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1 Updated on 10/9/2015



H-1B Scholar Dept. Request Form Office of International Students and Scholars (OISS), University of Nevada, Las Vegas (UNLV) 4505 S Maryland Pkwy, Box 451035, Las Vegas, NV 89154-1035, U.S.A. Phone: 702-774-6477 | Fax: 702-895-4661 | E-mail: [email protected] | Web: http://www.unlv.edu/iss/scholars



H-1B Program Overview Please read below to determine if H-1B status is appropriate for the international employee before moving to page 2. You can keep this page for your information or office record. Overview: The H-1B is a visa issued to an employer on behalf of a foreign national beneficiary that authorizes them to come to the U.S. to work or perform services in a specialty occupation for that U.S. employer. The employer must file a petition with USCIS and receive approval before the person may apply for an H-1B visa at a U.S. Embassy/Consulate abroad or seek entry to the U.S. in H-1B status. Approval typically takes 3-6 months after filing, though USCIS processing can be expedited to 15 days by paying an extra Premium Processing fee. Criteria for H-1B petition in specialty occupation: The prospective H-1B employee will and is qualified to perform services in a specialty occupation which requires theoretical and practical application of a body of highly specialized knowledge. The occupation must require at least a bachelor’s degree in a specific field of endeavor as a minimum entry to the occupation. • • • • • •



A baccalaureate or higher degree is the normal minimum entry level requirement. (This is why computer related occupations often don’t qualify) The alien must possess the minimum degree required by the specialty occupation and, if the occupation requires licensure to fully perform the duties of the job, the alien must have the required licensure. The degree requirement is common to the industry. The employer normally requires a degree for the position. The position announcement/advertisement/description must list the minimum required specific degree and field(s) of study. Prior use of H-1B, L, or J may affect H-1B eligibility, please contact OISS for details.



Position announcement, advertisement or Position Description Questionnaire (PDQ): The hiring Department/College must provide the official position review approval from Human Resources (HR) and the position announcement, advertisement or PDQ. Please provide a copy of search waiver by HR if no search is conducted for this position. Classified Staff, LOA, LOB or Part-Time position: UNLV does NOT sponsor H-1B petitions for the following types of position: classified staff, Letter of Appointment without benefits (LOA), Letter of Appointment with benefits (LOB), and part-time position. Professional Staff position seeking H-1B sponsorship: Unlike a teaching faculty position, it is becoming increasingly difficult to justify to USCIS why a professional staff position is a specialty occupation (and therefore qualified for H-1B status) in some situations. This is particularly true of computer related positions. Moreover, the likelihood of meeting stringent eligibility criteria to apply for U.S. permanent residence status based on employment at the University as an H-1B professional staff when the maximum stay of six (6) years is exhausted is getting increasingly challenging. U.S. Dept. of Labor (DOL) processing times (no cost involved): • Prevailing Wage (PW) must be obtained from the National Prevailing Wage Center (NPWC) in order to file H-1B petition. It takes 2 months for NPWC to process a PW request. • After obtaining the prevailing wage, OISS files Labor Condition Application (LCA) to DOL to have it certified before filing H-1 petition. It takes up to 2 weeks for DOL to process LCA request. USCIS processing times and filing fees: • For regular processing, USCIS (U.S. Citizenship and Immigration Services) requires the employer to pay $325 filing fee + $500 anti-fraud fee for a new H-1B petition: and $325 for an H-1B extension. All fees must be paid with separate checks. USCIS processing typically takes 4 -6 months from the date they receive the H-1B petition, which is subject to change any time without notice. • For premium processing (expedite service): USCIS will process within 15 calendar days from the date they receive the H-1B petition if premium processing is used with additional fee of $1,225. Any party can pay the premium processing fee, but an employer may not require an employee to pay. If the reason for expedited service is job related, the employer usually pays the $1225; if it is for personal benefits (for example, family travel or spouse work-permit), the H-1B employee usually pays. Please note the above are DOL and USCIS estimated processing times only, excluding the hiring dept. and OISS processing times. UNLV processing times: • It may take up to one or more months for the hiring dept. to prepare and collect the H-1B petition documents. • It typically takes 4-6 weeks for OISS to prepare the H-1B petition documents • It may take up to three weeks for Account Payable (AP) to issue the checks for payment of USCIS filing fees. We advise the hiring dept. to make H-1B request to OISS at least 4-6 months before the expected work start date; in some situations, premium processing may have to be used. It is strongly recommended that the dept. contacts OISS immediately if you expect or know there would be an international candidate in the application pool during a position search. If you have questions about the H-1B overview, please contact an OISS scholar advisor immediately. After being advised by OISS that H-1B is appropriate and the hiring dept. decides to sponsor H-1B for this individual, please continue with the rest of the form.
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Signature Page Approval signatures: Please obtain the approval signatures from the appropriate College Dean/Vice President and Dept. Chair/Director on this page. Then submit this signed Signature Page, completed H-1B Dept. Request Form and other supporting documents to OISS for processing. No pdf e-mail attachments are accepted as OISS must have the documents with original signatures.



