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H-1B PACKET

(Revised:  11/2019)
THIS PACKET CONTAINS THE FOLLOWING FORMS:

· 2UVA DEPARTMENT REQUEST FOR H-1B PETITION - CHECKLIST


· 3UVA DEPARTMENT REQUEST FOR H-1B PETITION


· 5ACTUAL WAGE DETERMINATION


· 7CIS SERVICE REQUEST SHEET (H-1B)


· 8CONCURRENT FILING UVA & HSF SERVICE REQUEST SHEET (H-1B)


· 10DEPARTMENT SAMPLE LETTER FOR INITIAL H-1B PETITION


· 11DEPARTMENT SAMPLE LETTER FOR H-1B EXTENSION FILING


· 12DEPARTMENT SAMPLE LETTER FOR CONCURRENT UVA & UPG H-1B PETITION


· 13EMPLOYEE INFORMATION – H-1B CHECKLIST


· 14EMPLOYEE INFORMATION (H-1B)


· 16EMPLOYEE FAMILY CHECKLIST & INFORMATION (H-4)




The Department is responsible for completing Pages 3 - 12 and providing the required supporting documents.  The Employee is responsible for completing Pages 12 - 16 and providing the relevant supporting documents.  
Answer all questions, even is the answer is ‘N/A’ or ‘None’.  
Incomplete H-1B 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 H-1B filing process goes smoothly, by completing the forms in full and providing all documents requested.

[image: image2.png]UNIVERSITY/VIRGINIA





UVA DEPARTMENT REQUEST FOR H-1B PETITION - CHECKLIST

PLEASE – NO STAPLES, WE HAVE TO REMOVE THEM AND IT ONLY SLOWS US DOWN!
UVA CAN FILE AN H-1B PETITION WITH USCIS UP TO SIX MONTHS BEFORE THE REQUESTED START DATE.  PLAN AHEAD!!  
Please ensure that all of the following documents are included.  If the H-1B 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.  Please complete this packet electronically and print it for signature and submission to HRIS.  Pages 4, 5, 7 and 15 require signatures.
ONLY ONE PHOTOCOPY OF EACH DOCUMENT, UNLESS OTHERWISE INDICATED, IS REQUIRED.  PLEASE DO NOT SEND MORE THAN ONE CLEAR PHOTOCOPY. COLOR PHOTOCOPIES ARE PREFERRED.
 FORMCHECKBOX 

UVA Department Request for H-1B Petition with all questions answered
 FORMCHECKBOX 

original department letter addressed to USCIS.  Please see included sample letter for direction
 FORMCHECKBOX 

employment contract or offer letter
 FORMCHECKBOX 

Position Posting Document

 FORMCHECKBOX 

Actual Wage Determination with a copy of your formal pay scale (if any)
 FORMCHECKBOX 

HRIS Service Request completed in full and signed
 FORMCHECKBOX 

Office of Export Control H-1B Advisory Letter
 FORMCHECKBOX 

Employee Questionnaire with Employee documents (from Employee Checklist)
 FORMCHECKBOX 

Employee Family Form with Employee Family documents (from Employee Family Checklist)
 FORMCHECKBOX 

Personal checks for Employee or Employee Family filing fees (if self-pay)
NOTE: Processing times for H-1B visas vary according to a number of factors:  1) Current USCIS processing times at U.S. Service Centers; 2) HR-IS H-1B processing volume.  It is highly recommended that all H-1B’s be premium processed to ensure timely processing.  Premium processing is the only filing option with a guaranteed processing timeframe from USCIS. 
Current H-1B processing times, as of late 2019, for cases filed without premium processing, are averaging 9 to 11 months.  Unfortunately, this makes the use of USCIS premium processing, nearly a requirement for most H-1B petitions.
Please contact HRIS directly for an estimate of processing time for an individual petition.
The entire H-1B packet, when completed and signed by a Department or School hiring official, must be forwarded to HRIS.

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

Tim White, Manager, Immigration Services
UHR Immigration Services

2420 Old Ivy Road
Charlottesville, VA 22903
tjw5x@virginia.edu
(434) 982-2735
UVA DEPARTMENT REQUEST FOR H-1B PETITION

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

HR Immigration Services strongly recommends that the department read through the H-1B Packet before beginning the H-1B process. H-1B group seminars are available on a regular basis for all Colleges & Schools.  If you would like to schedule or attend a seminar or need further assistance please contact immigration@virginia.edu or call (434) 982-2735.

