Sample Memo Requesting ISSS Assistance in Filing an H-1B Petition (For initial H petitions and extensions)

M E M O R A N D U M 

TO: International Student and Scholar Services
FROM: John Doe, Department of Chemistry
SUBJECT: Joan Brown
DATE:

We request your assistance in filing a Prevailing Wage Determination, a Labor Condition Application, and the subsequent H-1B petition for Dr. Joan Brown. Dr. Brown has been appointed as a Research Associate in the Department of Chemistry from February 1, 200_ to January 31, 200_, at the annual salary of $35,000. Dr. Brown will work in the Jet-Cooled Molecule Laboratory in the Department of Chemistry at the University of Denver. 
(Please mention if the employee will be working off site in another location. ISSS will need to obtain prevailing wages for that location as well.) 
Dr. Brown will engage in scientific research in collaboration with me. Specifically, she will be responsible for establishing and exploiting a new high-resolution absorption experiment for jet-cooled molecules. The minimum qualifications for this position are a ___ degree in chemistry or a related field and __ years of experience (or expertise in 


). Dr. Brown has a ___ degree in chemistry and the relevant experience/expertise.

The salary paid to Dr. Brown for her services is equal to or greater than the salary being paid similarly-situated employees in the Department of Chemistry. We attach a completed "Actual Wage Form" to substantiate the salary actually being paid to Dr. Brown, as well as the salaries paid to similarly employed individuals in the Department of Chemistry. 

Dr. Brown's employment will not adversely affect the working conditions of workers similarly employed in the department. The department agrees to post a notice of the filing of the Labor Condition Application for ten consecutive business days in a conspicuous place in the department. We understand that this notice of filing will be made available to the department in an appropriate form by ISSS. We agree to return the posting to ISSS once the ten days has elapsed. We understand that this is part of our obligation for appropriate record-keeping for H-lB workers. 

The department agrees to inform International Students and Scholar Services of any substantial changes to Dr. Brown's employment (in terms of changes in job duties or in FTE), as that will require an amended H-1B petition to be filed. The department also agrees to provide return transportation to her home country for Dr. Brown should her employment in the department be prematurely terminated. If that should happen, the department will also inform ISSS so that appropriate notification can be made to the Dept. of Labor and Citizenship and Immigration Services. 

We look forward to hiring Dr. Brown as a Research Associate and appreciate your assistance in obtaining the approvals of the Prevailing Wage Determination, the Labor Condition Application, and the H-1B petition. 

