NIH Instructions for Processing 

FedSource Visas 
March 22, 2004
1.  Prepare the task order, indicating between item 17 and 18 the costs that NIH will pay and attach the following documents to the task order:

     a)  Resume
     b)  Old visa or any information required by the INS for the Visa application
     c)  Letter to FedSource for the NIH police to sign off on the individual for security purposes

          (this is a requirement of the FedSource contract).

2.  Take/send the packet to the NIH Police, Attn: Chief Alvin Hinton for his review and signature.

3.  After you have the NIH Police approval, forward the entire packet of information via

fax 410-962-6958 to FedSource.

4.  The task order with all information will be forwarded by FedSource to their contracting officer for review and approval prior to FedSource providing it to the contracting agency.

5. After the individual is approved for hiring notify ISB of the placement.
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National Institute of Health

National Institute of Mental Health

Intramural Research Program

10 Center Drive MSC 1381

Bldg. 10, Room 4N-222

Bethesda, Maryland 20892

November 13, 2003

U.S. Department of Treasury

FedSource
Attn:  Ialene Proctor
31 Hopkins Plaza

Baltimore, Maryland 21201

Dear Ms. Proctor:

     This letter is to request the issuance of a task order obtaining support services under the Department of Treasury, FedSource contract.  The contractor has proposed Luo Qian who is applying for an H-1B visa.  The research staff required at the National Institute of Mental Health (NIMH) and the National Institutes of Health (NIH) is multi-cultural with varied scientific and professional skill levels.  The ability to recruit contract staff to perform the tasks that meet the research requirements of the Institutes will enhance the retention, recruitment and the long term mission of the NIMH and the NIH.

      The above reference visa requirement has been reviewed and approved by the NIH Police Office, as indicated by the signature below.  Please process our request for a contract employee in accordance with the required dates set forth in the task order. This request by the NIMH supports the mission of the NIH to conduct world class research and cannot be met without multi-cultural world class staff.  The NIMH realizes that there could be a cost associated with the visa request but requests that FedSource provide the best value for the NIH.  

     I look forward to a positive response to this request and a continued professional working relationship with the FedSource staff.

                                                                             Sincerely,

                                                                             Robert Desimone, PhD                                
                                                                             Scientific Director, NIMH

NIH Police Office  ____________________       Approve/Disapprove

FedSource-Baltimore ____________________      Approve/Disapprove

FedSource H-1B Visa Costs
The cost for processing visas will be billed as a direct cost pass through along with an administrative charge of 2%.

The approximate costs for H-1B visas are as follows:

Filing/application fee of approximately $250 and legal fees of $1,000 to $4,000 generally paid by the employee, but can be paid by NIH.

Employer fee of $1,500 paid by NIH.

Expedited process fee (for expedited process that reduces the process time from two to three months to three weeks) of $1,000 paid by NIH.

Possible return air travel ticket, to return the employee to his/her country of origin or last permanent residence if the job terminates or the visa expires and the employee has no option but to leave and requests that the sponsor pay.

The H-1B processing time is two to three months unless expedited.  The expedited processing time is approximately 3 weeks.
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REMARKS

Attached is a packet for processing for review of a J-1 visa contract position that will be processed for a conversion to an H-1B.  Sumit Somponpun is appointed as Research Fellow (Contract through FedSource) at NIMH.  Please sign the cover letter and notify Ms. Linda Jensen when the packet is ready for pick-up.  Any questions, please contact Linda Jensen at 301- 435‑ 7526.  Thank you.
	FROM:  Linda Jensen
            Program Specialist
           Office of the Scientific Director

           National Institute of Mental Health
	ROOM NO.   BLDG.

4N222             10

	
	PHONE NO.         FAX NO.

301-435-7526                301- 435-7976
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