PLEASE CHECK ALL THAT APPLY:

	 FORMCHECKBOX 
 New H-1B Request

	 FORMCHECKBOX 
 H-1B Amendment or 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 Abroad Near-term - Dates of Travel:      




	Employee Name:

(Last, First, Middle)
	     

	UVA Department:
	     

	Department Contact:

(name, phone & e-mail)
	     

	Country of Citizenship:
	     

	Country of Birth:
	     


	Highest Academic Degree:
	     

	Work Site Street Address & P.O. Box Number:
	     

	Desired H-1B Employment Start Date & End Date:

(mm/dd/yyyy – mm/dd/yyyy) – (Please ensure that any start date is the day after the current status end date – duration is usually three years)
	     

	 FORMCHECKBOX 
 
Please check here if a concurrent UVA Physicians Group (UPG) petition is required.  If yes, please use the enclosed Service Fee Sheet and H-1B Letter of Support templates specifically designated for UPG concurrent filings.

	Detailed Description of Duties

	     


UVA DEPARTMENT – H-1B AND LABOR CONDITION ATTESTATION

The Immigration Act of 1990 requires the submission of a Labor Condition Application (LCA) to the Department of Labor (DOL) before submitting the H-1B petition to USCIS.  Before HRIS can submit the LCA, the department must certify the following statements. 
HRIS is responsible for record-keeping in accordance with Department of Homeland Security and Department of Labor regulations.  A Labor Certification Application (LCA) must be filed with the Department of Labor for each H-1B. HRIS will use the information provided in the Actual Wage Determination to file for a prevailing wage determination with USDOL.   Per bullet 2 below, the employee must receive at least the actual wage for the position or the prevailing wage, whichever is higher.  UVA will not be able to sponsor an employee for H-1B status whose salary does not meet the required wage standards. 
	Employee Name:
	     
	
	Date of Birth (mm/dd/yyyy):
	     

	The School/Department of: 
	      
	  certifies that:


1. The School/Department wishes to sponsor the above-referenced individual for H-1B status as described in this packet.
2. The salary being paid to the above named individual is at least the actual wage being paid to all other individuals with similar experience and qualifications for the specific employment in question OR the prevailing wage level for the occupation in the area of employment, whichever is higher. 
3. The enclosed Actual Wage Determination is true and accurate.

4. The fringe benefits offered to this employee are equivalent to that offered to other US workers similarly employed.
5. Employing this person will not adversely affect the working conditions of US workers similarly employed.
6. There is no strike, lockout, or work stoppage due to labor dispute in this occupation.
7. The School/Department understands that the certified LCA will be posted by HRIS at the following web address: http://www.hr.virginia.edu/other-hr-services/CIS/immigration-services/lca-postings/for at least ten business days.
8. The School/Department agrees to comply fully with the terms of the LCA stated above for the duration of the alien’s employment in H-1B status at the University of Virginia.

9. The School/Department fully understands that any willful violation connected with providing inaccurate information in the LCA or the Actual Wage Determination may incur a severe penalty from the DOL or DHS which will have a long-range impact on the entire University body.

10.
As required by the USCIS, the School/Department agrees to pay the reasonable cost of return transportation to the foreign national’s home country if s/he is dismissed or terminated before the end of the authorized period of H-1B employment.
11.        As required by the USCIS, the School/Department agrees to contact and inform HRIS when any changes in the foreign       national’s working conditions occur, and agree that such changes may require filing an amended H-1B petition upon determination by HRIS. An amended petition must be submitted to USCIS before the date on which such change becomes effective.  Qualifying job changes include: promotion or other change in job title or rank, substantial change in job duties/responsibilities, any decrease in salary/benefits, a substantial increase in salary/benefits, change in location, department, school or administrative unit, or hours of work.
Certified by:





Name




Signature


     Date

	Direct Supervisor:
	     
	
	
	
	     

	Department Chair:
	
	
	
	
	


 WAGE DETERMINATION

Please be sure to provide only the MINIMUM requirements to perform the duties of the position.  Note that the minimum requirements for the position are not the same as the applicant’s qualifications, as the applicant may have additional experience or qualifications.  
	UVA Job Title:
	     

	Salary:
	     

	The employee/applicant will receive normal fringe benefits: 
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
No – Explanation:
	     

	Position is full-time
	  FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No – Hours per week: 
	     

	Minimum Education Required (Degree & Field of Study):
	     

	Does position supervise other workers? How many?
	

