APPLICATION INSTRUCTIONS
The fastest way to submit a new request is through our online application. You may also email new
requests to intake@mside.com. If you choose to email your request, please be sure to include a copy of
the Evaluation Request Form.
For an Academic Evaluation, please submit copies of:
1. Degrees/Diplomas
2. Transcripts/Marksheets, if available
3. Thesis title (for Ph.D. degrees only)
For an Evaluation of Academics and Work Experience:
1.
2.
3.
4.

Degrees/Diplomas
Transcripts/Marksheets, if available
Detailed resume or CV
Work Experience Letters (Recommended)

For an Expert Opinion Letter:


Evaluation of Academics and Work Experience
1. The same as Evaluation of Academics and Work Experience above



Evaluation of Work Experience
1. Detailed resume or CV
2. Work Experience Letters (Recommended)



Specialty Occupation Letter
1. A detailed description of the position being offered (a copy of the Petitioner’s Letter is best)
2. Information about the company (e.g., size, revenue, history, services provided)
3. RFE or Denial, if applicable
4. Any previous evaluation submitted to the government, if applicable



Determination of Extraordinary Ability
1.
2.
3.
4.



A copy of the employer’s support letter
Degrees/Diplomas
Detailed resume or CV
Evidence pertaining to the candidate’s specific abilities, including evidence of published
materials, scholarly articles, participation in panels, or original contributions in the field

Determination of Business Necessity
1. A detailed description of the position’s responsibilities
2. A detailed description of the position’s educational and/or professional requirements
3. A copy of the PERM audit, if applicable
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Evaluations of Managerial/Executive Positions
1. A copy of the employer’s support letter
2. A detailed description of the position's responsibilities
3. Information about the company (e.g., size, revenue, history, services provided)
4. Information about the position’s place in the corporate hierarchy
5. Detailed resume or CV



Determinations of Specialized Knowledge
1. A copy of the employer’s support letter
2. A detailed description of the position’s responsibilities
3. Information about the company (e.g., size, revenue, history, services provided)
4. Information about specialized programs or processes required for the position
5. Detailed resume or CV



Other Expert Opinion Letters
1. Please contact us by email or phone. A Morningside representative will be glad to explain
the documentation required for us to process your specific request.

