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H‑1B Petition Checklist
Documentation/information required from alien:

_____ Alien’s legal name: family (last) name: _______________; given (first) name: ______________; 

complete middle name:_________;  All other names used: ________________________
_____Copy of Arrival/Departure Card at the last entry (1‑94)

_____Copy of Passport & Visa Page

_____Copy of Form I‑20ID (For F‑1 or M‑1 student)

_____Copy of Employment Authorization (if any) and copies of all H-1B and H-4 approval notice(s).  If you 

           changed or extended status after your last entry, please provide all CIS approval notices, or receipt notice 
           if the case is still pending, 
_____Resume (please also e-mail me at attorney@sharonlue.com the electronic copy of your current

_____resume as a Microsoft Word document)

_____Copies of diplomas, certificates, and school transcripts.  Please provide the starting and ending month/year of study for your college or advanced degree(s) if you need us to order a new evaluation report for you.  ____________ (Address of U.S. institution of higher education).
_____A copy of evaluation report, if you do not have a related degree in the U.S. (We can order

          evaluation for you if you do not have a copy of previous evaluation report.)

_____ Copies of marriage certificate, spouse’s I-94 at the last entry, passport and social security number, if applicable (if spouse needs H-4) 

_____ Copies of child’s birth certificate, I-94 at the last entry, passport and social security number, if applicable (if child needs H-4)

_____Alien's social security number ____________ ; Province and County of Birth: ______________ 


_____Alien's foreign address: 


_____If you are outside the U.S. or a requested extension of stay or change of status cannot be granted, which U.S. consulate has jurisdiction over your foreign residence?_______(city), ______(country)

_____Alien's U.S. address, if in the U.S.: 


_____When did you start to stay in the U.S. in H-1B status?

_____ List you and any dependent family member’s prior periods of stay in H classification in the U.S. for the  

           last six years ___________________________________________________________________
_____Important!!!  In case of change of employer, please provide me with copies of your W-2 form for last year (if available) and latest pay check stubs for the past 3 months

_____ Copy of supporting letter for current H-1B, if available (if we did not handle the H-1B for you) 

_____ If you will change status from H-4 to H-1B, please provide copies of your spouse’s I-94, passport, H-1B Approval Notice, pay check stubs for the past 3 months

_____ All documents not in English must be accompanied by certified English translations.

_____ Do you want to request USCIS Premium Processing Service? ___ Yes or ___ No.  USCIS charges additional $1000 for Premium Processing Service and guarantees 15 day processing.  It will issue a decision or notice for additional evidence within 15 days of the date of receipt.  If USCIS is unable to process your petition within 15 days, the $1000 Premium Processing Service fee will be refunded.
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Labor Condition Application and H-1B Petition Worksheet

Information about Employer

1.
Legal Name: 













2.
Federal Tax ID Number: 











3.
Telephone Number(s) and Fax Number:

Tel:





Fax:

4.
Physical Address (NOT box number):

5. Address where documentation is kept (if different from item 4 above):

6.
Name & Title of person who will sign application and the singer’s email address:
7.
Description of your business, generally and particularly as it relates to the position: 

8. Is your company H-1B dependent?   Yes ____       No ____

The following table can be used to determine whether the employer is or is not H-1B dependent:

	An employer is H-1B dependent if it employs in the U.S.:

	Number of Full-Time Equivalent Employees

(U.S. and H-1B workers):
	Number of H-1B Nonimmigrant Employees:

	1 to 25
	8 or More

	26 to 50
	13 or more

	51 or more
	15% or more of workforce

(U.S. and H-1B workers).


If your company is H-1B dependent, it has to make certain attestations regarding non-displacement of U.S. workers and recruitment and hiring of U.S. workers on the new Labor Condition Application (LCA), unless the H-1B beneficiary in the present case is an “exempt H-1B nonimmigrant”.  (Please see page 6 of the “cover pages for new LCA” for a detailed description of the attestations. If you need the “cover pages for new LCA”, please contact us.)  “Exempt H-1B nonimmigrants” are those holding a master’s or higher degree or its equivalent in a specialty related to the intended employment, or who earn wages (including cash bonuses and similar compensation) at an annual rate of at least $60,000.

9. Has your company ever been found to have committed a willful failure to meet a condition of the LCA or a misrepresentation of a material fact on the LCA?    Yes ____   No ____

10. Number of Employees: 
___________

11. Gross Annual Income: 


12. Net Annual Income: 
____________________________________________________________

13. Year established: 


Information about Position to Be Filled
1.      Job Title: 













2.
Rate of pay for position (include actual salary to be paid plus the range for the position):

3.
Minimum education and experience required for position:

4. A few sentences describing job duties:

5. Location(s) where H-1B nonimmigrant will work:  (Please indicates all the locations where the person will work during his H-1B stay.) 

6.      Intended date of employment: 
______________________________________________________

7.
Name of person who will fill position:

8.
Job title of alien’s supervisor:

9.
Number of workers alien will supervise:

Documentation required from employer:

_____Brochures or other promotional materials about the company, its products or services

_____Newspaper or magazine articles about company or its products or services (if any)

_____Catalogue of products

_____Blank company letterhead (5 Pages)

Recently, USCIS often asks for the following documents for smaller companies.  If you can provide some of these documents in advance, it would avoid delay.  However, if you need to file the H-1B petition immediately, please provide the above information to us first so that we can start preparing the forms and letters.  Thanks.
1. The percentage of time to be spent on each duty

2. Position Announcements from the employer and other similar organizations in the same industry showing the position requires its applicants to have a minimum of a baccalaureate or higher degree or its equivalent
3. Employer’s past employment practices showing it has a past practice of hiring persons with a baccalaureate degree, or higher, to perform the duties of the proffered position.  Indicate the number of persons employed in the same or similar positions, and submit copies of diplomas/transcripts and pay records or DE-6 for the employees claimed to hold a bachelor or higher degree in the specialty field. 
4. Form DE-6, Quarterly Wage Report for the last 4 quarters
5. Signed copies of the company’s filed Federal Income Tax return for the most recent year
6. Business License
7. Company Profile
8. Employer’s line and block organizational chart showing the employer’s hierarchy and staffing levels, and listing all employees by name and job title. 
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