	Is position supervised? Provide title of supervisor:
	

	Minimum Years, and Field of Experience Required:
	     

	Minimum Years, and Field of Training Required:
	     

	Is travel required? If yes, please explain:
	

	Will the position work off-site?
	

	Other working conditions that affect rate of pay:
	

	Special Requirements (Licenses, Certificates, Skills): :
	     


 FORMCHECKBOX 
 
This position’s salary is based on an established pay scale.  A copy of the pay scale is enclosed in lieu of completing the below information.
	We estimate that individuals in this position normally earn a salary between
	$     
	and
	$     
	.


All checked factors were carefully and thoughtfully considered.  The ‘Actual Wage Determination’ is not simply the average wage of other similarly situated employees.  Instead it is a determination of what the salary should be based on the checked factors.  Any factor not considered was irrelevant to a salary determination.

	Number of Employees with same Job Title:
	     

	Number of Employees with similar experience & qualifications:
	     


Employee ID, Employment Addresses & Salaries of employees with similar job title, experience and qualifications (if none write ‘NONE’):

	Employee ID Number
	Employment Address (city, state)
	Employee Salary

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


We certify that the above information is true and accurate to the best of our knowledge.

	Supervisor:
	
	     
	
	
	
	     

	
	
	Name & Title
	
	Signature
	
	Date

	
	
	
	
	
	
	

	Department Chair:
	
	     
	
	
	
	     

	
	
	Name & Title
	
	Signature
	
	Date


EXPORT CONTROL ADVISORY REQUIREMENT

In order to comply with U.S. Export Control Regulations, departments must attest whether an export license is required for technical data or technology accessed by the H-1B beneficiary. 

Departments are advised that this process will add additional time to H-1B visa processing, please plan accordingly.

To provide this attestation, departments must:

1. Complete an I-129 Export Certification Request provided by the UVa. Office of Export Controls (OEC) within the office of Finance Outreach and Compliance.  Upon completion by the department, the request should be submitted via e-mail to the OEC at export-controls@virginia.edu .  The OEC will issue an advisory letter in response to the submitted request form.

2. Include the advisory letter issued by OEC to the department with H-1B supporting documentation.

The advisory letter is a required document for H-1B processing.  H-1B petitions will not be processed without inclusion of an advisory letter from OEC.

[image: image3.png]UNIVERSITY/VIRGINIA




SERVICE REQUEST SHEET (H-1B)

Complete the information below and return with the completed application packet
PLEASE READ: Effective 3/2018, there may be an additional fee of $450.00 charged to the PTAEO below if a USCIS Request for Further Evidence (RFE) is issued by the USCIS reviewing officer.  The increase in volume and complexity of issued RFE’s, and the necessity of preparing a thorough response makes this additional transaction charge necessary.

PLEASE INCLUDE ONLY THE FEES THAT WILL BE CHARGED TO THE PTAEO.  DO NOT INCLUDE FEES PAID BY PERSONAL CHECK

	Employee Name:
	      

	UVA Department:
	      

	UVA Dept. Contact Name & Phone Number:
	      

	UVA Dept. P.O. Box:
	      

	HRIS Processing Fee:
	$     

	HRIS Expedited Service Fee:
	$     

	USCIS Filing Fee(s):
	$     

	USCIS Anti-Fraud Fee:
	$     

	USCIS I-539 Fee (For H-4 Dependents)
	$     

	USCIS Premium Processing Fee:
	$     

	
	

	TOTAL FEES DUE:
	$     

	PTAEO(s) To Be Charged:
	      


	Supervisor:
	
	     
	
	
	
	     

	
	
	Name & Title
	
	Signature
	
	Date

	
	
	
	
	
	
	

	Department Chair:
	
	     
	
	
	
	     

	
	
	Name & Title
	
	Signature
	
	Date


H-1B FEES
	SERVICE
	USCIS FILING FEE(S)
	HRIS PROCESSING FEE
	TOTAL FEE(S)

	H-1B New, including

Fraud Fee for All H-1B New Filings
	$460.00

$500.00
	$900.00
	$1860.00

	H-1B Extension and/or Amendment
	$460.00
	$900.00
	$1360.00

	USCIS Premium Processing Fee
	$1410.00
	None
	$1410.00

	I-539 Fee (H-4 Filing) – Self-completed
	$370.00 + $85.00 per 
	None 
	$370.00 + $85.00 per

