
 
 

 
 

Checklist  of items needed for E-3 processing at  I SSS:   
 
Needed From  the Departm ent : 

 

m em o from  departm ent  (see tem plate at  

http://www.colorado.edu/oie/node/725/attachment) 
 

actual wage form  (see ht tp: / / www.colorado.edu/ oie/ sites/ default / files/ at tached-
files/ E3actualwage.pdf)  

 
check to “Dept . of Hom eland Secur ity” ( spelled out )   for  $325 for  E-3 processing 
fee, if  filing for a change of status or an extension within the USA. Not  required if the 
em ployee is obtaining the E-3 visa overseas and gaining E-3 status by entering on 
that  visa.  

* * To request  a  check from  the PSC, departm ents have to com plete the Paym ent  Voucher 

and send it  to I SSS for a  signature. I SSS w ill have to sign the Paym ent  Voucher ( for 
im m igrat ion fees only)  and send it  to the PSC.  

 

 
a copy of the signed let ter  of offer,  if this is a new em ployee. Do not  send originals. 

 
Nam e of em ployee:  ___________________________ Em ail:  __________________ 

 
Job t it le:  _____________________ 

 
Non technical descript ion of j ob:  Research/ Teaching in ________________________ 

 
Provide the occupat ional t it le and code that  m ost  closely m atches this posit ion from  the list  by 
doing the following:  
 

• Go to ht tp: / / online.onetcenter.org 

• I n the top r ight  corner, under Occupat ion Quick Search, t ype in the occupat ional t it le here 

and click enter 
• View the list  of occupat ions that  m atch your search ent ry. Choose the closest  sounding t it le 

and click on it  
• Review the tasks, tools, technology, etc. that  is associated with this occupat ion. I f this 

m atches with the posit ion for which you want  to hire, indicate here the:  
 

Occupat ional Tit le:  ______________ and the Code (next  t o the occup. t it le) : ______ 
(e.g. for Chem ists:  19-2031.00 -  Chem ists)  
 

 Address where person will work:  _________________________________________________ 
 
 Will the em ployee work off-site (not  at  the address listed above) :   Yes  No 
 (Do not  include at tendance at  workshops, conferences, sem inars, fieldwork sites, or sites 
 where the em ployee will be for less than 30 days in the calendar year) . 
 
  
 
 

I f Yes, com plete address where the em ployee will work off-site for m ore than 30 days in a 
calendar year:  ____________________________________________________________ 

 

Office of International Education t +1 303 492 6016 
 International Students & Scholar Services t    +1 303 492 8057 
 Study Abroad Programs t    +1 303 492 7741 
Campus International Center f +1 303 492 5185 
Center for Community, Suite S355 w  http://www.colorado.edu/oie 
123 UCB  
Boulder, Colorado 80309-0123 
USA  



 Full t im e:    Yes    No. I f not  full t im e, indicate no. of hours/ week:  ___________________  
 

 Wages/ year:  ______________________  
 

 Dates of intended E-3 em ploym ent  (E-3 start / end dates, not  necessarily the dates of 
cont ract ) : ________________________ 

 
 
Fedex Services:  
 
 I f the Departm ent  wants t he pet it ion to be fedex'd, please provide the following:  
 
 Fedex Account  Num ber:  ____________________  SpeedType:  _________________ 
 
 I ndicate if you want  the H-1b pet it ion to be:  
 
 Fedex'd to USCIS   Fedex FROM USCIS back t o ISSS:  

 
 
For m ore inform at ion about  the E-3 visa, please see ht tp: / / www.colorado.edu/ oie/ cu-
boulder-hiring-departm ents/ e-3- inform at ion-and- form s  
 
E-3 
DOCUMENTS NEEDED FROM THE E- 3  Scholar : 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

**FOR CHANGE OF STATUS OR EXTENSIONS, PLEASE PAY ATTENTION TO THE 

INFORMATION ABOUT PROCESSING TIMES AT: http://www.colorado.edu/oie/h-1b-

overview/processing-time-h-1be-3-status  

 

 



 
Scholar Nam e:  _____________________________ 

 
 All other nam es used (aliases, m aiden nam e, nam es from  previous m arr iages) :   

 
 __________________________________________________________________________ 
  
 Date of bir th/ count ry of bir th:  _____________________ Province of Bir th: ____________ 
  

Cit izenship:  ________________________  Any Travel issues?  Yes   No  

 
Travel outside the USA while E-3 is pending will result  in abandonm ent  of the pet it ion if a 
change of status is being requested. Speak w/  ISSS about  any t ravel plans so we can advise 
accordingly. 

