THE LAW FIRM OF

DEHAI TAO, P.C.
24 Frank Lloyd Wright Drive, Suite B1400

Ann Arbor, Michigan 48105
Dehai Tao, Senior Attorney

Luke Bowman, Associate







(734) 930-7300

Jane Wang, Associate






     
  
Employee Information

This table to be fully completed by Employee. Please enter all dates on this form in MM/DD/YYYY format.

	Today’s date
	09/03/2016
	Employee’s case # w/ Dehai Tao PC 
	

	Employee’s first name
	ASHOK KUMAR REDDY

	Middle name
	

	Last name
	MOORI

	Gender
	MALE

	Full home address in USA (street, city, state, zip code) ◊
	

	Permanent address abroad (street, city, state/province, country, zip code)
	02-433, BLK#359, TAMPINES STREET 34, SINGAPORE - 520359

	Social Security Number
	

	Date of Birth
	25/07/1978

	City, Province and Country of Birth
	ADAPUR, ANDHRA PRADESH, INDIA

	Email address
	ASHOKVAR@GMAIL.COM

	Phone number
	+65 81188449

	Date of most recent arrival to USA
	

	I-94 number 
	
	I-94 expiration date
	

	Full history of status in US (if applicable). Please include details about both approved and denied filings.

From (date)             Till                  Status (e.g. H-1, F)         School or Employer                USCIS Receipt Number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Consulate for visa notification (city, country) or Port of Entry
	

	Do you have a spouse and/or children currently in the US who need H4?
	

	Passport number
	F8249316
	Passport expiration date
	14/09/2016

	Do you have a greencard petition in process? 

Please provide details.
	

	File this H-1B in Premium (15-day processing) for an additional $1,225.00?
	


The Position Offered 

This table to be fully completed by Employer:
	Employer’s business name
	

	Job title for employee
	

	Proposed salary (if higher than prevailing wage)

	

	Part time or Full time (if part time amount of time each week)
	

	Brief description of proposed job duties
	

	Date of intended start of employment on H
	

	Where will the employee work?* 
Check all that apply
	______ In-house at Employer’s own location
______ Client location – please provide the following:
Middle vendor(s):

End-user’s name, full address including street, city, state, zip code:



	Number of  employees on your payroll today
	
	Of those employees, how many are on H-1B or L-1 status
	


Please note:
· We will assign the employee a three or four-digit number. Please refer to it whenever you contact us about your case and include on the attorney fee check memo line plus type of petition e.g. “1234 H-1b transfer”

· For H-1B extensions: It is the employee’s responsibility to contact the employer and Dehai Tao PC to request extension of your status at least two months before your H-1B status expires. You may file an extension up to six months prior to status expiration. Please start the extension process early; you may work on H-1B extension for only 240 days beyond the expiration of your status.
· ◊ You (the employee) are required to file Form AR-11 at uscis.gov within 10 days of moving if you change your residential address.

· Very important: Filing H-1B extension does not automatically extend your spouse/child’s H4 status! Be careful not to let H4 dependents fall out of status. Please inform us if you have H4 dependents and fill out an H4-info form.

· Although USCIS accepts money orders, it’s best to use separate checks for each filing fee so you may track its progress with your bank and cancel it in event of misplacement.
· To avoid the unreliability of verbal communication, only written statements from your attorney, either in signed letters or email, constitute legal advice. For the same reason, we are responsible for knowing information provided to us in writing only, either electronically or hard copies, but not verbally.
· * The employee may work only at a location authorized by an LCA. You cannot change the work location in the middle of the H-1B filing process. USCIS may deny the case if you submit a new work location in response to an RFE. You may change the work location, by filing an LCA, only after the H-1B petition is approved. USCIS will expect to see agreements, work orders (dated before date of filing) and client letters if employee is placed at a client site. 
· Please contact us at h1b@dehaitao.com with any concerns.

Employee and Employer Document Checklist
From the Employee:
Please send three copies of the following supporting documents. We are required to file duplicate copies so that USCIS forwards a copy to the consulate via PIMS (Petition Information Management Service). Please save an additional copy for your own records. We recommend sending us documents via courier (e.g. FedEx or UPS) instead of US Postal Service to avoid delay. Please indicate if there are any documents you cannot provide. 
· Passport 
· I-94 if currently in US
· All university diplomas and transcripts

· I-20 form if you are currently on F-1 status

· Employment Authorization Document if you are on F-1 status

· Education evaluation if you already have one

· All approval notices of any prior H or L petitions
Please send one copy of the following supporting documents.

· Completely filled employee information form

· Detailed Resume with specific month, year and address for each school and employer, and detailed description of your job duties with previous employers

· Most recent pay stub if you are working for a US employer (no more than 3 weeks old)

· W2 if available
· PERM/Labor certification (all pages) and I-140 receipt or approval notice if available
From the Employer:
· Completely filled Employer Information form and Position Offered form
· Please send us three signed originals of the forms, LCA and petition letter.

· Please sign all forms in blue ink. Black ink makes the form look like a copy, which USCIS may reject because it requires originals. 

· If you have never used iCert (LCA system implemented in July 2009), please provide documentation from IRS noting assignment of FEIN; Federal or State tax return (only acceptable with a pre-printed label) or a pre-printed tax coupon; documentation from employer’s financial institution showing employer’s FEIN; other official documentation showing the FEIN and name of the employer.  
· Important - Work itinerary (please see caveats on p. 2 about work location) 
1) Contract, work order and client letter (all contracts and work orders must be dated before the date of filing); or 
2) Detailed description of in-house project. 
· Optional but strongly recommended to avoid a Request For Evidence: 
· Employment agreement between H-1B employer and employee

· Company brochure
· Copy of employer’s last two tax returns
· Copies of employer’s four most recent quarterly wage reports (federal and/or state)
· Copy of office space lease agreement

· Organizational chart 
· Job offer letter 
· It is your (the Employer’s) responsibility to notify us if the employment is terminated, so we contact USCIS to withdraw the H-1B. This is very important. If you do not withdraw an H-1B promptly after an H-1B employment is terminated, you will be responsible for continuing to pay the employee’s wages after s/he resigns. 
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