The hiring College and Department agree to: In compliance with federal regulations governing the H-1B program, we (the undersigned) certify that all of the information provided in this request form is true and accurate to the best of our knowledge. The UNLV hiring College and Department agree to the following guidelines and governmental regulations: 1.



H-1B eligibility: This position meets the H-1B specialty occupation requirement and UNLV H-1B sponsorship eligibility.



2.



H-1B filing fees: Each U.S. employer is required to pay for each H-1B petition. The filing fees vary from $325 to a maximum of $2,050 (effective on 11/23/2010) depending on the type of petition, as explained in the instructions on page 1. The employer is not allowed to ask the H-1B employee to reimburse the filing fee(s) to the employer.



3.



Prevailing Wage requirement: We will ensure that the H-1B employee will be paid the required wage, as determined by OISS according to the U.S. Department of Labor (DOL), at all times during the validity period of the H-1B approval notice and certified Labor Condition Application (LCA).



4.



“No Benching” requirement: The College/Department must continue to pay the H-1B employee required prevailing wage and eligible benefits, even during non-productive time that is due to a decision by the College/Department (e.g., lack of assigned work, training periods, etc.), within the authorized period of H-1B employment.



5.



UNLV employee benefits: The College/Department will offer the H-1B employee benefits and eligibility for benefits on the same basis as U.S. workers in similar positions.



6.



Terms and working conditions of employment: The employment of the H-1B employee will not adversely affect the terms and working conditions of workers similarly employed in the area of intended employment.



7.



Changes in H-1B employment terms and conditions: The College/Department will contact OISS immediately if there are any intended changes in the terms or conditions of the H-1B worker’s employment, including but not limited to: change in location of employment, salary, change in position title or responsibilities or minimum position qualifications, or early termination for any reason. Full-time position cannot be changed to part-time for any reason.



8.



H-1B is employment and employer specific: An H-1B approval notice for UNLV does NOT authorize employment with another department or employer. It also does not allow for honoraria from an outside source. We will contact OISS if we have any questions about employment restrictions.



9.



Notification of Leaves of Absence to OISS: The College/Department must inform OISS of any elective H-1B employee Leaves of Absence prior to each leave to ensure compliance with immigration regulations.



10. Position duration: UNLV only sponsors H-1B for a regular full-time (100% FTE) professional staff/faculty position that lasts at least for 1 year. If this is a tenure-track position or you expect the position may last more than one year, the hiring department can request 1-3 years each petition. The maximum duration of H-1B status for each beneficiary is six years. 11. Early termination of H-1B employment: We understand that the hiring College/Department (not OISS) must pay cost of return transportation abroad if for any reason the University terminates the H-1B employee’s employment prior to the expiration date of the current H-1B approval notice. The signers below agree to and will follow the terms above when our College/Department hires the H-1B employee. Dean’s Name:



Signature:



Date:



Chairperson/Director’s Name:



Signature:



