
SAMPLE LETTER (ON DEPARTMENT LETTERHEAD)
<DATE – as close to date of travel as possible>

Department of Homeland Security

U.S. Customs and Border Protection
Re:
Verification of H-1B Employment ­ <EMPLOYEE NAME> 

Dear CBP Officer:
This letter verifies that <EMPLOYEE NAME> is an employee at the University of California, Berkeley until <END DATE OF THE H-1B APPROVAL NOTICE>
. 
They serve as <JOB TITLE> and receive an annual salary of $<WAGE>.     

We appreciate your assistance on <EMPLOYEE NAME’S> behalf.  If you should have any questions or need further information, please contact UC Berkeley’s Berkeley International Office at telephone: 510-642-2818 or email: H1B@berkeley.edu.
Sincerely,

<HR Partner, PI or Immediate Supervisor’s Name>

UC Berkeley

