone & e-mail)
	     

	Employee Name:

(Last, First, Middle)
	     

	Country of Citizenship:
	     

	Country of Birth:
	     

	Job Title:
	     

	Highest Academic Degree:
	     

	Brief, Non-Technical Description of Duties:
	     

	Work Site Address & P.O. Box Number:
	     

	Annual Salary or Hourly Wage Rate:  
	     

	Full-Time/Part-Time:
	     

	If Part-Time, How Many Hours Per Week?
	     

	Desired TN Employment Start Date & End Date:

(mm/dd/yyyy – mm/dd/yyyy)
	     



SERVICE REQUEST SHEET (TN)

Complete the information below and return with the completed application packet
ONLY INCLUDE FEES THAT WILL BE CHARGED TO THE PTAO.  DO NOT INCLUDE FEES PAID BY PERSONAL CHECK

	Employee Name:


	     

	UVA Department:


	     

	UVA Dept. Contact Name & Phone Number:


	     

	UVA Dept. P.O. Box:


	     

	CIS Processing Fee:


	$     

	CIS Expedited Service Fee:


	$     

	USCIS Filing Fee(s):


	$     

	USCIS I-539 Fee (For TD Dependents)
	$     

	USCIS Premium Processing Fee:


	$     

	
	

	TOTAL FEES DUE:


	$     

	PTAO(s) To Be Charged:


	     

	Supervisor Name, Signature & Date:
	     


	Chair Name, Signature & Date:
	     


TN FEES
	SERVICE
	USCIS FILING FEE(S)
	CIS PROCESSING FEE
	TOTAL FEE(S)

	TN, New or Extension
	$460.00
	$900.00
	$1360.00

	USCIS Premium Processing Fee
	$1225.00
	None
	$1225.00

	I-539 Fee (TD Filing) – Self-completed
	$370.00
	None 
	$370.00

	CIS Expedited Service Fee
	$0.00
	$800.00
	$800.00


Internal Use Only:

Checks Requested:
$___________________
   $____________________     $____________________




$___________________     $_____________________   $_____________________


DEPARTMENT SAMPLE LETTER FOR INITIAL TN PETITION
PLEASE USE DEPARTMENT LETTERHEAD
Date

USCIS - Vermont Service Center
75 Lower Welden Street
St. Albans, VT  05479
To Whom It May Concern:
The University of Virginia has offered employment to _____________________________, a citizen of Canada.  Dr. __________________________ will serve as ________________ with the Department of __________________ for one year beginning __________.   An annual salary of $______________ will be paid.

The Petitioner

The University of Virginia is a comprehensive, public university located in Charlottesville, Virginia, and is supported by the Commonwealth of Virginia.  The University of Virginia is one of the nation’s premier teaching, research and clinical institutions.  Since its founding, by President Thomas Jefferson, in 1819, the University has worked to maintain a position at the forefront of the fields of education, health services and research, and has a history of employing illustrious and influential members of the scientific community.  Our institution offers forty-eight bachelor’s degrees in forty-six fields; ninety-four master’s degrees in sixty-four fields, six educational specialist degrees, two first-professional degrees (law and medicine) and fifty-five doctoral degrees in fifty-four fields.  The University currently employs approximately 18,000 in both its academic and health services divisions
Job Description:

As a [Job Title], Dr. _________________will be required to (description of duties).

Academic Qualifications/Employment Experience:

The University of Virginia is confident that Dr. _______________________ is able to perform the duties successfully.  Dr. _________________has a strong academic background, which includes a Ph.D. degree from the University of XXXX and XXX years experience in the field.  [Discuss prior employment experience briefly].

If there are any questions pertaining to this TN status request, please contact Timothy J. White, Manager, Compliance and Immigration Services, 434-982-2735
Sincerely,

Name

Title

DEPARTMENT SAMPLE LETTER FOR TN EXTENSION FILING

Date

USCIS - Vermont Service Center
75 Lower Welden Street
St. Albans, VT  05479
To Whom It May Concern:

This letter is being submitted in support of the TN petition and request for extension of stay on behalf of Dr. ________________ who is currently employed by the University of Virginia’s Department of _______________.  Dr. _________________________  will serve as ________________ with the Department of __________________ for one year beginning __________.   An annual salary of $______________ will be paid.

The Petitioner

The University of Virginia is a comprehensive, public university located in Charlottesville, Virginia, and is supported by the Commonwealth of Virginia.  The University of Virginia is one of the nation’s premier teaching, research and clinical institutions.  Since its founding, by President Thomas Jefferson, in 1819, the University has worked to maintain a position at the forefront of the fields of education, health services and research, and has a history of employing illustrious and influential members of the scientific community.  Our institution offers forty-eight bachelor’s degrees in forty-six fields; ninety-four master’s degrees in sixty-four fields, six educational specialist degrees, two first-professional degrees (law and medicine) and fifty-five doctoral degrees in fifty-four fields.  The University currently employs approximately 18,000 in both its academic and health services divisions
Job Description:

As a [Job Title], Dr. _________________will be required to (description of duties).

