
[Letterhead]

[Date]

Name

HR Generalist

Human Resources Management

Mississippi State University

Mississippi State, MS 39762

RE:
Name of Employee

Dear Name:

It is our understanding that you and your office will assist MSU employees and potential MSU employees in obtaining the H-1B temporary working permit.  Accordingly, your assistance is requested in obtaining the H-1B for the period of [Beginning Date] to [Ending Date] for [Employee], who serves (will serve) as a [Position Title] in this department.

Dr./Mr./Ms. [Employee] was hired/will be hired by [Department] on [Beginning Date].  This position will be funded through [Ending Date], for a period of years/months.

We are confident funding for the position will be available and do understand that in the event funding is not available then [Department] is responsible for return travel to Dr./Mr./Ms. [Employee](s home country should he/she so desire.

Sincerely,

[Department/Unit Head]

Recommended:

[Dean/Director]

Approved:

[Vice President]