Date:
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H-1B Request Checklist Part 1. For all H-1B requests, provide: 1. The signed Signature Page; 2. Completed H-1B Dept. Request Form; 3. Copy of unexpired passport identification page of the employee and any accompanying family dependent(s) if applicable; 4. Two (2) original copies of Employer Letter of Support printed on letterhead stationery with original signature in blue ink. 5. Ask the scholar to submit to you the items on “Employee’s Checklist for H-1B Petition,” then the dept. submits them together with the rest to OISS for processing. 6. Job description, or job announcement or Position Description Questionnaire, or whatever document to show job requirements and duties. Continue below with the appropriate checklist for your case. Part 2. For new H-1B request, provide: 1. Items from Part 1 of the Checklist (required for all requests); 2. Copy of the job offer letter; 3. Copy of the employment contract; 4. Copy of the job announcement, advertisement, or Position Description Questionnaire (PDQ), copy of the official position review approval from Human Resources (HR), or approval of search waiver from HR if a search has not been conducted for this position. Part 3. For H-1B extension, provide: 1. Items from Part 1 of the Checklist (required for all requests); 2. Copy of the employment contract showing the extension period. Part 4. For H-1B amendment (if there is material/substantial change in terms and conditions of employment (since the most recently approved H-1B) including but not limited to: changes of job duties and responsibilities, job location, job title, salary, etc.), provide: 1. Items from Part 1 of the Checklist (required for all requests); 2. Copy of the new job offer letter if applicable; 3. Copy of the new employment contract if applicable; 4. Copy of the new job description or new Position Description Questionnaire (PDQ), copy of the official new position review approval from Human Resources (HR), or approval of search waiver from HR if a search has not been conducted for this position if applicable. Incomplete/inaccurate H-1B requests cannot be processed. The documentation, information, and signatures requested are necessary to determine eligibility for H-1B sponsorship. Incomplete/inaccurate information of the request will delay processing. If you have questions regarding the H-1B request process, contact OISS. H-1B Petition Steps in sequential order 1.



After consulting with OISS that H-1B is appropriate and the hiring dept. decides to sponsor H-1B for the international employee, the hiring dept. contact person, usually the dept. Administrative Assistant, Office Manager or Business Manager will coordinate and collect the H-1B paperwork; 2. The hiring dept. prepares, collects and sends all required applicable documents listed in “H-1B Request Checklist” to OISS; 3. OISS scholar adviser reviews all submitted documents, and will contact the dept. contact person directly if something is missing or incorrect; 4. If all submitted documents are complete and appropriate, an OISS scholar adviser will request Prevailing Wage (PW) to the National Prevailing Wage Center (NPWC), which usually takes 1-2 months to be processed by NPWC; 5. OISS scholar advisor sends the posting notice instruction (one of the required steps to file new, extension and amendment H1B petitions) and payment voucher instruction (employer is required to pay H-1B filing fees to USCIS) to the dept. contact person; 6. After the OISS scholar adviser receives the confirmation that the posting notice has been posted, the adviser will submit LCA (Labor Conditions Application) to the U.S. Dept. of Labor for certification, which will take 7 or more working days to process; 7. After receiving the certified LCA and all separately issued payment vouchers (if more than one filing fees are needed), which may take up to 3 weeks to be processed by Account Payable, the scholar adviser will mail the H-1B packet to USCIS. It may take up to one month or more for USCIS to issue a receipt notice; 8. A current H-1B employee changing employer to UNLV may begin working at UNLV upon timely filing a new H-1B petition with USCIS. OISS will notify the dept. and HR that such petition has been filed. 9. A current UNLV H-1B employee may continue to work and receive payment up to 240 days upon timely filing an H-1B extension petition with USCIS. OISS will notify the dept. and HR that such petition has been filed. 10. OISS receives the H-1B receipt notice and keeps it in the scholar’s file; 11. When the H-1B approval notice is received by OISS, the scholar adviser will inform the H-1B employee, dept. contact person, HR and non-resident alien tax services; and will schedule an orientation/immigration check-in with the new H-1B employee to review the important immigration regulations to maintain legal H-1B status; 12. Both H-1B employee and hiring dept. are expected to report to OISS any changes in the H-1B employee’s terms and conditions of employment at UNLV, including but not limited to: changes in job location, job duties and responsibilities, job title, salary, etc.
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H-1B Request Form This form must be completed by the UNLV Department/College EVERY BLANK must be completed. Incomplete or incorrect information will result in an OISS processing delay, and/or scholar’s failure to obtain an H-1B visa, entry to the U.S. or work eligibility. Part 1. Request Type Initial H-1B employment at UNLV, including current H-1B who transfers to UNLV H-1B Extension, current H-1B who continues to work at UNLV H-1B Amendment due to change of the position, for example, changes in job duties, title, salary, job location, etc. Concurrent H-1B (prospective UNLV employee who will continue to work for another employer in the U.S.) If you request premium processing, please check here. Otherwise, leave it BLANK. Part 2. H-1B Employee Information (This section to be completed in collaboration with the scholar) Please make sure the information matches the passport Family/Last Name: Given/First Name: Middle Name: Date of Birth (month/day/year):



US Social Security # (if any):



Country of Birth:



City/Place of Birth:



Country of Citizenship:



Country of Legal Permanent Residence:



Has the employee ever been in H-1B status before?