For a Certified Translation:
1. Copies of any documents you wish to have translated
2. Preferred spellings of names and places (for non-Latin scripts)
3. Information about any special project requirements
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FREQUENTLY ASKED QUESTIONS
1. What type of evaluation do I need?
If your evaluation is for an immigration visa application, it is important that your evaluation
equivalency be relevant to your prospective employment. There are primarily two types of
evaluations: 1) Academic Evaluations and 2) Work Experience Evaluations. In general, if your nonUS degree is equivalent to a US degree that is directly related to the job you will do, you will only
need an evaluation of academic credentials. If your degree is not equivalent to a US degree, or if it
is in a field outside of your prospective employment, a work experience evaluation may be
necessary. If you are unsure which type of evaluation you need, please submit your documents
using our online application and request a preliminary assessment. A representative from
Morningside will respond to you according to the processing time that you select.
2. What documentation do I need to submit with my request?
Please refer to our Instructions page for a detailed list of the documents required for each type of
service.
3. I need a work experience evaluation. What sort of resume or CV should I submit?
Please submit a detailed resume or CV. This should include the names of your formal employers,
position titles, dates of employment (month and year), and a list of the specific job duties of each
position you have held. Please ensure that your resume or CV is organized by order of your formal
employers, rather than by project. Resumes or CVs organized by project are generally not useful
for evaluation purposes, and can delay the processing of your case.
4. How do I submit a new case request?
New case requests can be submitted using our online application. You may also email your
request to intake@mside.com, along with copies of your documents and our Evaluation Request
Form.
All documents should be submitted as PDF, JPG, or Word attachments. Please note that emails
containing a large number of attachments can be blocked by sending and receiving email servers.
As such, we recommend that you condense your documents into as few attachments as possible.
If you need to submit multiple evaluation requests for different individuals, please send each
candidate’s documents in a separate email along with a copy of the Evaluation Request Form for
each candidate.
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5. How do I know if my case request has been received?
You should receive an automatic response from our system within an hour of submitting your case
request. This response will confirm receipt of your request.
6. What is the cost for your service?
Please review our List of Rates. The cost depends on the type of service you request and the
processing time that you select. Rates for expert opinion letters and translations vary depending
on a range of factors. If you would like a specific price quote for a translation or expert opinion
letter, please submit your documents for review through our online application or forward your
request to intake@mside.com along our Evaluation Request Form. A member of the evaluations
team will provide you with a free price quote once the documents have been received.
7. How do I make payment?
Morningside can only complete your case request after receiving payment information. For a new
request, please complete the payment section on our online application. If you have already
submitted a request but have not yet provided payment information, please wait for a
Morningside representative to contact you with your case number and the cost for the service. You
may then submit payment information using our online payment portal.
If you prefer to pay by check or money order, please submit your Evaluation Request Form and
documents to intake@mside.com and wait for a Morningside representative to contact you with
the Morningside case number and our preliminary assessment.
8. How long does the evaluation process take?
The processing time for your case depends upon the type of service you request. Standard
processing for academic and in-house work experience evaluations requires three business days.
Next day processing and same day processing are also available for academic and in-house work
experience evaluations. Please note that same day requests must be received before 1pm Eastern
time.
Expert opinion letters generally require 3-5 business days for completion. Rush processing may
also be available depending on the field and the particular requirements of the case. If you have a
specific deadline for receipt of your expert opinion letter, please include that in your initial case
request so that we can advise you of the feasibility of the project when we provide our initial
assessment. Please note that same day processing is generally not available for expert opinion
letters.
The processing time for translations services depends on a variety of factors, including the
language combination, word count, and formatting involved. Standard processing generally
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requires 3-5 business days. Rush processing may also be available. For larger projects, a
Morningside representative will advise you of the processing time required for completion of the
translation. Please note that same day processing is generally not available for translations
services.
9. How will I receive my completed case?
Your completed case will be returned to you by email. If you require a hard copy of your
completed evaluation or translation, please email us with the address where you would like it to
be sent. Hard copies are mailed via USPS and typically take 2-4 weeks for delivery. If you require a
hard copy more quickly, please let us know so that a Morningside representative can quote you for
the cost of a courier service. Please note that hard copies are not available for expert opinion
letters.
10. I need a specific US degree equivalency. Will I be able to get the equivalency I need?
Please indicate your desired equivalency (e.g., Bachelor's in Business Administration, Master's in
Computer Science) when you submit your initial case request. Morningside will work with you to
accommodate your desired academic equivalency. Our professors and evaluators have many years
of experience evaluating foreign credentials. Morningside’s evaluators also have many databases,
reference libraries, and reliable sources for current and accurate information regarding specific
foreign academic institutions and specific degree programs. If, after extensive research and
consideration, Morningside is unable to issue the equivalency you are seeking, a member of the
evaluations team will contact you to discuss alternative options for the evaluation.
11. My documents are not in English. Do you need a translation to complete the evaluation?
Generally speaking, Morningside does not require translations for academic documents issued in a
Latin script. For academic documents in non-Latin scripts (e.g., Cyrillic, Arabic, Greek),
Morningside requires a certified translations from an ATA-certified translator or a reputable
translations company. Morningside is also happy to provide you with a free price quote for any
documents you may need to have translated.
12. What can I use my evaluation for?
Morningside's evaluations are routinely submitted to USCIS for immigration purposes. Our
evaluations are also regularly used for furthering education and obtaining professional credentials
or licensing. If the organization or institution you intend to submit the evaluation to has specific
requirements for credential evaluation reports, please let us know when you submit your initial
case request so that we can advise you whether our evaluations meet those specific requirements.
13. I can’t use the online application, and I’m unable to email my documents to you. How else
can I submit my case request?
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If you are unable to use the online application and you are unable to submit your request via
email, you may fax your case request to Morningside at (212) 904-1025. Please include a cover
sheet with your full contact information, as well as your Evaluation Request Form and documents.
Please allow one full business day for faxes to be properly taken into our system.
14. Does Morningside provide "course-by-course" evaluations?
No. Morningside provides standard academic evaluations, work experience evaluations, expert
opinion letters, and certified translations. Morningside does not provide “course-by-course”
evaluations, which are focused on credit and GPA analysis. Upon request, Morningside can
reference specific coursework completed by a candidate in a standard academic evaluation.
15. Do I need to send you my original documents?
No. Morningside does not accept original documents. If you choose to send us original documents,
Morningside is not responsible if they are lost or damaged. Please submit copies of all documents
via our online application or email them to intake@mside.com along with your Evaluation
Request Form.
16. I have received my completed case, but I need an adjustment. What should I do?
If you require an adjustment or revision to your completed case, please respond directly to the
completed case email that you received from Morningside. Please be sure to include your six-digit
Morningside case number, which can be found at the top of the document. In the body of your
email, please let us know the type of adjustment or revision you require, and we'll be happy to
process your request on priority.

