
US IT Recruitment Training Document. 

1. Time Zone (PST, MST, CST,EST) (2 Islands (Hawaii, Alaska)) 

(a) Why we are using Time zone? 

(b). Daylight saving 

(c) Time differences between Time zones 

(d) List of United States (50 States) 

2. Hire Mode (Contract–to-Contract, Contract–to-Hire, Full time) 

3. Tax Terms (Corp-to-Corp, W2, 1099) 

4. Visa Types   

(a) Dependent Visa: 

 (H1B, E3 visa, L1) 

(b) Independent Visa: 

 (F1(Student Visa, CPT, OPT, Stem Extn), H4EAD, L2EAD, GCEAD, GC, USC, TN1, 

TN2 O-1 extraordinary ability, J1) 

(c) Workable Visas: 

 H1B, E3 visa, F1(Student Visa, CPT, OPT, Stem Extn), H4EAD, L2EAD, TN1, TN2 

GCEAD, GC, USC, O-1 extraordinary ability, J1 

5 Sample Pictures of Passport, Passport stamping Copy, Driving License, I-94 copy, 

Travel History. 

6. Recruitment Life cycle process 

7. Resume sourcing 

(a) Vendor calls, 

(b) Candidate Search and Candidate Calls, 

(c) Job posting, 

(d) Job portal (Ceipal, Monster, Dice, career builder). 

(e) LinkedIn (Start a post, Post a Job, LinkedIn Search). 

8. Script 

Vendor script 



(a) Requesting for profile’s and basic requirements. 

(b) Rate negotiation 

Candidate Script, 

(a) Ask questions about Skills and visa migration and basic requirements.  

 

1. Time Zone 

 

We are working for North America, It has 6 Time zone (Including 2 Islands (Hawaii, 

Alaska), PST, MST, CST, EST). 

We are working for only 4 Time zones (PST, MST, CST,EST) 

 

Time Zone

A one-hour 
difference in 

each time 
zone.

EST

6.00 AM 
EST

CST

5.00 AM 
CST

MST
4.00 AM 

MST

PST 

3.00 AM 
PST



 

 

(a) Why we are using Time zone? 

(a)Initially 1st 2hour’s we should know which Time zone we have to reach. (Through Skype 

Call). 

(b)Convert the Interview Availability from Client time zone to Candidate Time Zone. 

(b) Day light savings. 

Daylight Saving Time begins at 2:00 a.m. local time on the second Sunday in March. On the 

first Sunday in November areas on Daylight Saving Time return to Standard Time at 2:00 a.m 

The names in each time zone change along with Daylight Saving Time. Eastern Standard 

Time (EST) becomes Eastern Daylight Time (EDT),  

 Arizona, Puerto Rico, Hawaii, U.S. Virgin Islands and American Samoa do not observe 

Daylight Saving Time 

United States Daylight Saving Time Start and End Dates 

Year DST Begins at 2 a.m. DST Ends at 2 a.m. 

2022 March 13 November 6 



2023 March 12 November 5 

2024 March 10 November 3 

2025 March 9 November 2 

2026 March 8 November 1 

Previous Years Start and End Dates 

Year DST Begins at 2 a.m. DST Ends at 2 a.m. 

2021 March 14 November 7 

2020 March 8 November 1 

2019 March 10 November 3 

2018 March 11 November 4 

2017 March 12 November 5 

 

(c) Time differences between Time zones. 

               A one-hour difference in each time zone. 

Example: 

             PST/PDT              MST/MDT               CST/CDT            EST/EDT 

             3.00 AM                4.00 AM                5.00 AM            6.00 AM  

             Monday                Monday                Monday            Monday 

 

(c) List of United States (50 States) 



 

2.Hire Mode: 



 

(a) Contract-to-Contract 

(b) Full Time 

(c) Contract-to-Hire 

(A)  Contract - to - Contract 

(a) A C2C contract is for a quite short period of time. A C2C consultant cannot work for 

more than one employer. 

(b) C2C is an agreement between two Corporations and under this Tax Term your 

company/corporation is responsible for your Taxes. 

