Part 1: Sample Letter – EDIT and PRINT ON DEPARTMENT LETTERHEAD
[Date] 

U.S. Department of Homeland Security
USCIS California Service Center
Attn:  Cap-Exempt H-1B Processing Unit
P.O. Box 30050

Laguna Niguel CA  92607-3004

Re: H-1B Petition of The University of Arkansas on behalf of Dr. Jane Doe

Dear Officer: 

This letter is being submitted in support of the University of Arkansas' [extension] petition for    H-1B status on behalf of Dr. Jane Doe, a British national.

University of Arkansas's Department of Engineering has been engaged in the development of equipment and materials for the space industry since 1957.  At the present time, we are developing a device that digitally maps the surface of the moon.  Our university is a recognized leader in this field. 

Dr. Doe received her Ph.D. degree in Engineering from Stanford University in May, 1988.  Dr. Doe was an honor student and received numerous academic awards.  She has served as technical advisor to the British GIS Program for three years. 

Because of Dr. Doe's outstanding educational background and experience, we wish to temporarily [employ her/extend her stay] for three years; from January 1, 2001 to December 31, 2003 as a Research Associate in the Department of Mechanical Engineering.  In that capacity, Dr. Doe will provide leadership in the Digital Mapping lab by developing the equipment needed for such a program, gathering and analyzing the data received, supervising 3 graduate students, and presenting the information in international journals and conferences.

It is our intention to employ Dr. Doe for a temporary period of three years at the annual salary of $39,000 with university employee benefits. 

In accordance with the 1990 Immigration Act, the University of Arkansas's Department of Mechanical Engineering will pay for Dr. Doe's return abroad if her employment is terminated prior to the expiration of her authorized stay. 

Your kind attention to this matter is greatly appreciated. 

Sincerely, 

Head, Department of Mechanical Engineering 

Part 2: Components of Letter

	Paragraph 1
	Establish the letter's purpose.

	Paragraph 2
	Give some background to your college and/or department; nature and type of work.

	Paragraph 3
	State the foreign national's relevant background (e.g. education, experience, and training).

	Paragraph 4
	Connect the foreign national's background with the job.  Give the University's job title and detailed job description. State the minimum requirement for the position and the required advance degree (relate the degree to the field of teaching/research).

	Paragraph 5
	Set forth the terms of employment (e.g. terms of three years or less, salary).  Note regarding "dual intent" - If appropriate, include "During this period of time, the University intends to pursue Labor Certification and Permanent Residence in order to permanently employ Dr. Jane Doe.  In the interim, both the University and Dr. Doe intend to abide by the terms of the H-1B1 visa."

	Paragraph 6
	Statement regarding employer obligation to pay for the return abroad (home country and country of last permanent residency) as imposed by the 1990 Act.