 
 

I F SCHOLAR W I LL OBTAI N E- 3  VI SA OVERSEAS AND THEN ENTER THE US TO 

BEGI N / EXTEND EMPLOYMENT AT CU I N E- 3  STATUS: 

 

The scholar will need to have the following to apply for the E-3 visa:  
 
 Evidence of Aust ralian cit izenship 
 Copy of the Labor Condit ion Applicat ion (LCA)  – This will be provided by ISSS upon 

receipt  of the E-3 Mem o and Actual Wage form  as m ent ioned above 
 Evidence of qualifying credent ials (academ ic diplom as)  
 Job offer let ter establishing that  the scholar will work in a specialty occupat ion and 

that  s/ he will be paid the actual or  prevailing wage  
 
NOTE:  There will only be 10,500 E-3 visas available in any given year,  so there m ust  be a 

visa num ber available for the scholar to obtain E-3 status. 

 
Docum ents Needed From  the Scholar if  the  scholar  is already in the U.S. and w e 

are  processing for a change of status or  an extension: 

 
Prior I m m igrat ion Status Held: 

 
 Were you ever on an J visa program  (J1 or J2)?   Yes  No  

 
 I f Yes, please provide the SEVIS ID Num ber(s)  for the J program :  ______________________ 

 
 Provide the dates when you held J1 or J2 status:  ____________________________________ 

  
 Were you ever subject  to the 2 year hom e residency rule if on a J visa?  Yes  No  

 
 Were you ever on an F1 visa program      Yes No 
 
 I f Yes, please provide the SEVIS ID Num ber(s)  for the F program :  ______________________ 
 
 Have you ever had an Em ploym ent  Authorizat ion Docum ent?  Yes No 
 
 I f Yes, please provide the EAD Num ber:  ______________________ 
 

I f current ly an E-3, E-3 receipt  num ber:  ___________________ 
 
I f  current ly in  the US:    
 

Date of m ost  recent  arr ival  _______ I -94# : ____________ Current   status:  ______   
 
Date Status Expires:  _______________             

 



Passport  Num ber:  ____________  I ssue date:  ________Expirat ion date _________  
 

Current  US address if already in the US:  ___________________________________ 
 

I f  Scholar is current ly overseas, or needing to get  a  visa from  overseas ( consular 

not if icat ion) : 

  
 Consulate where you will apply for visa (cit y, count ry) :  ____________________________ 

 
City where consulate is located:  ______________ Count ry:  ___________________________ 

 
 Foreign address if obtaining the visa overseas:  _____________________________________ 

 
I nform at ion about  Educat ional background: 

 
I f you obtained your graduate degree in the US, provide the following:  

 
Nam e of university you graduated from :  ___________________________________ 

 
Date degree awarded:  ____________ Type of degree:  [     ]  Masters [     ]  Ph.D. 

 
Address of your university:  _____________________________________________ 

 
Subm it  the following item s to ISSS:  
 

2 copies of your highest  level diplom a. I nclude a t ranslat ion into English, if appropriate. 
Transcripts are needed if the field of study is not  listed on the diplom a.  
 

* * I f your diplom a was obtained outside the US, you m ust  provide a Credent ia l 

Evaluat ion ,  to confirm  that  your foreign degree is sim ilar to a US degree. The 
com pany you use should be a m em ber of the Nat ional Associat ion of Credent ial 
Evaluat ion Services (NACES) . See ht tp: / / www.naces.org/  

 
2 copies of your CV (opt ional)   
 
I f current ly in the U.S.,  2 copies of current  I -94  
 
2 copies of all prior E-3 approval not ices, if appropriate  
 
2 copies of m ost  recent  paycheck if current ly on an E-3 with another em ployer  
 
2 copies of visa stam p in passport , if current ly in the US  
 
2 copies of passport  page showing photo, date of bir th, expirat ion date of passport   
 
2 copies of J waiver approval not ice, if previously subject  to the J1 2 year residency rule  
 
2 copies of your DS2019s, if you were ever on a J1 or  J2 program 
 
2 copies of all previous J visa stam ps, if you were ever on a J1 or J2 program 
 
2 copies of EAD card ( if you were on OPT, J2 work perm ission, or other work perm ission)   
 
2 copies of I -20s ( front  and back) , if you were ever on an F1 program 
 
 
 

I f  You have Dependent  Fam ily Mem bers ( spouse/ children) : 
 

Are your dependents current ly in the US?   Yes  No 
 
Do they need to change/ extend to E-3D status?  Yes  No 



( * * applicable only if  your dependents are current ly in the U.S.)   

 
I f yes, include the following docum ents:   

 
1 or iginal com pleted I -539, plus 1 copy (download from  www.uscis.gov) . This should be 
com pleted by your spouse and children;  one form  for all fam ily m em bers. DO NOT I NCLUDE 

YOURSELF. Sign the or iginal in BLUE INK.  
 
Processing fee of $290, m ade payable to “Dept . of Hom eland Securit y” . (This fee covers all 
fam ily m em bers listed in the I -539.)   
 
2  copies of each fam ily m em bers’ im m igrat ion/ passport  docum ents. I nclude passport  page 
with expirat ion date, visa page, I -94, all im m igrat ion docum ents.  
 
2  copies of m arr iage cert ificate, t ranslated into English, for your spouse.  
 
2 copies birth cert ificates for each child listed, t ranslated into English.  

 

 