 Work flexible hours in most positions 

 Work only for a specified length of time 

 Work seasonally or only when a company has a need 

 Receive one-time payment for services or hourly pay 

 Do not receive training 

 Work under adaptable procedures 

 Do not earn company benefits 

 Manage their own taxes 

 Purchase their own equipment or tools to complete work 

 Are usually paid when work is completed and approved by the client 

 Work for competing businesses in some instances 

 Work remotely or in their own facility in some positions 

(B)  Full Time: 

A full-time employee completes consistent work on a daily basis. Full-time employees follow 

a set schedule and job function that guides their regular tasks. 

A full-time employee is an internal part of a company and may be able to make decisions that 

guide their work. Full-time employees are also compensated based on their prior experience 

and work history within the company. 

H
ir

e 
M

o
d

e Contract-to-
Contract

Full Time

Contract-to-Hire



 Work within set hours 

 Work year-round guaranteed 

 Receive regular pay (through hourly wage or a salary) 

 Receive internal training 

 Complete specific work procedures 

 Earn company benefits 

 Have taxes withheld and managed by the company 

 Use equipment and tools provided by the company 

 Receive payments on a regular schedule 

 Do not work with competing companies 

 

Contract  - to - Hire 

Contract-to-hire means the employee is placed in a short-term position for a set period of 

time, with the possibility of being hired full-time when the contract ends. The short 

contractual roles allow both employer and employee the opportunity of a trial period before 

committing to full-time employment. 

3.Tax Terms:  (Corp-to-Corp, W2, 1099) 

 

Corp-to-Corp Tax Terms; 

C2C is an agreement between two Customers/Corporations and under this Tax Term your 

company/corporation is responsible for your Taxes. 

Again take your example, you are an employee of ABC or TCS Company (under TCS 

payroll) but you are working for XYZ company, so in that case, there will be a C2C 

agreement between TCS & XYZ and XYZ is not responsible for you taxes. Only your 

company (TCS) will pay all the taxes. 

Tax 
Terms

1099

W2
Corp
-to-

Corp



This Tax Term is only for Contract Jobs. 

USC, GC, H1B, TN & EAD comes under this type of employment (same as W2). 

W2 Tax Terms; 

Under this Tax Term, if the N number candidates are working under any Company then that 

Company or Employer will pay all the Taxes of their employees to Internal Revenue Service 

(IRS).  

Under this company will pay Federal & State Unemployment Tax, Social Security Taxes 

Medicare Taxes. 

USC, GC, H1B, TN & EAD comes under this type of employment. 

Take your example, you are working in ABC Company directly then your company will pay 

your all taxes. 

1099 Tax Terms: 

Under this Tax Term only candidate is responsible for their Taxes. 

only USC and GC comes under this type of employment. 

4. Visa Types. 

 

(a). Dependent visa (H1B, E3 visa, L1 visa) 

visa

Dependent visa

(H1B, E3 visa, L1)

Workable visa

H1B, E3 visa, F1(Student 
Visa, CPT, OPT, Stem 
Extn), H4EAD, L2EAD, 
TN1, TN2 GCEAD, GC, 

USC, O-1 extraordinary 
ability, J1

Independent visa (CPT, 
OPT, Stem Extn), H4EAD, 
L2EAD, GCEAD, GC, USC, 

TN1, TN2 O-1 
extraordinary ability, J1)



(b). Independent visa (H4 EAD, L2EAD, GC EAD, Green card, USC, TN1, TN2, E3 EAD) 

(c). Workable Visa: H1B, E3 visa, F1(Student Visa, CPT, OPT, Stem Extn), H4EAD, 

L2EAD, GCEAD, GC, USC, TN1, TN2 O-1 extraordinary ability, J1 

                                                               I-797 (Notice of Action)                           

The I-797 (Notice of Action) is a notice that is issued by the USCIS (U.S. Citizenship and 

Immigration Services, USCIS) as part of the visa application process for certain visas (e.g., 

H, L, O, E3).         

