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H-1B Employer/Department Questionnaire

2007 – Belknap Campus
Summary of the filing procedure:  The H-1B classification is for professional-level jobs that require at minimum a bachelor’s degree in a specific academic field.  Before the H-1B petition can be filed with the U.S. Citizenship and Immigration Services (USCIS), the University must file a Labor Condition Application (LCA) with the Department of Labor demonstrating that it is paying the required wage for this position in the geographic region where the job is located. The required wage for the position is the higher of the “actual wage” that is paid to other employees in this position at your company or the “prevailing wage” which our office will determine through consultation with government surveys and the state labor office.  

After you and the employee provide us with the completed questionnaires and required supporting documentation, our office will take the following steps: 

1. We will consult Department of Labor surveys and the state labor office to determine the prevailing wage for the position and consult the information you provide to determine the actual wage for the position. We will prepare all the required forms concerning the H-1B position for your review and the Provost’s signature. Meanwhile, we need for the Department Chair/Dean to draft the support letters describing the foreign national’s qualifications for the position being offered. As these letters will be part of the final packet, they may be forwarded to our office subsequent to the completion of the questionnaires.  

2. To prepare for filing the H-1B petition, you will be required to post a notice of the filing of the LCA in two conspicuous locations at each of the employee’s worksites.  We will prepare the notice and provide any assistance you may need to meet posting obligations.  We will also send you the “Labor Condition Application Instructions” which you must read before the LCA is filed.  These instructions include important attestations the company must make to the government in connection with the H-1B filing.  

3. Once we have received confirmation that you have posted the LCA notices at the worksite(s) and read the LCA Instructions, we will file the LCA with the Department of Labor. 

4. A “Public Access File” must also be created by the employer within one day of filing the LCA.  We will provide additional information about that file as we proceed.

5. After the LCA is certified and we have received all of the signed H-1B documents from your office, we will file the H-1B petition with the USCIS. 
Where to send the documents:  Please return the completed questionnaire and requested supporting documents to the University of Louisville, Office of University Counsel by either email or overnight mail to the following: 
Amy E. Shoemaker

Assistant University Counsel

University of Louisville

206 Grawemeyer Hall

Louisville, Kentucky 40292

Aeshoe01@louisville.edu

Office: (502) 852-6981

Fax: (502) 852-5818

· Fees:  The petition filing fee for an I-129 is $320.00.
  The filing fee may be paid by either the University (sponsoring department) OR the alien themselves.  The sponsoring department will determine who will pay this fee. As noted above, the University is exempt from the H-1B Data Collection and Filing Fee Supplement.  The new Fraud Prevention and Detection Fee of $500.00 may be paid by either the University (sponsoring department) OR the alien themselves.  The sponsoring department will determine who will pay this fee.  DHS requires separate checks for the application fee and the Fraud Prevention fees.  Checks should be made payable to “Department of Homeland Security,” which must be spelled out (do not use the initials DHS). 

· To the extent the Department requires expedited service and approval by the USCIS, a Premium Processing Fee of $1,000.00 may be paid by either the University OR the alien themselves to guarantee notification within 15-20 business days.   

INFORMATION ABOUT U.S. EMPLOYER 
Please review this section:
1. COMPANY NAME:  University of Louisville
2. ADDRESS:  2301 S. Third Street, Louisville, Kentucky 40292
3. PHONE:  (502) 852-6153
4. FAX: (502) 852-0657
5. WEBSITE: www.louisville.edu
6. TYPE OF BUSINESS:  Education/Teaching/Research
7. TYPE OF ORGANIZATION:  State University
8. IRS TAX NUMBER:  61-1014882
9. GROSS ANNUAL INCOME: $769 million
10. YEAR ESTABLISHED:  1798
11. CURRENT NUMBER OF EMPLOYEES:  5,949
12. HOW MANY EMPLOYEES HOLD H-1B STATUS:  Not H-1B dependent
13. HAS THE COMPANY EVER BEEN DETERMINED BY THE DEPARTMENT OF LABOR (DOL) TO COMMIT LCA VIOLATION:  No
14. NAME OF PERSON WHO SIGNS THE H-1B FORM:  Shirley C. Willihnganz, Ph.D.
15. POSITION TITLE OF THE SIGNATOR:  Executive Vice President & Provost

