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  PERM LABOR CERTIFICATION DOCUMENT CHECKLIST
	Dear Client:  


	please provide us as soon as possible with a copy of each of the documents listed below on 82@ x 11" plain white paper.  If you reduce an oversized document (i.e., diploma, certificate, transcript, mark sheet),  make sure that the copy is easy to read and is a complete, accurate representation of the original.  We  need only one (1) set of copies; so do not send us any additional set(s).  Should we require originals of documents or any materials not listed on this sheet, we shall notify you promptly.  Thank you for your assistance. 


A.
THE FOLLOWING DOCUMENTS ARE REQUIRED IN ALL CASES
1. THE COMPLETED APERM ALIEN LABOR CERTIFICATION QUESTIONNAIRE@ FROM OUR OFFICE;

2. YOUR LATEST W-2 FORM AND MOST RECENT EARNINGS STATEMENT

3. ALL OF YOUR UNIVERSITY, COLLEGE, JUNIOR COLLEGE AND/OR VOCATIONAL SCHOOL DIPLOMAS AND CERTIFICATES, AND CORRESPONDING TRANSCRIPT(S) AND/OR MARK SHEET(S);

4. YOUR UPDATED RÉSUMÉ (SEE PART C, BELOW, REGARDING CONTENTS);

5.
YOUR PASSPORT (EXCEPT BLANK PAGES);

6.
YOUR FORM 1-94 (BOTH SIDES); AND


 

7.
BIRTH AND/OR MARRIAGE CERTIFICATE(S)  [MAY BE SUBMITTED AT A LATER DATE]

B.
PROVIDE THE FOLLOWING DOCUMENTS IF APPLICABLE AND IF YOU HAVE THEM
1.
YOUR FORM(S) I-20 (BOTH SIDES);

2.
YOUR EMPLOYMENT AUTHORIZATION DOCUMENT (EAD)  [PLASTIC CARD];

3.
YOUR EMPLOYMENT AUTHORIZATION LETTER FROM PROGRAM SPONSOR (J-1 VISA HOLDERS ONLY);

4.
NOTICE OF APPROVAL (FORM I-797) OF ANY PRIOR H-1B OR L-1 PETITIONS FILED ON YOUR BEHALF;

5.
YOUR H-1B PETITION DOCUMENTS (I.E., LCA, I-129H AND OFFER OF EMPLOYMENT LETTER); 

6.
YOUR PREVIOUS FORM(S) I-94 (BOTH SIDES); AND

7.
LETTER(S) FROM PREVIOUS EMPLOYER(S) REGARDING YOUR WORK EXPERIENCE.  IF YOU DO NOT 


ALREADY HAVE THIS MATERIAL (OR IT IS NOT USABLE), AND YOUR CASE REQUIRES IT, DO NOT 


CONTACT YOUR PREVIOUS EMPLOYER(S) UNTIL WE HAVE PROVIDED YOU WITH THE EXACT WRITTEN 

FORMAT(S) OF THE LETTER(S).  WE SEND THE FORMATTED LETTERS TOGETHER WITH THE ORIGINAL 

LABOR CERTIFICATION FORMS FOR YOUR REVIEW AND SIGNING/DATING. 

C.
YOUR RÉSUMÉ SHOULD CONTAIN ALL OF THE FOLLOWING INFORMATION
1.
THE NAME OF EACH UNIVERSITY, COLLEGE AND/OR VOCATIONAL SCHOOL WHICH YOU HAVE ATTENDED; THE CITY, STATE AND COUNTRY IN WHICH THAT INSTITUTION IS LOCATED; THE EXACT DEGREE/ DIPLOMA/CERTIFICATE YOU HAVE EARNED AND YOUR MAJOR FIELD OF STUDY; THE MONTH AND YEAR YOU STARTED AT THAT INSTITUTION; AND THE MONTH AND YEAR YOU STOPPED STUDYING THERE;

2.
EACH JOB YOU HAVE HELD WITHIN THE LAST 3 YEARS, OR SINCE YOU GRADUATED FROM COLLEGE, 


WHICHEVER IS LONGER, AND ANY OTHER JOB WHICH YOU HAVE HAD WHICH IS RELATED TO YOUR 


CURRENT EMPLOYMENT.  FOR EACH JOB, THE RÉSUMÉ SHOULD STATE:

A.
THE FULL LEGAL NAME AND ADDRESS (STREET NUMBER, CITY, STATE COUNTRY, ZIP CODE)
OF YOUR ACTUAL EMPLOYER.  YOUR AACTUAL@ EMPLOYER IS THE PARTY WHO ISSUES YOUR SALARY, NOT THE CLIENT OR CUSTOMER FOR WHOM SERVICES ARE PERFORMED; 

B.
YOUR JOB TITLE (STATE YOUR EXACT H-1B DESIGNATION, IF APPLICABLE);

C.
FOR EACH RESPECTIVE PERIOD OF EMPLOYMENT, THE MONTH AND YEAR YOU STARTED 



WORKING THERE AND THE MONTH AND YEAR YOU LEFT; AND 

D.
A DETAILED DESCRIPTION OF YOUR DUTIES IN EACH POSITION, PARTICULARLY THE DUTIES 


WHICH WERE SIMILAR TO OR THE SAME AS THOSE OF YOUR PRESENT POSITION.