The major difference between Form I797A, I797B, and I797C is that both A and B are issued 

to applicants, while C is issued directly to the applicant’s employer.                                      

 

(a) Dependent visa (H1B) 

 

 

 

                                                      H1B (I-797 A) Change of status 1St Page 

Description: 



A Form I-797A is only issued to foreign nationals who are currently admitted to the U.S. and 

who are changing their status. For example, a foreign national may wish to change his or her 

status to an F-1 or  H-1 visa. The “A” represents that the applicant’s change of status has 

been approved and that he or she is legally permitted to remain in and work in the U.S. For 

that reason, Form I797A will typically be issued with an original I-94 document attached to it 

to confirm the approval of the applicant’s status. 

 

 

 

 



 

 

                                                        H1B (I-797 A) Change of status 2nd Page 



 

 



                                                       H1B (I-797 A) Extension of stay 

The H-1B visa and status is initially valid for three years and can then be extended for 

another three years. At the expiration of the maximum period of stay, the foreign worker 

must either leave the U.S. or obtain a different status (such as an F-1 student or O-1 

"extraordinary ability" worker) 

In other words, in order to be able to extend the H1B status beyond the six-year limitation 

and thus lawfully remain in the United States beyond six years without leaving the country, 

the H1B worker must be on the way to an immigrant benefit or adjustment of his or her 

nonimmigrant status to a permanent resident status. 

                                                      H1B (I-797 A) Extension of stay 1st page 

 



 

 

                                                             H1B (I-797 A) Extension of stay 2nd page 

 



 

 

                                                                         H1B (I-797 B) 



A Form I797B is not usually issued with a Form I-94. If you are issued a Form I797B, the 

USCIS has usually already approved your petition, but your request for an Extension of Stay 

has not yet been approved. In such cases, you may be required to exit the U.S. and return to 

your country of residence to have your visa stamped at an American consulate in your prior 

home country.  

 

You may have to attend an interview at the U.S. consulate in your home country and provide 

additional documentation to support your case to reside in the U.S. Once your visa is stamped 

and the supporting evidence has been approved, you will usually be allowed re-entry the U.S. 

The USCIS may also issue a Form I797B if you applied for an H-1B visa outside of the U.S.  

 

With a Form I797B, you may usually remain in the U.S. until the end of your valid stay, 

which is typically found on your most recent Form I-94, as this date indicates when the 

permission you were granted to remain in the country expires. 

 

                                                                      

 



                                                           

 

 

 

                                                                    H1B (I-797C) 1st Page 



A Form I797C is one of the most commonly issued versions of the I797 form. The USCIS 

issues a Form I797C to communicate critical information regarding your application. For 

instance, it may issue this form to notify you when a payment has been received or in other 

circumstances ranging from an application rejection to file transfer, case reopening, 

appointment for biometrics or scheduled interview. 

 



 

                                                                   H1B (I-797C) 2nd Page 



 

 



Dependent Visa (L1). 

Applicants often apply for an L-1 Intracompany Transferee visa as part of a standard 

international assignment. 

Companies that have been operating in the U.S. market for less than one year can apply for 

an L-1A or L-1B "New Office" visa for employees who are to establish the U.S. location, but 

these visas are only approved for a maximum of one year in the initial application. Extension 

applications for up to a maximum of five (L-1B) or seven years (L-1A) are, however, 

subsequently possible. 

(a) L1-A 

(b) L2-B 

 

(a) L1 – A 

L-1A visas for managers / executives can be applied for in the initial application for a 

maximum of three years and can be extended in 2-year increments up to a maximum of seven 

years. 

(b) L1 – B 

L-1B visas for specialists can be approved for a maximum of three years in the initial 

application process, but can only be extended for two additional years to a maximum of five 

years. 

 

                                                                          Dependent Visa (E3 visa) 

The E-3 visa is a United States visa for which only citizens of Australia are eligible 

The E-3 visa requires sponsorship from a U.S. employer (or “petitioner”). It is very similar to 

the H-1B visa in terms of eligibility requirements. It is also subject to a numerical limit of 

10,500 E-3 visas per fiscal year. 