Academic Qualifications/Employment Experience:

The University of Virginia is confident that Dr. _______________________ is able to perform the duties successfully.  Dr. _________________has a strong academic background, which includes a Ph.D. degree from the University of XXXX and XXX years experience in the field.  [Discuss prior employment experience briefly].

If there are any questions pertaining to this TN status request, please contact Timothy J. White, Manager, Compliance and Immigration Services, at (434) 982-2735.  

Sincerely,

Name

Title

EMPLOYEE INFORMATION – TN CHECKLIST

PLEASE – NO STAPLES, WE HAVE TO REMOVE THEM AND IT ONLY SLOWS US DOWN!!

Please ensure that all of the following documents are included.  If the TN packet is not complete with all of the required documents attached, it will not be date- stamped and will be returned to the department for proper completion.  To avoid delays, please ensure all requested documents are provided. 

ONLY ONE PHOTOCOPY OF EACH DOCUMENT, UNLESS OTHERWISE INDICATED, IS REQUIRED.  PLEASE DO NOT SEND MORE THAN ONE PHOTOCOPY AND MAKE SURE THAT THE COPY IS CLEAR.  

All new TN filings and TN extension filings must include the following documents:

 FORMCHECKBOX 

Employee Information Form with all questions answered

 FORMCHECKBOX 

curriculum vitae (CV)

 FORMCHECKBOX 

last diploma received (PhD/Masters/Baccalaureate) and transcripts (if your most recent diploma does not relate directly to your duties at UVA, please contact CIS)

 FORMCHECKBOX 

certified English translation of diploma and transcripts

 FORMCHECKBOX 

academic credential evaluation, for non-US degree(s) (see below)

 FORMCHECKBOX 

current passport biographical data page 
 FORMCHECKBOX 

current passport page showing passport expiration date

 FORMCHECKBOX 

current US non-immigrant visa (if physically present in USA)

 FORMCHECKBOX 

current I-94 card, front and back

 FORMCHECKBOX 

all Forms I-797 documenting CIS approval of previous applications or petitions relating to your status in the U.S.

 FORMCHECKBOX 

evidence of any immigrant visa petition or labor certification application of which you are a beneficiary

 FORMCHECKBOX 

evidence of any application to adjust to permanent resident status

All new TN filings for persons already in TN Status Transferring to UVa , also include:
 FORMCHECKBOX 

the last 6 months of pay statements from your current TN employer

If you currently have a J-1 or J-2 visa/status, and this is your first TN filing, also include:
 FORMCHECKBOX 

Copy of I-612 approval notice showing §212(e) waiver 

 FORMCHECKBOX 

Copy of all IAP-66, DS-2019 documents 

If you currently have an F-1 or F-2 visa/status, and this is your first TN filing, also include:

 FORMCHECKBOX 

Copy of all I-20 documents

 FORMCHECKBOX 

Copy of EAD (Optional Practical Training - OPT) card

If you are a Medical Resident, Clinical Fellow, or Physician  - You Cannot Use TN status for clinical work; only research is permitted
Academic Degree Credentialing Companies:
	Morningside Evaluations (www.mside.com)
	World Education Services (WES) (www.wes.com)  

	Foundation for Int’l Services (www.fls-web.com)
	Evaluation Services, Inc (www.evaluationservice.net)

	Silvergate Evaluations, Inc (www.silvergateevaluations.com)


	


EMPLOYEE INFORMATION (TN)

PLEASE – NO STAPLES, WE HAVE TO REMOVE THEM AND IT ONLY SLOWS US DOWN!!

Please answer all questions completely.  If the answer to a question is NONE or NOT APPLICABLE, please state ‘None’ or ‘N/A’.  Do not leave any blanks.  Uncompleted forms, or forms without all required documents will be returned to you for completion.  To avoid delays, please answer every question.  

Note:
If you are requesting a change of status while in the USA, you cannot leave the US while the TN petition is pending.  Generally, if you leave the USA before the TN petition is approved, you cannot return until the TN petition is approved and you are issued a TN visa from a US Consulate or Port of Entry.  Premium Processing may be required.  If you are requesting an Extension of TN status, you can leave the USA while the application is pending but you may have to obtain a TN visa from a US Consulate or Port of Entry.  Please speak with CIS prior to traveling.

	 FORMCHECKBOX 

	If you are traveling outside of the USA please check this box and provide your planned date of travel:
	     

	 FORMCHECKBOX 

	If you need to renew your VA driver’s license in less than 30 days, please indicate the date of expiration:
	     



Also, please provide a photocopy of your driver’s license.