	HR-CIS Expedited Service Fee
	$0.00
	$800.00
	$800.00


Internal Use Only:

Checks Requested:
$___________________
   $____________________     $____________________


CONCURRENT FILING UPG SERVICE REQUEST SHEET (H-1B)

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

	
	UPG Concurrent Filing Fees

	Employee Name:
	

	UVA Department:
	

	UVA Dept. Contact Name & Phone Number:
	

	UVA Dept. P.O. Box:
	

	HRIS Processing Fee:
	

	HRIS Expedited Service Fee:
	

	USCIS Filing Fee(s):
	

	USCIS Anti-Fraud Fee:
	

	USCIS I-539 Fee (For H-4 Dependents)
	

	USCIS Premium Processing Fee:
	

	
	

	TOTAL FEES DUE:
	

	PTAEO(s) To Be Charged:
	


	Supervisor:
	
	     
	
	
	
	     

	
	
	Name & Title
	
	Signature
	
	Date

	
	
	
	
	
	
	

	Department Chair:
	
	     
	
	
	
	     

	
	
	Name & Title
	
	Signature
	
	Date


UPG H-1B FEES

	SERVICE
	USCIS FILING FEE(S)
	HRIS PROCESSING FEE
	TOTAL FEE(S)

	H-1B New, including

Fraud Fee for All H-1B New Filings
	$460.00

$500.00
	$900.00
	$1860.00

	H-1B Extension and/or Amendment
	$460.00
	$900.00
	$1360.00

	USCIS Premium Processing Fee
	$1410.00
	None
	$1410.00

	I-539 Fee (H-4 Filing)Self-completed
	$370.00 + $85.00 per
	None 
	$370.00 + $85.00 per

	HR-CIS Expedited Service Fee
	$0.00
	$800.00
	$800.00


Internal Use Only:

Checks Requested:
$___________________
   $____________________     $____________________

DEPARTMENT SAMPLE LETTER FOR NEW H-1B PETITION
PLEASE USE DEPARTMENT LETTERHEAD

To access a version of the below text that can be edited, click Tools ( Unprotect Document
Date

USCIS - California Service Center

Cap Exempt H-1B Processing Unit

24000 Avila Road, Room 2312
Laguna Niguel, CA 92677
To Whom It May Concern:

This letter is being submitted in support of the H-1B petition on behalf of Dr. _________________________ who will be employed as a(n) ___________________ with the University of Virginia’s Department of ____________________.  Dr. _________________________ holds a position in a specialty occupation.  The position of ___________________ requires the theoretical and practical application of a body of highly specialized knowledge and the completion of a doctoral/masters/bachelor degree.

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.
The Specialty Occupation

The University of Virginia would like to employ Dr. _____________________ an _____________.  The position duties include (DESCRIPTION OF DUTIES).

The employment fits within the 6-year limitation on the H-1B employment of foreign nationals, and the University will terminate the employment upon the expiration of the authorized period of stay.  However, if extension of status is permitted by immigration law, and both the University and Dr. ________________________________ mutually agree to continued employment, a timely petition for extension of H-1B status will be filed.

The Beneficiary

Dr. __________________________ earned a Ph.D. degree in the area of _________________ from the University of ______________________.  He is fully qualified to hold the position of ______________________ at the University of Virginia.  

Terms of Employment

We currently intend to employ Dr. _________________________ for a period of three years beginning _________________ (date) to ___________________________ (date).  Dr. _____________ fully understands the terms and conditions of this employment.  He will be compensated at a salary of $_________________ annually.  The Department of _______________ further agrees to pay Dr. __________________ the reasonable cost of return transportation if he is dismissed before the end of the period of authorized employment.  We further agree to comply fully with the terms of the certified Labor Condition Application.

_______________

Professor and Chair

DEPARTMENT SAMPLE LETTER FOR H-1B EXTENSION FILING
To access a version of the below text that can be edited, click Tools ( Unprotect Document
Date

USCIS - California Service Center

Cap Exempt H-1B Processing Unit

24000 Avila Road, Room 2312
Laguna Niguel, CA 92677
To Whom It May Concern:

This letter is being submitted in support of the H-1B petition and request for extension of stay on behalf of Dr. ________________ who is currently employed by the University of Virginia’s Department of _______________.  Dr. _________________________ holds a position in a specialty occupation.  The position of ___________________ requires the theoretical and practical application of a body of highly specialized knowledge and the completion of a [doctoral/masters/bachelors] degree.

