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TN VISA PACKET – PORT OF ENTRY PROCESSING ONLY

(Revised 03-2016)
The TN visa is available only to citizens of Canada and Mexico who are entering the USA to work in specific occupations.  The list of TN occupations can be found at the department of state website:  http://travel.state.gov/visa/temp/types/types_1274.html.
TN visa status can be renewed indefinitely.  Renewal can be done by at any USA port-of-entry or by an extension request to the USCIS.  If the department wishes to use the extension process through USCIS, please complete the TN Visa – Change Or Extend Status Within USA Packet.
All department letters for the TN visa process must be reviewed and co-signed by the Manager of UHR Compliance and Immigration Services to ensure compliance with immigration regulations and to allow for the creation of an immigration file for the incoming employee.  
The TN employee must report to Compliance and Immigration Services within seven (7) days of arrival at UVA to provide the office with a copy of the I-94 documents.
TN status can also be obtained within the USA for employees who are already legally present in the USA.  If you wish to obtain TN status, or extend TN status without the employee having to leave the USA, please complete the TN visa – change or extend status within USA packet.
The following documents must be forwarded to Compliance and Immigration Services to initiate the TN process (Port of Entry):

· Department Offer of Employment Letter

· Department TN Letter (address to DHS – Customs & Border Protection).
· Copy of Foreign National Employee Passport Biographical Data Page

· Copy of Foreign National Academic Degree and Transcripts

· Evidence of Employment Experience, if necessary 

TN Visa Questions?  Contact: Timothy J. White, Manager, Compliance and Immigration Services,  434-982-2735, tjw5x@virginia.edu
SAMPLE TN LETTER 
ON DEPARTMENT LETTERHEAD, PLEASE
Date

US Dept. of Homeland Security

Customs and Border Protection
Port of Entry – Canada

Dear CBP Officer:

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].

TN Visa Information:

As a Canadian citizen, Dr. ____________________ is eligible to enter the United States in TN non-immigrant status.  In addition to this letter, Dr. ____________________ will present the following documents:
1. Canadian passport and other proof of Canadian citizenship

2. Offer of Employment Letter/Contract from UVa
3. A copy of relevant academic degree and transcripts
4. Evidence of employment and/or experience in the field, as required

5. Application fee of US$50.00 
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

                   �


                          Compliance & Immigration Services





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)
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