E3 Visa: 



 

                                                                             E3 (I-797 A)  (Australian Citizens)  

 

 



                                                         E3 (I-797 A)  (Australian Citizens) 

 

 

 

                                                E3 (I-797 A) 2nd page (Australian Citizens) 



 

 

(c) Independent Visa (F1 Student visa(CPT, OPT, STEM EXTN)) 

 



 

CPT - 12 Months  

(a) Part time CPT 20/hrs per Week 

(b) Full time CPT 40/hrs per Week 

OPT – 12 Months 40/hr per Week 

(a) pre-complition OPT 

(b) Post-complition OPT – 12 Months 

Stem Extn – 24 Months 

The F-1 student visa is a non-immigrant visa that allows international students to enter the 

US and study at institutions certified by the Student and Exchange Visitor Program 

F-1 student visas are generally valid for five years from the start date of your programme 

 

CPT  (Part Time CPT, Full Time CPT) 

Curricular Practical Training gives international students authorization to gain employment 

training and to do paid internships.  

Students have the opportunity to work full-time (more than 20 hours per week) or part-time 

(20 hours) or less per week, earn in US dollars, and gain work experience in their area of 

interest.  

CPT must be completed before graduation as candidates are allowed to do part-time or full-

time jobs.  

CPT

• Part Time CPT 
20hr/week

• Full Time CPT 
40hrs/week

• 12 Months

OPT
• Pre- Comp OPT 

(C03A)

• Post - comp 
OPT(C03B)

Stem 
Extn

• Stem Extn (C03C)

• 24 Months



One significant point to note is that if you work full-time for 12 months in CPT, you will lose 

your eligibility for OPT. 

 

 

 

OPT (Pre-Comp OPT, Post-Comp OPT),  Pre-comp OPT (C03A) 

Optional Practical Training is temporary employment that is directly related to F-1 students' 

major area of study.  

OPT allows international students with an F-1 Visa to work up to 12 months in relation to 

their area of study. 

Eligible students can apply for OPT employment authorization before completing their 

studies (pre-condition) or after completing their studies (post-completion).  

Although students are allowed to work for 12 months 

Post-Comp OPT Front side 

https://studyabroad.shiksha.com/f1-visa-guide-applycontent51721


 

 

 

Post-Comp OPT Back side 

 

 

 

STEM EXTN (24 Months) 



Certain F-1 students who receive science, technology, engineering, and mathematics (STEM) 

degrees may apply for a 24-month extension of their post-completion optional practical 

training (OPT) 

STEM OPT Front side 

 

 

STEM OPT Back side 



 

 

H4 EAD Visa 

                                     

An H-4 visa is a United States visa issued to dependent family members of H-1B, 

A dependent family member is a spouse or unmarried child under the age of 21. 

H4 Visa Front Side: 

H1B
H4 EAD 
(C26)



 

H4 Visa Back Side: 

 

 

L2 Visa:  

An L2 visa is a non-immigrant temporary visa that lets you enter the U.S. with your spouse or 

relative. With this visa, dependents of the primary applicant become eligible to enter and stay 

in the country. 



                                       

 

 

 

 

L2 Visa 1st Page, 

L1 L2 
EAD
(A18)



                                                                      

 

 

L2 Visa EAD; 

L-2 Employment Authorization. Spouses of L-1 Intracompany Transferees, who hold “L-2” 

status in the United States, may apply for an employment authorization document (“EAD”) 

from U.S. Citizenship and Immigration Services (“USCIS”). Spouses must have made an 

entry into the United States in L-2 immigration status. 



L2 EAD visa: 

 

 

TN Visa:  

TN authorization allows qualified Canadian and Mexican citizens to stay and work in the 

United States, as long as their U.S. job offer falls under a list of NAFTA professions. TN 

status is valid for up to three years 

 

TN1 Visa (Canadian Visa) 

TN2 Visa (Mexican Visa) 

 

TN1 Visa (Canadian Visa): 



 



 

 

TN2 Visa (Mexican Visa): 



 

 

 

E-3D Visa, 

                                       
The E-3 employee’s dependents (spouse and unmarried children under 21 years of age) are 

eligible for E-3D visas. 

