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 Office of International Students and Scholars Services
PHONE: 443-885-4713
https://www.morgan.edu/internationalaffairs

 

SEVIS Coordinator:	        Seheno Reilly (Primary Contact Person for H-1B)
        Phone - 443-885-4713
        Email – Seheno.Reilly@morgan.edu 

Director of OISS:	       Dr. Asiah Mason (Second Contact Person):
     Phone:    443-885-3038
     Email:     asiah.mason@morgan.edu 

   Mailing:                     	Division  of International Affairs 
Morgan State University 
Earl Richardson Library, Suite 212
1700 E Cold Spring Lane 
Baltimore, Maryland 21251 	


I. Information outlining the steps required to start the H-1B process
 
1. The Chairperson of the sponsoring department sends to the appropriate Dean, a formal request for the university to petition the Department of Homeland Security (DHS) on behalf of the prospective international faculty.  The onus is on the Chairperson, by way of a memorandum, to satisfy the Dean (and by extension the Provost) that the individual has the requisite outstanding academic credentials, experience, and scholarly potential. This implies the Chairperson has followed the correct Office of Human Resources – MEMS process and has used the application for the recruitment and selection process of the international candidate. 

2. The Chairperson should contact the Division of International Affairs (DIA) before making the final offer and requesting HR to give the signed “Employment Letter” (Offer Letter/Appointment Letter) by the President. This step is very crucial to make sure the DIA can alert the department Chairperson whether the candidate has the required immigration status and documentation to sign a contract with Morgan State University. Once the DIA official confirms the immigration status of the candidate, they will inform HR to prepare the official Offer Letter / Appointment Letter.  

3. The respective Division of International Affairs (DIA) contact person handling the H-1B visa process must receive a written preliminary approval from the Provost, along with the signed “Employment Letter” (Offer Letter/Appointment Letter) by the President, and all required documentation and check(s) before the processing of the H-1B petition will commence. The H-1B process will not commence until all documents below are received (see worksheet for a list of required documents). Don’t forget to cc yacob.astatke@morgan.edu when you submit your request. 

4. Once all the documents are received including the “Appointment Letter” from the President indicating a proposed salary, Labor Certification Application (LCA) will be submitted to the Department of Labor (DOL). This is the first step in the H-1B application process. The LCA process and approval usually takes a minimum of  7-10 business days assuming that all necessary documents have been submitted. The current processing time is actually 2 to 4 weeks (after the impact of COVID 19) . 

a. NOTE: If the LCA is not approved, the H1B application cannot be filed on behalf of the candidate (or beneficiary). This might be due to the fact that the salary offered by Morgan is below what the LCA recommends for the same position in the State of Maryland. 
b. NOTE: If the minimum salary offered by Morgan is below the LCA requirements, either the salary has to be increased or the title of the position has to be changed on the “Offer Letter.” Additional information can be provided by DIA staff members during the LCA submission process.
c. NOTE: DIA will not file any H1B applications if the department has not followed the proper OHR MEMS process to recruit the candidate. : Therefore,  the department Chairperson must follow the correct OHR MEMS process for the recruitment and selection of the candidates.  

5. While waiting for the “Certification” through LCA, a “Worksheet Form” will be sent to the “beneficiary” upon which receipt of the “Worksheet” information will be used to fill out Form I-129.   Once LCA approval (“Certified”) is received, ALL supporting documents including a copy of the LCA approval will be sent by FedEx to USCIS with a Memo. 
a. NOTE: DIA requires at least 5- 10  business days to complete the H-1B petition on behalf of the beneficiary.  
b. NOTE: DIA highly recommends that premium processing is selected. See instructions in section 6.b. for more information on how to submit your premium processing personal checks to the MSU Foundation.




6. The response from USCIS can take between 90 to 180 days for regular processing and 15 to 20 business days for “premium/expedited processing. 
a. If  Premium Processing is requested, the Form I-907 will be completed and submitted with the H-1B pack – (Form I-129, LCA approval, Form I-907, and all supporting documents). 
b. NOTE:. Since DHS only accepts payments from Morgan State University, the faculty/scholar can drop a personal check to the MSU Foundation using the DIA Account #2800. Please alert Dr Yacob Astatke ASAP so he can submit the request to the MSU Foundation to prepare the check for premium processing. The MSU Foundation only cuts checks on the 1st or the 15th of each month. Therefore, all requests should be submitted at least 5 business days before the check is due.

c. Once the H1B application is filed with USCIS, the response can be classified into two categories: 
· Category #1 - Decision of approval  H1B visa is ready to be issued.
· Category #2 - Request for Evidence (RFE)   USCIS requires additional information before they approve or reject the H1B visa request.  In this case DIA will alert the faculty/scholar to prepare the necessary documents to respond to the RFE. 

