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Steps for the Beneficiary – (faculty member)

to assist IPS with the new H-1B visa petition

Please read the WCU Policy #92:  Hiring Internationals at Western Carolina University

Also read the regulations governing the petition of H-1B non-immigrant visas.

The beneficiary (newly hired international faculty member) needs to gather the following documents to submit to the International Programs & Services (IPS) office.  
Note: IPS does not need original documents, merely legible photocopies of the following:

a. Completed Processing Form (see page 3)

b. Copy of WCU Job Offer Letter

c. Acceptance of Job Offer (letter or WCU contract signed by Beneficiary)

d. Curriculum Vita/Resume
e. Copies of all Transcripts for the Masters and Ph.D. degrees earned (NOTE: include translations by a certified agency, like the Trustforte Company [page 5] if transcripts are in a foreign language or from a foreign institution. 

f. Copy of Certification of Ph.D. and/or Masters graduation (diploma)

g. Copy of Passport Photo Page

h. Copy of I-94 card, front and back

i. Copy of I-20 if Beneficiary is in F-1 visa status; Copy of DS2019 if Beneficiary is in J-1 visa status; Copy of Beneficiary’s I-797 employment authorization and approval form, if currently on H-1B.

j. Copy of Beneficiary’s current EAD card, if Beneficiary is on OPT (F-1 visa)

k. Copy of Beneficiary’s pay stubs at previous job, if Beneficiary is currently on H-1B and is porting the visa to Western.

l. Form I-539 and bank check for all dependents seeking the H-4 visa

Steps the Beneficiary takes to submit the H-1B visa petition:

1. Fill out the attached “Processing Information Form for the H-1B Visa” and mail, scan or fax to IPS  (FAX:  828-227-7080)

2. Provide copies of documents above to IPS

3. Work with your department head to make sure the department submits its forms in a timely manner

4. Sign Verification of Having Received Copy of  the LCA and submit to IPS

5. Check with IPS to make sure all documents are present

6. Pick up the H-1B visa when it arrives at International Programs & Services Office or at the Consular Office as requested in your petition (if appropriate).
Steps the Beneficiary takes to submit an EXTENSION or AMENDMENT to the  H-1B visa petition:

1. Fill out the attached “Processing Information Form for the H-1B Visa” and mail, scan or fax to IPS  (FAX:  828-227-7080)

2. Provide copies of the following documents to IPS:

a. Completed Processing Form (see page 3)

b. Acceptance of Job Offer (letter or WCU contract signed by Beneficiary)

c. Current, updated curriculum vita/resume

d. Copies of all Transcripts for the Ph.D. degree earned (NOTE: include translations by a certified agency, like the Trustforte Company [page 5] if transcripts are in a foreign language or from a foreign institution. 

e. Copy of Certification of Ph.D. graduation (diploma)

f. Copy of current passport photo page

g. Copy of all previous and current I-94 cards, front and back

h. Copy of your most recent WCU pay stub

i. Form I-539 and bank check for all dependents seeking the H-4 visa

3. Work with your department head to make sure the department submits its forms in a timely manner

4. Sign Verification of Having Received Copy of  the LCA and submit to IPS

5. Check with IPS to make sure all documents are present

6. Pick up the H-1B visa when it arrives at International Programs & Services Office OR go to the consulate in your country to pick up the H-1B I-94 card if appropriate to your petition.



PROCESSING INFORMATION FORM FOR THE H-1B VISA
This form is to be completed and signed by the foreign employee seeking or extending H-1B status. Return to IPS.
1. Name: __________________________________________________________________

Family



Given


   Middle

2. Current Address:  _________________________________________________________



Must be a physical address, NOT a P.O. BOX

___________________________________________________________________________

3. Date of Birth:   _____________________________   Social Security Nr: _______________
4.  Country of Birth: _________________________ Province of Birth ____________________
5. Telephone Nr: ___________________________  Cell Nr: ___________________________

6.  WCU 920 number:   920_____________________________________

7. Email Address: ______________________________________________________________
8. Country of Citizenship __________________________________________

9. Country of Permanent Residence: ___________________________________________

10. Date of MOST recent arrival in the United States:  ___________________ 
         (Month/Day/Year)

11. If you were to get a new visa outside of the U.S., should you for example make an emergency trip home, what would be the location of this U.S. Consulate?