Yes



No If yes, please continue to the next line.



Previous H-1B dates (month/day/year): start on: end on: If the scholar is in the U.S., please complete the following; otherwise, complete as applicable. Date of Last Arrival in U.S. (month/day/year): I-94 #: Current Non-immigrant Status: (F-1/F-2, J-1/J-2, H-1/H-4, TN/TD, B-1/B-2) Date Status Expires (month/day/year): Passport #: Date Passport Issued: (mm/dd/yyyy): Date Passport Expires (month/day/year): E-mail: Current U.S. Address: Street number & name: City:



, Apt.#:



, State:



Work Phone # in U.S.:



, Zip code: Home Phone # in U.S.:



Address in home country: Street number & name: (must be completed) City:



.



. Cell Phone # in U.S.: , Apt.#:



, State:



, Zip code:



. .



If the scholar is in the U.S., do he/she and/or dependent(s) plan to travel outside the U.S. before or after starting at UNLV? Yes No If yes, please provide travel dates: From (month/day/year): to (month/day/year): . Note: the H-1B petition is considered abandoned if the beneficiary travels outside the U.S. while it is pending with USCIS. When the scholar is outside the U.S. or will travel outside the U.S. to apply for an H-1B visa or enter the U.S. in H-1B status as a Canadian citizen, H-1B approval notice needs to the sent to the U.S. Embassy/Consulate in the scholar’s home country or a U.S. port of entry. Please provide the information below. U.S. Embassy/Consulate Pre-flight Inspection Port of Entry City:



Foreign Country:



Part 3. Hiring Department Information UNLV hiring Department (if applicable): UNLV hiring School (if applicable): UNLV hiring College (if applicable): UNLV hiring Center/unit (if applicable): Administrative contact person for this H-1B request:



Mail code:



Administrative contact person’s e-mail:



Dept. Contact’s office #:



Supervisor this H-1B employee will report to:



Supervisor’s job title:



Supervisor’s e-mail:



Supervisor’s phone #:



5 Part 4. Position Information for Prevailing Wage Purpose Please provide only the minimum requirements for this position as listed on the job announcement or PDQ, ignore the applicant’s qualifications which may go beyond the minimum position requirements. Job title: Address where the employee will work: Has an official position review request been approved by Human Resources for this position?



Yes



No



Is it a full-time (100% FTE) regular professional staff/faculty position with benefits?



Yes



No



Annual salary (do not include benefit amounts): $ Dates of proposed H-1B status, 1-3 years per request. Cannot be back-dated, must be the dates in the future. Types of position (check one): Other (please specify): .



From (month/day/year):



Teaching, tenure track Professional staff



To (month/day/year):



Teaching, non-tenure track Research



Minimum degree required for this position (Bachelor’s, Master’s, or Ph.D.): Field(s) of study required for this position: Field(s) of experience required for this position: Total years of work experience following completion of degree required for this position: Will training be provided as part of the job?



Yes



No



Must employee have state license(s) or professional certification(s) for employment? (medical or dental license):



Yes



No



Number and titles of those individuals this position will supervise (staff; faculty; graduate students, undergraduate students - do not include advising graduate students on thesis or dissertation): Was the position advertised with all of the above requirements? Yes No ►If it is advertised, please attach the job vacancy announcement. ►If it is search-waived by Human Resources, please attach the approval of search waiver by Human Resource and a position description that specifies the minimum requirements, job title and job responsibilities.



