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Sample H-1B Letter
[Date of letter]
Ron Cushing, Director

UC International Services

Mail Location #0640

Dear Mr. Cushing:

This letter is to formally request the [initiation of (or, extension of)] H-1B status for [Name of Foreign National]. (S)He will be working for the [College / School of (if applicable)] in the Department of [Name as it appears in letterhead] beginning [exact H-1B start date, mm/dd/yy] through [exact H-1B end date, mm/dd/yy] (i.e., upcoming requested employment period).
We are pleased to offer [Name of Foreign National] the position of [title]. Her / His duties will include: [List daily duties of the position in layman’s terms; If teaching, add 2 – 3 sample courses they might teach; If research, describe the nature and associated tasks; If service or other duties, also note these here.]
The annual salary will be $[base salary as of H-1B start date above] based upon [#] hours of weekly employment. Fringe benefits associated with this position include the regular benefits extended to all [e.g. AAUP, Postdoctoral Fellow, Research Associate] employees.

The academic requirement for this position is a [degree level] in the [name of degree field(s) or related field]. [Name of Foreign National] was selected for this position because (s)he has a [degree level] in [field as it appears on diploma or transcripts (if U.S. degree) / on credential evaluation (if overseas degree)] from [name of institution]. Note: If the degree held by the foreign national is not an exact match on paper for the requirement stated by the department, provide a statement explaining the relevance of the degree to the position here. 
This letter affirms that the Department of [Name as it appears in letterhead] agrees to comply with all terms of the Labor Condition Application (LCA) until the end date. We further agree to furnish airfare home for [Name of Foreign National] in the event her/his employment is terminated before the end date on her/his I-129 petition.

Sincerely,

[Signature block of Department Head

or higher-level authority who will sign the letter.]
Note: There is no need to obtain the signature until UC International approves the letter verbiage.

An affirmative action/equal opportunity institution

