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Meisler Hall 2200 • 390 Student Center Circle 

Mobile, AL 36688-0002 
Phone: 251.460.6050 

E-mail: immigration@southalabama.edu

Changes in Terms of Employment or Termination 
Departments must consult with the Office of Immigration prior to changing an H-1B employee’s terms of employment (including 
changes to job duties or department) to determine whether an amended petition is required. 

Please inform the Office of Immigration immediately if an H-1B worker’s employment is terminated so that our office can notify the 
Department of Labor and USCIS to immediately withdraw the H-1B.  Because H-1B status is an employment-based status, that status 
immediately ends upon termination.  If the department terminates employment, the department must pay the reasonable cost of return 
transportation to the H-1B employee’s last place of foreign residence.  The department will continue to be liable for paying the 
individual’s full salary and benefits if the H-1B support is not withdrawn. -
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DEPARTMENT PROCEDURES

1. Mandatory Recruitment:��86$�DQG�86$�+HDOWK�PXVW�XQGHUWDNH�D�UHFUXLWPHQW�SURFHVV�WR�GHPRQVWUDWH D
JRRG�IDLWK�HIIRUW�WR�UHFUXLW�DQ�$PHULFDQ�FLWL]HQ�IRU�WKH�MRE�RSSRUWXQLW\�LQ�WKH�VDPH�VDODU\�UDQJH���$OO
UHFUXLWPHQW�PXVW�VSHFLI\�WKH�SUDFWLFH�W\SH�RU�RFFXSDWLRQDO�FODVVLILFDWLRQ��VSHFLILF�ORFDWLRQ��DQG�WKH
VSHFLILF�HPSOR\HU��86$��86$�+HDOWK&DUH�0DQDJHPHQW��//&���7KH�UHFUXLWPHQW�PXVW�UXQ�IRU�DW�OHDVW���
GD\V��&HUWDLQ�RQOLQH�SODWIRUPV�DUH�DOORZHG�IRU�QDWLRQDO�DQG�LQ�VWDWH�UHFUXLWPHQW���&KHFN�ZLWK�WKH�2IILFH RI
,PPLJUDWLRQ�LI�\RX�KDYH�TXHVWLRQV�UHJDUGLQJ�WKH�UHFUXLWPHQW�SURFHVV�

2. Request H-1B processing �&RPSOHWH�$SSHQGL[�$��
7R�LQLWLDWH�WKH�+��%�SURFHVV��WKH�GHSDUWPHQW�VKRXOG�FRPSOHWH�WKH�$SSHQGL[�$�VHFWLRTLБRX�DTLгSRU@怄�Q� �T C Xe
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PROSPECTIVE H-1B EMPLOYEE PROCEDURES

1. Provide immigration information and history (please complete Appendix C): The Office of Immigration or
department’s point of contact will communicate with the prospective H-1B worker to obtain the supporting documents noted on page 
13 of 13. 

2. H-4 Dependent Sponsorship.  If a prospective H-1B employee has dependent family members (spouse or children) whom
they would like sponsored for H-4 visa status in connection with their H-1B petition, the foreign national will need to consult with the
Office of Immigration about processing the H-4 visa support.  For sponsorship of dependents that are already in the US to either extend
or obtain H-4 status, the prospective H-1B employee will need to submit documents for concurrent filing with the H-1B petition. The
immigration attorney handling fee is approximately $500 (subject to change). USCIS fee for the filing of an H-4 petition is $4���IRU
HOHFWURQLF�ILOLQJ�RU������IRU�SDSHU�ILOLQJ.  For�dependents that are currently outside of the U.S. and will enter the U.S. in H-4 status at a
later date, the Office of Immigration can advise�on how they may obtain H-4 status abroad.

OFFICE OF IMMIGRATION PROCESSING 

After the department and foreign national submit the required paperwork, the Office of Immigration will proceed as follows: 

1. Request a prevailing wage 
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Passport # : __________________________________   Passport Country:  
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