H-1B Actual Wage Worksheet Federal law requires the US employers to document that H-1B employees will not be paid less than the actual wage paid to other similarly employed workers at UNLV. You do NOT have to provide the other employees’ names, just job title, qualifications, and salary. This worksheet is used to: • Provide the required information on several similarly employed workers in the hiring unit/department; • Begin the comparison with individuals holding the same title and doing comparable work to what the H-1B employee will be doing; • If there are no others with the same title in the hiring unit/department, compare the H-1B employee’s position with other positions having similar duties; • It may be necessary to obtain comparative information from other units within your college; • The rationale for arriving at the salary for each employee should be clear - total experience, qualifications, education, job responsibilities and functions, and other legitimate factors may be considered; • Limited grant or department funding is NOT a legitimate regulatory reason for paying an H-1B employee less. Please do NOT include the H-1B employee on this list. Enter on a separate page if more employees are listed. Title Education Years of Experience Annual Salary Example: Postdoctoral Scholar Ph.D. 2 $45,000 1 $ 2.



$



3.



$



4.



$



5.



$



An explanation is required if the H-1B employee will be paid less than any other similarly employed worker(s):
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Sample Employer Letter of Support How to use this format to create the Employer Letter of Support in sequential order: 1. 2. 3.



4. 5.



Ensure that the content of the letter is consistent with the official position description approved by Human Resources; Use the H-1B status request dates, not the original job offer date; the H-1B start date must be sometime in the future, it cannot be back dated to the original job offer date; After you complete the draft of the employer support letter, e-mail it to the OISS Scholar Advisor who is processing this petition, revision may be necessary as each situation is different. If it fits the USCIS requirements, the OISS Scholar Advisor will notify you; When the petition is ready – OISS will request final copies of the letter. At that point, print two (2) copies of the final version on office letterhead stationery and send the originals to OISS. These two letters must be signed by the College Dean/Divisional Vice President/Department Chair/Director in blue ink.



(Date)



U.S. Citizenship and Immigration Services California Service Center



Dear Adjudicating Officer: This letter is in support of UNLV’s H-1B petition for Dr. Jane R. SMITH. UNLV is requesting that Dr. Smith be granted temporary H-1B status beginning August 1, 2011 through July 31, 2014. Dr. Smith has been selected for temporary appointment as Assistant Professor in UNLV’s School of Computer Science. The responsibilities and duties of the offered position include teaching undergraduate and graduate courses, developing the laboratory in computer science, and supervising graduate student theses and dissertations. The responsibilities also include developing an extensive research and scholarship program with a strong research publication record and performing service to the School, College, University and profession. As such, this position requires the minimum of a Ph.D. degree in Computer Science or a related field. Dr. Smith meets this requirement, as she holds the US equivalent of a Ph.D. degree in Computer Science from the University of Manitoba in Canada. Dr. Smith not only holds a Ph.D. degree in Computer Science, but she also has a strong background in teaching and impressive industry experience. From 1997 to 2003, Dr. Smith was a Teaching Assistant and Lecturer at the University of Manitoba. In 1997, she held the position of System Consultant at Siemens AG in Germany. In addition, Dr. Smith was also a Teaching Assistant in Computer Science at Dortmund University in Germany from 1994 to 1996. Lastly, from 1990 to 1996 Dr. Smith developed several software programs through contract work, including time management and billing software, taxi route planning software, inventory and accounting software, and production planning software. In consideration of Dr. Smith’s outstanding academic and professional credentials, UNLV respectfully requests that you approve our H1B petition. During the temporary assignment Dr. Smith will receive an annual/12 month salary of $85,000.00. If you require any further information, please feel free to contact me at (702) 895-5544 or [email protected]. Sincerely,



John E. Brown Dean and Professor College of Engineering



7



Employee’s Checklist for H-1B Petition For incoming or current H-1B employee, please submit the following (all that are applicable to you) to OISS: 1. Copy of unexpired passport identification page; 2. Copy of most recent I-94 card (front and back); 3. Copy of visa (such as H-1B, F-1 or J-1); 4. Copies of all immigration documents, whichever is applicable, for example, F-1 OPT EAD card, all I-20s, all DS-2019s, all approval notice(s) for H-1B/TN status; 5. Copy of waiver recommendation from the U.S. Dept. of State and/or waiver approval from USCIS if you are subject two year home residence requirement 212 (e) as J-1/J-2; 6. For H-1B transfer, employer verification letter with your current H-1B approval notice, previous 6 months’ pay-stubs from your current employer or most recent W-2; 7. Licensure if required by your job; 8. Copy of diploma of the highest degree earned; if not in English, attach a copy of English translation; 9. Copy of transcript of the highest degree earned; if not in English, attach copies of English translation and evaluation; 10. Copy of most recent resume.



