
Memorandum
To:

Joan M. Nelson, Executive Director of Human Resources
From: 

 [NAME, TITLE, AND COLLEGE NAME OF DEAN]


___________________________________________



Signature




Date

Cc:

Victor A. Machado-Hurtado, Human Resources
Re: 
Permanent Residency Application for  [NAME OF GREEN CARD BENFICIARY]
_____________________________________________________________________________________
The Department of  [DEPARTMENT NAME], through Dr.  [CHAIR’S NAME], has requested endorsement by the Dean’s office of the College of  [NAME OF COLLEGE] to facilitate institutional sponsorship of the above-captioned individual for U.S. permanent residency application.

Since this employee was hired on  [DATE OF HIRE IN BENEFITS-ELIGIBLE, EXEMPT POSITION] in a  [BENEFITS-ELIGIBLE, EXEMPT POSITION TITLE] staff capacity, he/she does not meet the stated internal criteria for minimum length of employment in benefits-eligible, exempt staff capacity, which is three years.   [NAME AND TITLE OF INDIVIDUAL WHO SIGNED THE JUSTIFICATION NARRATIVE] has prepared a letter dated  [DATE OF LETTER] with explanation of the staff’s association with  [NAME OF BENEFICIARY’S DEPARTMENT] and attests to the critical role that the employee holds.
Under these circumstances, the Office of the Dean has no objection to the Department’s sponsorship and endorsement of U.S. permanent residency for the named employee.  The specifics and details of the underlying position are to be provided directly by the sponsoring Department.
Thank you for your support and consideration.
