SAMPLE H-1B DEPARTMENT LETTER

(Print on UCSF/department letterhead; ISSO requires original signed letter)
[INSERT DATE]
U.S. Department of Homeland Security

U.S. Citizenship and Immigration Services

California Service Center
24000 Avila Road, 2nd Floor, Room 2312
Laguna Niguel, CA  92677
Dear Sir or Madam:

On behalf of the University of California, San Francisco (UCSF), this is to request an [approval/amendment/extension/transfer] of H-1B status for Dr. XXX.  The Department of XXX at UCSF would like to appoint Dr. XXX as a [INSERT TITLE] from [DATES OF EMPLOYMENT] at an annual salary of $XXX.00, plus standard University benefits.  This is a temporary position.  

Using techniques of [INSERT FIELD], Dr. XXX will engage in research on [INSERT LAYPERSON’S DESCRIPTION OF RESEARCH].  This research is hoped to lead to a better understanding and treatment of [INSERT GOAL OF RESEARCH].  [Note: You may want to go into a little more detail if necessary to describe the project].  This is a specialty occupation requiring at least a [Bachelor’s degree (use minimum education requirement for position) in INSERT APPROPRIATE DEGREE(S) AND SUBJECT AREA(S)] and the theoretical and practical application of a body of highly specialized knowledge in the area of [INSERT FIELD(S)]. [Note: If the scholar has a medical degree and no patient care you should add, “This is a laboratory research position only, with no involvement in patient care services.  There are no licensing requirements for this position.”.  If incidental patient care is involved, you should add, “This is primarily a laboratory research position, involving incidental patient contact.”.  Feel free to contact ISSO if you have questions regarding the education requirement and/or patient care.]
Dr. XXX is well qualified for this position.  [INSERT SCHOLAR’S QUALIFYING DEGREE AND DESCRIPTION OF ACADEMIC BACKGROUND AND EXPERIENCE].  [EXAMPLE: S/he received her Ph.D. degree from the University of XXX in 1990.  S/he has authored 15 abstracts and 10 scientific articles in peer reviewed journals.]  S/he has significant research experience in [DESCRIBE EXPERIENCE]. 

As required by the United States Citizenship and Immigration Services, the Department of XXX at UCSF agrees to pay the reasonable cost of return transportation to Dr. XXX’s home country if s/he is dismissed before the end of the authorized period of H-1B employment.  A copy of the approved Labor Condition Application for H-1B Nonimmigrants (ETA 9035) is attached.  Thank you for your consideration.

Sincerely,

Department Chair Name
Title
