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UCCS: H-1B Visa/Status Petition Checklist 

Items Required from the Sponsoring Department 

 Copy of Journal Entry to pay CU Boulder for filing the H petition 
• Email journal entry to ISSS@colorado.edu 
• Fee is $1200 and cannot be paid by the employee 
• Speedtype for the journal entry is 12951887, account number 390006 

 

 Actual Wage Memorandum 
 

 H-1B Support Letter  
 

 Copy of offer letter with all required signatures 
 

 Submit completed UCCS I-129 H-1B/O-1 Export Control Form to Michael Sanderson (719-255-3044)  
 

The department must also request H-1B fee checks through CU Marketplace and submit to ISSS.  
• Use payment voucher form when requesting checks through the Marketplace. Do not use a purchase order.  

 

     A check for $460 (government filing fee)  
     If filing an initial H-1B petition, a check for $500 (government fraud detection fee)  
     If requesting premium processing, a check for $2,805 (government premium processing fee) 

 

Items Required from the H-1B Applicant 
 Copies of your current passport page(s) showing expiration date and biographic information 

 

 Copy of your current curriculum vitae (CV) or resume 
 

 Copies of your professional degree diploma(s)/certificate(s) for all degrees (U.S. and foreign) and academic 
transcripts if the field of study is not listed on a diploma/certificate  
• If the diploma is not in English, you must also include a full English translation. The translation must be 

completed by an individual who can also provide a written certification that the translation is complete and 
accurate, and that he or she is competent to translate from the foreign language into English. 

 

 Copy of professional credential evaluation for any foreign degree(s) that qualifies applicant for the position  
• Credential evaluations can be obtained from members of NACES or AICE  

 

 Copies of current and previous visa stamp(s)  
• In most cases, Canadian citizens do not require a U.S. visa 

 

 Copy of most recent I-94 Arrival Record or, if last arrival to the U.S. was prior to April 2013, copy of the front and 
back of the paper I-94 card 

 

If you:  
 

 Held F Status: Copies of all prior I-20 forms  
 

 Were on Optional Practical Training (OPT): Copies of proof of employment for all positions while on OPT.  Proof of 
employment needs to confirm the dates you worked, how many hours per week and how the position(s) related to 
your major. Proof of employment can include: 

• Print out of your OPT Employment data from the SEVP Portal 
• Paystubs 
• W-2 Forms 
• Offer letter confirming the number of hours of employment per week and that the work was in your major 

field of study 
• I-983 (for STEM OPT) 

 

 Were Issued an Employment Authorization Document/Card (EAD): Copy of the front and back of the EAD  
 

 Held J Status: Copies of all prior DS-2019s  
 

mailto:ISSS@colorado.edu
https://www.colorado.edu/isss/sites/default/files/attached-files/actual_wage_memo.pdf
https://www.colorado.edu/isss/sites/default/files/attached-files/h-1b_support_letter_word.docx
https://osp.uccs.edu/export-controls/hiring-and-visas
mailto:exportco@uccs.edu?subject=I-129%20H-1B/O-1%20Export%20Control%20Form
http://www.cu.edu/psc/cu-marketplace
http://www.naces.org/
http://www.aice-eval.org/
https://i94.cbp.dhs.gov/I94/#/home
https://studyinthestates.dhs.gov/sevp-portal-help
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 Held J Status and Obtained a Waiver of the Two-Year Home Residency Requirement: Copy of the Form I-612 
Waiver Approval Notice  

 Held H-1B Status in the Last 6 years: Copy of your I-94 Travel History in H-1B status 
 

 Held H-1B, L-1, O, or TN Status: Copies of all prior Form I-797 Approval Notices  
 

 Are Transferring or Extending an H-1B: Pay statements from the last three months  
 

 Are Transferring an H-1B: Employment verification letter from current employer  
 

 Filed a Form I-140 and/or Form I-485: Receipt and/or approval notices for any Form I-140 and/or  
 Form I-485 applications 

If the Job Requires Minimum Employment Experience: 
 

   Letters from previous employers indicating job title, employment dates, and description of job duties.    
 Letters must be on letterhead paper and include original signatures. 

 
Requesting H-4 Dependent Status for Family Members (Spouse or Children) 
The spouse and unmarried minor children (under 21-years of age) of an H-1B employee are eligible to obtain H-4 
dependent status. H-4 filings and visa applications are the responsibility of the H-1B scholar and their dependents. 
Please carefully read the information below to determine which option applies to your family: 
 
Applying for H-4 status from outside of the U.S.:  
Dependents who are outside the US can obtain H-4 status by applying for an H-4 visa and going for an interview at 
their nearest U.S. Embassy or consulate, then entering the U.S. with the H-4 visa. After the H-1B Approval Notice 
has been issued by USCIS, an H-4 visa application can be started online here; a visa interview at a US embassy is 
also required. Start the process after the H-1B approval takes place. Please contact the US Embassy or consulate 
where the visa interview will take place for specific information.  
**Canadian citizens are exempt from visa requirements; therefore, Canadian citizen spouses and children eligible 

for H-4 status enter the US directly with a copy of the H-1B’s Approval Notice and other required documents. 
 
Applying for a Change of Status to H-4 or an Extension of current H-4 status from inside the U.S.: 
Dependents already in the US can apply for a change of status to H-4 or an extension of their current H-4 status. 
The appropriate application must be completed with USCIS.  ISSS does not provide advice on or file these 
applications, although we do provide documentation that the H-1B was filed (this is required for the H-4 application). 
Specific inquiries should be addressed to USCIS or an immigration attorney.  
 
The general process is outlined below for an Extension or Change of Status with USCIS: 

 
1. Complete the paper version Form I-539 and if required, paper Form I-539A (when filing for H4 status for 

more than one dependent).    

o If filing for a Change of Status to H-4, read here for instructions, access to paper Form I-539 and I-
539A, filing fees, and where to file.  

o The H-4 dependent’s Form I-539/I-539A must be received by the USCIS prior to the H-1B 
start date listed on the I-797 Approval Notice. 
 

o If filing for an Extension of Current H-4 status, read here for instructions, access to paper Form I-
539, I-539A, filing fees, and where to file.  

OR 
 

2. It may be possible to complete the Form I-539 online. Please read this webpage to determine if you are eligible 
to file online. If more than one person (i.e., spouse and one child) is applying for H-4 status or an extension of 
that status, online filing is not an option. The online option allows Form I-539, all supporting documents, and 
payment to be submitted online.  

https://i94.cbp.dhs.gov/I94/#/home
https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/forms/ds-160-online-nonimmigrant-visa-application.html
https://www.uscis.gov/i-539
https://www.uscis.gov/forms/explore-my-options/change-my-nonimmigrant-status
https://www.uscis.gov/forms/explore-my-options/extend-my-stay-as-a-family-member-of-an-employment-based-nonimmigrant
https://www.uscis.gov/i539online
https://www.uscis.gov/i539online
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