________________________________      _____________________________________


                City                                                                                                 Country
12. Current nonimmigrant status (for example, H-1B, J-1, F-1, etc): ______________________

13. Date that your current status expires (noted on your I-94 card or I-20, DS2019 document):  _______________________

                  Month/Day/Year
14. If you are in J-1 Status, are you subject to the 2-year Home Country Physical Presence Requirement?


YES                  NO

15. If you WERE in J-1 Status, are you subject to the 2-year Home Country Physical Presence Requirement?


YES                  NO

16. If you are currently in H-1B status with another employer, please state the date you terminated or intend to terminate your employment with your previous/current employer: 

_____________ .    We strongly encourage you to confer with IPS PRIOR to finalizing your last day of employment with your current employer.
17. Note:  If you are in F-1 status, you may have “D/S” written on your I-94; your status will expire 60 days after either the completion of your studies or the end of any authorized optional practical training.
18. Note:  If you are in J-1 status, you may have “D/S” written on your I-94; your status will expire 30 days after either the completion on your DS2019 or the end of any authorized academic training.

19. Do you have a valid passport?

NO  

[if your passport is not valid, explain on a separate sheet of paper]

YES

Issued by  ____________________    
Valid From:  __________________   to   _________________________


Passport Number:  ______________________________________

      Not Required     [Only Canadian citizens, and British subjects residing in Bermuda or Canada, 

who are entering the U.S. from within the Western Hemisphere do not need 

valid passports]
20. Will you be filing for dependents?         YES             NO
        If yes, how many dependents? ______________


You will need to fill out form I-539 and submit a check for the processing fee as well as other required documents for each dependent.

	Dependent Names (Last, First, Middle)
	Date of Birth (mm/dd/yyy)
	Gender

M/F

	
	
	

	
	
	

	
	
	

	
	
	


21.  Are you currently in exclusion or deportation proceedings 

with the United States Citizenship and Immigration Services?
YES

NO

22.  Has WCU ever filed an immigrant petition (for permanent 

residence) for you?






YES

NO

23. Have you ever been in H-1B status in the last 7 years?              
YES             
NO
       If yes, please explain:

If yes, please give the dates of your previous H-1B visa, in  mm/dd/yyyy  to  mm/dd/yyyy.

24.   Have you ever been denied H-1B status in the last 7 years? 
YES 

NO
25. Name your present occupation and briefly describe your prior work experience:

26. What is the highest degree you have earned? _____________ Field? _____________________

27. At which university did you earn your highest degree? _____________________________
28. Please provide the address of this institution:  _______________________________________

______________________________________________________________________________

29. Provide your date of graduation:     Month ________  Day ________  Year ___________

FOR EXTENSIONS/AMENDMENTS of H1-B petitions:

Will you be traveling and expect to pick up your new H-1B 

visa at the Consular office in your home country?


Yes ________   NO ________

If yes, please provide your full overseas mailing address and telephone number in that country:

Attach all forms requested and submit to the IPS office
 CREDENTIAL EVALUATION (USCIS APPROVED)

NOTE:  There is a discount for North Carolina UNC employees.  Ask for this!!!

The following is a schedule of the fees for the services provided by The Trustforte Corporation. #2 is sufficient for H-1B and Permanent Resident petitions: 

1.  Academic equivalency evaluation                       
$ 85.00            (standard, 3-5 business days)

2.  Academic equivalency evaluation: discounted rate for North Carolina State University and other UNC system universities         
 
$75. 00    
(standard, 3-5 business days)














3. Academic equivalency evaluation                        
$125.00           (rush, 1 business day)

4.  Academic equivalency evaluation

   (including GPA calculation)                                 
$175.00           (standard, 4-5 business days)

5.  Course-by-course evaluation                             
$250.00           (standard, 5 business days)

            

 
Nathan Gordon

Senior Vice President

The Trustforte Corporation

271 Madison Avenue

Third Floor

New York, New York 10016

Telephone (212) 481-4870

Facsimile  (212) 481-4971, 4972, 4974, 4975

www.trustfortecorp.com
www.trustfortelanguages.com
 