E-3 D visa Front Side: 

E3
E3D 

(A17)



 

 

E-3 D visa Back Side: 

 

 



GC – EAD Visa 

The most common scenario is that the cardholder was "sponsored" for permanent residence 

by a U.S. employer or relative,  

such as a spouse. In this case, an H-1B alien can apply for an adjustment-based EAD when 

the "sponsor" files the petition. The category in this case is C09. 

GC – EAD Visa 09P Front Side: 

 

 

GC – EAD Visa 08 

Asylum applicant (w/ pending asylum application) who filed for. asylum on or after January 

4, 1995 



 

 

Green Card permanent resident: 

A Green Card holder is a permanent resident that has been granted authorization to live and 

work in the United States on a permanent basis. As proof of that status, U.S. Citizenship and 

Immigration Services (USCIS) grants a person a permanent resident card. 

 

Green Card Front Side: 



 

Green card Front Side: 

 

 

US Citizen: 

 



File Online. Naturalization is the process to become a U.S. citizen if you were born outside of 

the United States. If you meet certain requirements, you may become a U.S. citizen either at 

birth or after birth. 

 

US Citizen Passport: 

 

 



US Citizen Certificate: 

 

 

 

5. Sample Picture of Passport, Passport stamping Copy, Driving License, I-94 copy, 

Travel History. 

Passport: 



 

 

Passport stamping Copy; 



 

 

Passport Stamping Copy: 



 

 

 

Canada Passport Copy: 



 

Driving License: 



 

 

 

I-94 copy: 



 

 

 

Travel History: 



 

 

6. Recruitment Life cycle process 



 

 

(a) Reaching Vendors by using own vendor database and Internal database, 

Build own vendor list by using free job portals and paid job portals (Tech Fetch, Monster, 

Dice, Etc..), LinkedIn . 

(b) Collect the resume from vendor and check the primary skills and visa status,  

(c) Negotiate the rate part and confirm the mail along with Documents (updated Resume, 

visa, driving license) 

(d) Check with candidate they are comfortable with Job description and get the mail 

confirmation along with submission details. 

 

 

7. Resume sourcing, 

Resume 
Sourcing

Job portal 
(Ceipal, 
Monster, 

Dice, career 
builder).

LinkedIn 
(Start a 

post, Post a 
Job, 

LinkedIn 
Search).

Vendor 
calls

Candidate 
Search & 
Candidate 

calls

Job 
posting,

LinkedIn 
(Start a 

post, Post a 
Job, 

LinkedIn 
Search).



 

 Vendor calls,  

(a) Build your Own vendor database, 

(b) Internal Vendor database  

For Contract to contract positions we have to reach Vendors. Rest of positions we should 

reach directly to candidates. (Full Time, W2, Contract to hire) 

NOTE: We should build our own vendor base from out of our Internal Database by using 

LinkedIn, Social Media page and Job posting (Mad mimi, Prohires, Tech fetch, Job diva…) 

etc… 

 

Resume sourcing

Vendor calls

Job posting
Job portal (Ceipal, 

Monster, Dice, 
career builder).

Candidate 
calls

LinkedIn (Start a 
post, Post a Job, 
LinkedIn Search).

Internal 
Vendor 

database 

Vendor calls

Build your 
Own vendor 

database



 

Home => Candidates => Vendor Contacts 

 

Select=> Stages=> click Interested, call after, Not suitable 

 



 

Make a call to Vendors. 

Home => Candidates => Vendor  

 

 

Select=> Vendor Skills (AWS), Vendor Specialization (Java Developer), Stages 

(Interested, Call After). 

 



 

 

Home => Candidate => Call Tracker => Search => Select Vendor => Skills (Spring) => 

Vendor Role (Java Developer) => Call stage (Interested) => click Search Vendor 



 

Resume sourcing  

Candidate Search and Candidate calls. 

(a) Job Portals and Social Network page, referrals. 