INFORMATION TO BE PROVIDED BY DEPARTMENT
16. CONTACT PERSON’S NAME: [INSERT DEPT CONTACT NAME]
17. CONTACT PERSON’S POSITION TITLE: [INSERT DEPT CONTACT TITLE]
18. CONTACT PERSON’S EMAIL ADDRESS: [INSERT DEPT CONTACT EMAIL]
19. CONTACT PERSON’S PHONE: [INSERT DEPT CONTACT PHONE]
20. WORK SITE ADDRESS: (IF DIFFERENT) [INSERT DEPT ADDRESS]
21. OFFERED JOB TITLE: 

22. OFFERED JOB SALARY AND OTHER COMPENSATION:
23. POSITION’S REQUIREMENTS: [INSERT RESPONSES]


A.
Minimum Educational Requirements for Position



B.
Years of Experience required for Position



C.
Type of Experience


D.
Immediate Supervisor & Title
24. JOB DESCRIPTION/DUTIES TO BE PERFORMED:
25. # OF HOURS PER WEEK (FULL/PART-TIME):
26. DATE U.S. EMPLOYMENT WILL BEGIN:
27. DATE U.S. EMPLOYMENT WILL END:
	Information About the Required Wage and Benefits for the H-1B Position


As explained above, an employer is required to pay the H-1B worker the higher of the prevailing wage and actual wage for the position. The H-1B worker must also be offered the same working conditions and benefits as other workers in this position.  The employer is required to create and maintain a “Public Access File” which contains documents related to the Labor Condition Application, the required wage and benefits offered. Please provide us with the following information so that we can assist you in determining the wage requirement and creating the Public Access File.  

ACTUAL WAGE PAID TO WORKERS IN THIS POSITION
· SALARY RANGE OFFERED TO WORKERS IN THE SAME POSITION (I.E. WITH THE SAME JOB TITLE) AT THE SAME WORK LOCATION(S) WHERE THE H-1B WORKER WILL BE ASSIGNED: 
· NUMBER OF OTHER EMPLOYEES IN THE SAME POSITION AS THE H-1B WORKER WILL BE:
· THE SALARY OF EACH EMPLOYEE IN THE SAME POSITION:
· IF ANY OF THE ABOVE-LISTED EMPLOYEES ARE PAID MORE THAN THE SALARY TO BE PAID TO THE H-1B WORKER, PLEASE EXPLAIN THE SPECIFIC REASON FOR EACH SALARY DIFFERENTIAL: 
· FACTORS YOUR ORGANIZATION TAKES INTO CONSIDERATION WHEN DETERMINING SALARIES (PLEASE CHECK APPLICABLE BOXES AND EXPLAIN): 
· EDUCATION
· SPECIFIC TRAINING
· EXPERIENCE
· SPECIFIC SKILLS
· JOB RESPONSIBILITIES
· OTHER ___________________________
· EXPLAIN ANY PERIODIC SALARY INCREASES YOUR DEPARTMENT PROVIDES (FOR EXAMPLE, BASED ON ANNUAL COST OF LIVING INCREASES OR BASED ON PERIODIC PERFORMANCE EVALUATIONS): 
REQUIRED DOCUMENTS
Additionally, Please Provide Us With The Following Documentation.  If This Documentation Has Been Recently Updated, Please Provide Us With The Most Current Version: 

· DETAILED DESCRIPTION OF THE H-1B WORKER’S DUTIES AND POSITION
· ANY EMPLOYMENT AGREEMENT OR CONTRACT WITH THE H-1B WORKER
· ANY PREVIOUS PETITIONS FILED BY THE EMPLOYER ON BEHALF OF THE H-1B WORKER









� Subject to change on July 29, 2007 to $320 from $190.
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