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.
The Specialty Occupation

The University of Virginia would like to continue Dr. _____________________’s employment as an ___________________ teaching graduate and undergraduate students in the area of ________________________________________[DESCRIPTION OF DUTIES].

There has been no substantive change in the duties or the terms and conditions of employment since the approval of the original H-1B petition.  Further, the employment fits within the 6-year limitation on the H-1B employment of foreign nationals, and the University will terminate the employment upon the expiration of the authorized period of stay.  However, if extension of status is permitted by immigration law, and both the University and Dr. ________________________________ mutually agree to continued employment, a timely petition for extension of H-1B status will be filed.

The Beneficiary

Dr. __________________________ earned a Ph.D. degree in the area of _________________ from the University of ______________________.  He is fully qualified to hold the position of ___________________ at the University of Virginia.  

Terms of Employment

We currently intend to employ Dr. _________________________ for a period of three years beginning _________________ (date) to ___________________________ (date).  Dr. _____________ fully understands the terms and conditions of this employment.  He will be compensated at a salary of $_________________ annually.  The Department of _______________ further agrees to pay Dr. __________________ the reasonable cost of return transportation if he is dismissed before the end of the period of authorized employment.  We further agree to comply fully with the terms of the certified Labor Condition Application.

_______________________

Professor and Chair

DEPARTMENT SAMPLE LETTER FOR CONCURRENT UVA & UPG H-1B PETITION
PLEASE USE DEPARTMENT LETTERHEAD

To access a version of the below text that can be edited, click Tools ( Unprotect Document
Date

USCIS - California Service Center

Cap Exempt H-1B Processing Unit

24000 Avila Road, Room 2312
Laguna Niguel, CA 92677
To Whom It May Concern:

This letter is being submitted in support of the H-1B petition on behalf of Dr. _________________________ who will be employed concurrently as a(n) ___________________ with the University of Virginia’s Department of ____________________ and the UVA Physicians Group.  Dr. _________________________ holds a position in a specialty occupation.  The position of ___________________ requires the theoretical and practical application of a body of highly specialized knowledge and the completion of a doctoral/masters/bachelor degree.

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.

The UVA Physicians Group is the practice plan associated with the University of Virginia Health System located in Charlottesville, Virginia.  The UVA Physicians Group was formed in December 1980, as a private non-profit organization affiliated with the University of Virginia. The primary role of the UPG is to provide billing and collections services for the twenty-one clinical departments within the University of Virginia, School of Medicine and Health System.
The Specialty Occupation

The University of Virginia and UVA Physicians Group (UPG) would like to concurrently employ Dr. _____________________ as an ________________teaching graduate and undergraduate students in the area of ________________________________________DESCRIPTION OF DUTIES).

The employment fits within the 6-year limitation on the H-1B employment of foreign nationals, and the University and UPG will terminate the employment upon the expiration of the authorized period of stay.  However, if extension of status is permitted by immigration law, and if the University, UPG and Dr. ________________________________ mutually agree to continued employment, a timely petition for extension of H-1B status will be filed.

The Beneficiary

Dr. __________________________ earned a Ph.D. degree in the area of _________________ from the University of ______________________.  He is fully qualified to hold the position of ______________________ at the University of Virginia and the UVA Physicians Group.  

Terms of Employment

We currently intend to employ Dr. _________________________ for a period of three years beginning _________________ (date) to ___________________________ (date).  Dr. _____________ fully understands the terms and conditions of this employment.  He will be compensated at a salary of $_________________ annually.  The Department of _______________ further agrees to pay Dr. __________________ the reasonable cost of return transportation if he is dismissed before the end of the period of authorized employment.  We further agree to comply fully with the terms of the certified Labor Condition Application.

_______________

Professor and Chair

EMPLOYEE INFORMATION – H-1B CHECKLIST

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

To avoid delays, please ensure that all of the following documents are included.  If the H-1B 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.  
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, COLOR PHOTOCOPIES ARE PREFERRED.
All new H-1B filings and H-1B extension filings must include the following documents:

 FORMCHECKBOX 

Employee Information Form with all questions answered

 FORMCHECKBOX 

Curriculum vitae (CV)

 FORMCHECKBOX 

Last degree 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 (if necessary)
 FORMCHECKBOX 

Academic credentials evaluation, for non US degree (see list of academic evaluators, below) – only for last degree received (or ECFMG certificate)
 FORMCHECKBOX 