The spouse and unmarried children under the age of 21 of the H-1B employee are entitled to H-4 status, subject to the same period of admission and limitations as the H-1B employee, if they are accompanying or following to join the H-1B employee in the U.S. H-4 cannot accept employment in the US, can study either part-time or full-time degree or non-degree program in the U.S. For accompanying H-4 dependent(s), please submit the following (all that are applicable to your family) to OISS, these are required for application of change of status to/extension of H-4 in the U.S. Do not list U.S. citizen dependent(s). Continue on a separate page if necessary. 1. 2. 3. 4. 5. 6. 7. 8.



Completed Form I-539 (only if your dependent is applying for change of status to H-4 or H-4 extension in the U.S.); Personal check or money order in the amount of $290 payable to “U.S. Department of Homeland Security” for I-539 filing fee; Copy of marriage certificate/license; if not in English, attach a copy of English translation; Copy of birth certificate for unmarried child(ren) under the age of 21; if not in English, attach a copy of English translation; Copy of unexpired passport identification page; Copy of most recent I-94 card (front and back); Copy of visa (such as F-2, J-2 or H-4); Copies of all immigration documents, whichever is applicable, for example, J-2 EAD card, all I-20s, all DS-2019s, all H-4/TD approval notice(s).



Enter below your dependent(s)/family information: • Family member’s full name is required as it appears on his/her passport. • Will they travel separately? Yes Dates of travel (month/day/year, can’t be before the H-1B’s arrival):



No



If yes, complete the next line.



From:



To:



Family/Last Name:



First/Given Name:



Relationship:



City of Birth:



Country of Birth:



Country of Citizenship:



Country of Legal Permanent Residence:



Date of Arrival in the U.S. (month/day/year):



I-94 #:



Current Nonimmigrant Status:



Expires on (month/day/year):



Country where Passport Issued:



Passport Expired Date (month/day/year):



1.Family/Last Name:



First/Given Name:



Relationship:



Date of Birth (month/day/year):



City of Birth:



Country of Birth:



Country of Citizenship:



Country of Legal Permanent Residence:



Date of Arrival in the U.S. (month/day/year):



I-94 #:



Current Nonimmigrant Status:



Expires on (month/day/year):



Country where Passport Issued:



Gender (M/F):



.



Gender (M/F):



Date of Birth (month/day/year):



Passport Expired Date (month/day/year):



1.Family/Last Name:



First/Given Name:



Relationship:



Gender (M/F):



Date of Birth (month/day/year):



City of Birth:



Country of Birth:



Country of Citizenship:



Country of Legal Permanent Residence:



Date of Arrival in the U.S. (month/day/year):



I-94 #:



Current Nonimmigrant Status:



Expires on (month/day/year):



Country where Passport Issued:



Passport Expired Date (month/day/year):



8 Use this form only if your transcript, diploma, marriage certificate or other document(s) that will be submitted to USCIS is NOT in English, and you or a third party did an English translation for the non-English document.



Certification of Translation



I,



, hereby certify that I am competent to translate the



attached document(s) from the



language into the English language.



Further, the translation of the attached document(s) is complete and accurate to the best of my knowledge and ability.



Complete Name(s) and Title of Translator (printed): Signature of Translator: _____________________



. Date: _________________




















h-1b-dept-request-form (editable).pdf






In compliance with federal regulations governing the H-1B program, we (the .... and non-resident alien tax services; and will schedule an orientation/immigration ... 






 Download PDF 



















 184KB Sizes
 2 Downloads
 141 Views








 Report























Recommend Documents




No documents















×
Report h-1b-dept-request-form (editable).pdf





Your name




Email




Reason
-Select Reason-
Pornographic
Defamatory
Illegal/Unlawful
Spam
Other Terms Of Service Violation
File a copyright complaint





Description















Close
Save changes















×
Sign In






Email




Password







 Remember Password 
Forgot Password?




Sign In



















Information

	About Us
	Privacy Policy
	Terms and Service
	Copyright
	Contact Us





Follow us

	

 Facebook


	

 Twitter


	

 Google Plus







Newsletter























Copyright © 2024 P.PDFKUL.COM. All rights reserved.
