(b) Internal Database Candidate search  

 

For Full Time, W2, Contract to Contract, Contract to hire positions we should have to reach 

the candidates through Internal database candidate search, LinkedIn, Job Portal(Ceipal, 

Monster, Career Builder, Dice) social Media page and Referral,   



 

 

Home => Candidate => Call Tracker => Search => Select Candidate => Select Residency 

Status (Citizen, Green card, H1, L-EAD, Other EAD) => Select Last Stage (Interested, 

Proposed, Spoken to Track) => Tech Designation/Role (Java Developer) => Select Skills 

(AWS) =>  Select Recruiter (Check All) => click Search Vendor 

Internal 
Database 
Candidate 

search 

Candidate Search 
and Candidate 

calls.

Job Portals 
and Social 
Network 

page, 
referrals.



 

 

Internal Database Resume Search: 

Home => Candidate => Call Tracker => Resume Search (Java Developer, AWS) => Select 

Residency Status (Citizen, Green card, H1, L-EAD, Other EAD) 



 

 

(a) Job Posting: 

We are posting Jobs through Job Portals like Madmimi, prohires, LinkedIn etc… and the get 

resumes. 

(b) Sourcing the Resume by using Boolean Search in Job Portals. 

 Job portal (Ceipal, Monster, Dice, career builder, LinkedIn). 

 

Example Boolean Search: 



 

(“Java Developer” OR “Software Engineer”) AND “Microservices” AND “Spring*” 

 

Sourcing the Resume by using LinkedIn, 

(a) Share your requirements in Start a post. 

(b) Post a job by using LinkedIn Post a Job 

(c) Search a candidate by Boolean search 

 

8. Script 

                                                          Vendor script: 

 

(a). Greeting 

(b). Requesting for profile’s and basic requirements. 

Recruiter: We do have a job position for java developer its C2C position with Tech M in 

Austin TX, so May I Know do you have any java developer profile with you. 

AND

Both Terms need to be present to show

Ex: Java AND Spring

(Narrows search)

OR

Either Term need to be present to show

Ex: Java OR Spring

(Broadens search)

NOT

Can not return a result with  any of  the  terms  
following

Ex; Java NOT Spring

(Narrows Search)

QUOTATION MARKS ""

Terms must appear between the  quotes for the 
results to show.

Ex: "SEO Specialist"

PARENTHESES()

Groups  Statements  Together

Ex; (Chief OR CHRO) AND  (HR OR "Human 
Resources")

ASTERISK*

Wildcard - Fill  in the  Blank

Ex: Search - C*O

Result - CEO, CTO, CFO



We do have your Email ID Raj@Techsoft.com, Is that right? 

Vendor: Yes! 

Recruiter: We will share the Detailed Job description to you, could you please kindly share 

those resume and your Hotlist. 

Thank you! 

(a) Rate negotiation: 

Recuriter: We do have a job position for java developer, Its C2C position with Tech M, This 

is regarding your candidate java Developer Aravinth, so may I know what the rate you are 

looking for him per hour. 

Vendor:  $65 to $70 per hour, 

Recruiter: We are looking for mid level candidate like 7 to 8 plus years of exp candidate 

also fine. 

For this position we do have rate range is $52 upto $56. Is that works? 

Vendor: Yes! 

Recruiter: We will share the Rate confirmation mail to you, kindly confirm it. Along with 

Required documents (DL, visa, and submission details.). 

 

                                             Candidate Script, 

 

 

(a) Greeting. 

(b) Ask questions visa migration and basic requirements. 

Recruiter: We do have a job position for java developer - C2C- with Tech M, I already 

spoke with your employer Ashok, Its all fine. As well we already the shared the Job 

description to your mail ID 

So are you comfortable with this position? 

Candidate: Yes! 

Recruiter: Could you please kindly confirm this mail, along with submission details and 

documents. 

Questions to ask  H1B migration. 

1. When you are came to USA. 

mailto:Raj@Techsoft.com


2. while you are enter into USA, What's your Visa status and who is sponsored your visa. 

3. when did you get your H1B. 

Questions to ask  Green card migration. 

1. When you are came to USA. 

2. While you are enter into USA, What's your Visa status. 

3. How did you get your greencard through your parents or Spouse. 

4. when did you get your Greencard. 

Kindly share your current or previous company two reference, It might be your colleague or 

Team lead. 

 


	United States Daylight Saving Time Start and End Dates
	Previous Years Start and End Dates