Passport biographical data page 
 FORMCHECKBOX 

Passport page showing passport expiration date (valid for at least six months past requested H-1B start date)
 FORMCHECKBOX 

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

 FORMCHECKBOX 

I-94 document, available at cbp.gov
 FORMCHECKBOX 

Social Security card
 FORMCHECKBOX 

All Forms I-797, documenting USCIS 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 H-1B filings for persons already in H-1B Status Transferring to UVa (H-1B Portability), also include:
 FORMCHECKBOX 

The last 6 months of earnings statements from your current H-1B employer
All H-1B extension filings, please include:

 FORMCHECKBOX 

Two months of prior earnings statements from the University of Virginia
If you have ever held a J-1 or J-2 visa/status, also include:
 FORMCHECKBOX 

Copy of I-612 approval notice showing §212(e) waiver (if required of you)
 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 H-1B 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, or Physician also enclose

 FORMCHECKBOX 

Scores for USMLE Steps 1, 2 and 3 

 FORMCHECKBOX 

ECFMG Certificate

 FORMCHECKBOX 

Copy of Virginia Medical License

 FORMCHECKBOX 

Residency Completion Certificate (for physicians)

Academic Degree Credentialing Resources (beneficiary may choose any provider, not limited to the possibilities below):
	
	Silvergate Evaluations, Inc (www.silvergateevaluations.com)

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

	
	



EMPLOYEE INFORMATION (H-1B)

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.  Please complete the form electronically, print, sign and return to your school or department.  

Note:
If you are requesting a change of status while in the USA, you cannot leave the US while the H-1B petition is pending.  Generally, if you leave the USA before the H-1B petition is approved, you cannot return until the H-1B petition is approved and you are issued an H-1B visa from a US Consulate.  Premium Processing may be required.  If you are requesting an Extension of H-1B status, you can leave the USA while the application is pending but you may have to obtain an H-1B visa from a US Consulate prior to returning.  Please speak with HRIS prior to traveling.

	 FORMCHECKBOX 

	If you are traveling outside of the USA please check this box and provide your planned dates and destination(s) 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.
	     
	
	     
	
	     

	Family Name (all capital letters)
	
	First Name
	
	Middle Name

	(SPELL YOUR NAME EXACTLY AS IT APPEARS IN YOUR PASSPORT.)


	All Other Names Used:
	     
	Gender
	 FORMCHECKBOX 
 Male
 FORMCHECKBOX 
 Female

	Home Address (In United States):
	     

	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 (REQUIRED):
	     

	Consulate abroad where you would make any future visa application (REQUIRED):
	     


Answer the following questions with a Yes or No.  If the answer is Yes, please provide details as requested.

	In the past 6 years, have you ever held H-1B, or L-1 status?
(If yes, give the dates of H-1B or L-1 status in a mm/dd/yyyy – mm/dd/yyyy format) – If you changed status in the U.S., your first date of H-1B status is the starting validity date of the first H-1B petition for you.  If you applied for an H-1B visa abroad before first coming to the U.S. in H-1B status, your first date of H-1B status is your first date of entry into the U.S.

	     

	
	

	Have you ever been denied H-1B status?:     FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Yes - provide detail (
	     


	Have you ever held J-1 or J-2 status?:         FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Yes - provide dates (
	     


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 H-4 status or extending H-4 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 (H-4)


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

USCIS Form I-539 must be completed for all H-4 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.  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 with an original signature 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 H-4 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 H-1B petition will be filed without the H-4 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 and I-539A forms can be found at www.uscis.gov.  The USCIS filing fee is $370.00 for the I-539 form, and an additional $85.00 for each individual included on the form.  If the department is not paying this fee, please ensure that you provide separate checks payable to the ‘U.S. Department of Homeland Security” one in the amount of $370.00, and additional check(s) of $85.00 for each individual included on the form.
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. COLOR COPIES OF DOCUMENTS ARE PREFERRED. 

 FORMCHECKBOX 

ORIGINAL, completed I-539 form, signed at Part 5, and for each additional family member Form I-539A
 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 OUTSIDE OF THE USA, THEY MUST OBTAIN AN H-4 VISA FROM A U.S. CONSULATE AND THEY DO NOT COMPLETE THE I-539 or I-539A FORM
                   �


Immigration Services





Glossary of Abbreviations:


DHS – Department of Homeland Security


DOL – Department of Labor


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


HRIS – HR Immigration Services (a division of UVa Human Resources)





�


               Compliance & Immigration Services
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               Compliance & Immigration Services





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