	Name:

(Last, First, Middle)
	     

	Home Address:
	     

	All Other Names Used:
	     

	UVA E-mail Address:
	     

	Date of Birth:
	     

	Country of Birth:
	     

	Country of Citizenship:
	     

	City/Province of Birth:
	     

	Social Security No.:
	     

	‘A’ Number (if any):
	     

	Passport Number:
	     

	Passport Issue Date:
	     

	Passport Expiration Date:
	     

	Date of Last Arrival in USA:  (mm/dd/yyyy)
	     

	Current Visa Status:
	     

	Foreign Address:
	     


Please check if you have been the beneficiary of any of the following applications and provide a copy of the USCIS or Department of Labor receipt:
 FORMCHECKBOX 
 Permanent Labor Certification Application (e.g. PERM)

 FORMCHECKBOX 
 Immigrant Petition for Alien Work (i.e. I-140)

 FORMCHECKBOX 
 Immigrant Petition for Alien Relative (i.e. I-130)

Please check if you have filed any of the following applications and provide documentation:

 FORMCHECKBOX 
 Application to Adjust to Permanent Resident Status (i.e. I-485)

 FORMCHECKBOX 
 Immigrant visa application



	Are you currently in exclusion or deportation proceedings?:  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Yes - provide detail (
	     


Are dependent family members changing to TD status or extending TD status?

 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO

(If yes, family member(s) must review the Employee Family Checklist & Information Form 4 the documents requested)

Employee Signature: __________________________________________ Date: ___________________

EMPLOYEE FAMILY CHECKLIST & INFORMATION (TD)


PLEASE – NO STAPLES, WE HAVE TO REMOVE THEM AND IT ONLY SLOWS US DOWN!!

USCIS Form I-539 must be completed for all TD filings if the family member is in the USA. Form I-539 can be found at www.uscis.gov.
The University of Virginia (UVA) does not provide legal representation for the employee’s family members and will file the Form I-539 as a courtesy only.  CIS provides the following checklist to assist the employee family in gathering the documents required by USCIS only.  All correspondence related to the Form I-539 filing will be sent by USCIS directly to the applicants.  
The employee’s oldest family member must complete Form I-539.  DO NOT complete a separate I-539 for each family member; only one form need be completed.  If there is more than one family member the Supplemental Form to I-539 must be completed to include those family members.    The employee does not complete the Form I-539 unless it is being completed on behalf of children under the age of 14.  The form MUST be signed at Part 5 and the employee can sign only on behalf of children under the age of 14.  Please read the form instructions carefully.  Please ensure that all of the following documents are included with Form 4.  

If the Employee Family TD Packet is not complete with all of the required documents attached, it will not be date- stamped and will be returned to the employee’s family for proper completion.  The TN petition will be filed without the TD filing and the family may have to file the application without further assistance from UVA.  To avoid this, and to avoid delays, please ensure all requested documents are provided. 

The Form I-539 can be found at www.uscis.gov.  The USCIS filing fee is $370.00 for the entire family.  If the department is not paying this fee, please ensure that you provide a check payable to the ‘USCIS’ or ‘US Citizenship & Immigration Services” in the amount of $370.00.

ONLY ONE PHOTOCOPY OF EACH DOCUMENT, UNLESS OTHERWISE INDICATED, IS REQUIRED.  PLEASE DO NOT SEND MORE THAN ONE PHOTOCOPY AND MAKE SURE THAT THE COPY IS CLEAR.  THANK YOU

 FORMCHECKBOX 

original, completed I-539 form, signed at Part 5

 FORMCHECKBOX 

marriage certificate with certified English translation 

 FORMCHECKBOX 

birth certificates of all children, with certified English translation

 FORMCHECKBOX 

passport biographical data page for each family member

 FORMCHECKBOX 

passport page showing passport expiration date

 FORMCHECKBOX 

current US non-immigrant visa for each family member

 FORMCHECKBOX 

I-94 card, front and back, for each family member

 FORMCHECKBOX 

all prior Forms I-797 documenting the approval of applications to change to or extend status (if any)

 FORMCHECKBOX 

Copy of I-612 approval notice showing §212(e) waiver 

 FORMCHECKBOX 

Copies of all IAP-66, DS-2019 documents or I-20 documents  

REMEMBER, COMPLETE ONLY IF THE FAMILY MEMBER(S) IS IN THE USA; 

IF YOUR FAMILY MEMBERS ARE OUT OF THE USA, THEY MUST OBTAIN AN TD VISA FROM A US CONSULATE or PORT OF ENTRY AND THEY DO NOT COMPLETE THE I-539 FORM
                   �


                               





Glossary of Abbreviations:


DHS – Department of Homeland Security


DOL – Department of Labor


USCIS – United States Citizenship & Immigration Services (a bureau of DHS)


CIS – Compliance & Immigration Services (a division of UVa Human Resources)





�


               Compliance & Immigration Services





COMPLETE    ONLY    IF    THE    FAMILY    MEMBER(S)   IS    IN    THE    UNITED    STATES
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