II. Associated Fees when filing for H1B Petition  
The necessary filing fee(s) should be attached to the application. Some associated fees should be paid by the petitioner (Hiring Department/Morgan State University), others can be paid by the candidate. Go to the following website for current filing fees, and click on “Immigration Forms”:  http://www.uscis.gov/portal/site/uscis .

	Associated Fees
Checks are to be made payable to, Department of Homeland Security (DHS)


	I-129  (H-1B petition or application)
Payable by the Morgan’s sponsoring department
	$460.00

	Fraud prevention and detection fee
Payable by the Morgan’s sponsoring department
	$500

	Premium processing fee (optional)
Payable by the scholar/sponsored employee
NOTE: Dean and Provost Approval are required if the Sponsoring Department wants to pay for it.
	$2,805






Required Documents for H-1B Processing

	Collect the following evidentiary requirements and send them to the attention of Provost and V.P. for Academic Affairs (Truth Hall, 300). For your convenience we’ve listed the documents in order of importance. You may check the box to the right for completion/tracking purpose. 

	1
	Copy of appointment memo/letter signed by the President indicating proposed salary and faculty rank 
	

	2
	Two paragraphs regarding the proposed duties at MSU, and your professional background (see pg. 10) 
	

	3
	Printed and signed H-1B Worksheet (pgs. 3 - 9) 
	

	4
	  Updated copy of Curriculum Vitae
	

	5
	Photocopy of Doctoral diploma and Undergraduate degree diploma. If possible, please provide OIS with copies of all degrees. 
	

	6
	Transcripts of degrees.  Please ensure that translations are provided, if necessary. The following attestation must be printed and signed on each individual translation: 
“I certify that I am competent to translate from                             into English and that this is a true English translation of the attached document in the                                    language.” 

Signature of translator and date 


Name / title (typed) of translator 
	

	7
	Go to the following website for current filing fees, and click on “Immigration Forms”: https://www.uscis.gov/forms/filing-fees
Search for filing fee(s) for:
	

	
	· Form I-129 or H petition
	

	
	· Form I-539 or H-4 dependent petition
	

	
	· Form I-907 or premium processing petition 
	











If the beneficiary is in the United States, the following documents are also necessary:

	Photocopy of all: 


	1. 
	Form I-797(s),

	2. 
	Form I-20s (if beneficiary is doing an Optional Practical Training or OPT)

	3. 
	Form DS-2019s (if beneficiary is going to transfer the H-1B visa to MSU)

	4. 
	And/or Employment Authorization Documents indicating authorized, uninterrupted work or stay in the United States

	5. 
	If applicable, copy of latest 3 pay stubs if employed by a U.S. employer 

	6. 
	I-94:  Copy of the last Form I-94 arrival/departure record issued at a U.S. Port of Entry. Please photocopies of the front and back and make sure the date of entry, and visa classification, are completely legible. Can be downloaded here  on the Form I-94 website for Travel Records for U.S. Visitors or visit https://i94.cbp.dhs.gov/194/#/home .  

	7. 
	Passport:  Copy of the biographical data page in beneficiary’s passport bearing photograph, passport expiration date, country of permanent residency, country of citizenship, and passport number

	8. 
	Copy of latest H-1B visa stamp (if applicable).

	9. 
	I-797: Copy of I-797 Approval Notice for all waivers of 212(e) if the beneficiary was in J-1 status

	10. 
	Completed Form I-539 for H-4 dependents and filing fee.  Office of International Students and Scholars Services is not authorized to sign the Form I-539 on a dependent’s behalf.  The form can be downloaded from the following address: https://www.uscis.gov/forms/filing-fees 


	
	Please follow the instructions carefully and submit the form itself in addition to all requested evidentiary documents
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