
 
 

 

Request to Initiate H1B Process 
 
Submit this form with copies of the Contract, Position Description, LCA Authorization & Export Control Assessment forms to CIE. 

 
Employee Name & Email   ____________________________________________________________________________________ 
 

   Is this an extension of a current UWM H1-B?    Yes _____ No _____ 
 
   Is the employee currently in H1-B status at another institution?   Yes _____ No _____ 

    UWM Dept/Division  ___________________________________ Proposed UWM Title  ____________________________________ 
  

Salary  _______________________________  % Time  _________________________  
 

Anticipated H1B employment dates  _____________________________ to _________________________ 
    
    Degree & Field(s) of study required for position ___________________________________________________ 
 

  ALL Work Site Address(es). Note: if any work done from home, home is work site that must be disclosed for LCA & H1B.  
___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________ 

   
    Hiring Unit Contact ________________________________________________________ 

 
  

 

Actual Wage Verification  
We are required to document the wage level paid to all other individuals with similar experience and qualifications in this 
school/department – the Actual Wage. If the salary offered to the prospective H-1B is different than that offered to others with the 
same job title these differences must be explained in terms of experience, education, specialized knowledge, and other legitimate 
related factors. 

 
The U.S. Department of Labor (DOL) mandates actual wage information is accessible to public examination. Therefore, the hiring unit 
must provide CIE with this actual wage determination form, which CIE is required to keep in a public access file.  Please keep a copy 
of this form with salary information of similarly employed individuals. 

 
The following comparison information is from three similarly employed workers: 

 
Hiring Date Department Title Salary 

 

 
 

 

 
 

 

 
 

 

Please check any of the following factors considered in determining salary: 
 

  Degree (s) earned  Previous work experience 
 

  Area of specialization  Others (please explain): 
 

I hereby certify that the salary listed above reflects the wage range paid to all other individuals with similar experience and 
qualifications working in this school/department. If there is more than one wage paid to employees, I am able to explain the 
reason(s) for this differential in wage rates. In the event of a DOL audit, I am able to provide DOL with documentation (which must 
include names and payroll records of similarly employed individuals) to verify these statements. 
 
  
Signature of Dean/Dean-Authorized Signatory       Date 

 
 
  



 

 H-1B Summary 
Center for International Education, International Student & Scholar Services, Garland 138, 229-4846 

 
 

At most U.S. universities, H-1B visa status is used for employing university faculty, as well as some researchers for a 
maximum of six years. H-1B is for individuals who will perform services in a "specialty occupation," which is defined in 
regulation as an occupation that requires (A) theoretical and practical application of a body of highly specialized 
knowledge, and (B) attainment of a bachelor's or higher degree in the specific specialty (or its equivalent) as a minimum 
for entry into the occupation in the United States. 

 
H-1B PROCESS at UWM 

 Hiring unit HRBP/designated immigration manager submits a copy of the Contract/letter of offer/PD to CIE 
with completed and signed "Request to Initiate H-1B Process" and "Labor Condition Application 
Authorization" forms 
 CIE submits a Prevailing Wage (pwage) request to the U.S. Department of Labor (DOL) 
 When the Prevailing Wage is determined and the offered salary meets or exceeds the pwage, CIE submits a 

Labor Condition Application (LCA) Request to DOL 
 Two complete LCA copies accompanied by the “Labor Condition Application Notice” title page are posted in 

two conspicuous work places at ALL work sites for 10 working days, then signed and returned to CIE for the 
Public Inspection File; campus posting are done by the academic unit; postings at employee’s home work site 
are done by employee 
 Employee's Supervisor completes the "Export Control" assessment form and forwards to CIE 
 Hiring unit obtains checks for required H1B-related fees and forwards to CIE 
 Prospective H-1B employee submits Questionnaire and required documents via Immigration Tracker 
 When DOL certifies the LCA, CIE prepares the USCIS Form I-129 and forwards to the hiring unit for signature or 

signs the forms with Dean’s authorization 
 The Dean (or Dean's-authorized signatory) signs three originals of the I-129 and returns signed original forms 

to CIE for the filing of the petition for H1B status with USCIS 
 CIE compiles petition for H-1B status & files it with US Citizenship and Immigration Service (USCIS) 
 CIE notifies division when H-1B status is approved 

 
PREVAILING WAGE, ACTUAL WAGE AND LABOR CONDITION APPLICATION 

 
In order to file an H-1B application, a certified Labor Condition Application (LCA Form ETA-9035) must also be filed with 
the Department of Labor (DOL). The LCA requires information related to the position and a statement of compliance on 
the part of the employer. In addition, the law requires that a determination of prevailing wage and actual wage must be 
made as part of the LCA process. The LCA cannot be submitted until the Prevailing Wage and Actual Wage are 
determined. The Prevailing Wage is requested by CIE and determined by DOL. The Actual Wage is determined by the 
hiring unit. The “Request to Initiate H-1B Process” Form has more information on the Actual Wage. The employee 
must receive a salary that is at least equivalent to the Actual or Prevailing Wage, whichever is higher. 
 
H-1B FILING FEES  
 
I-129 Filing Fee - $460.00 (required) 

   Fraud Prevention and Detection Fee - $500.00 (required for initial H1B, but not extensions) 
 
Premium Processing Fee - $2500.00 (optional) Note: Premium Processing (PP) expedites I-129 processing by USCIS to 
approximately two weeks. 
 
Check Information: Employing unit is responsible for checks. Note: Individual checks for each fee are required. Checks 
payable to "U.S. Department of Homeland Security." Checks should be hand-delivered to CIE, attn: Brooke Thomas. 

 
Address for Check Request: USCIS/California Service Center 24000 Avila Road, 2nd Floor, Room 2312, Laguna Niguel, CA 
92677
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