-
—l— I\— m <— mm Applicant submits the following documentation to HR:
H-1 B Application

v —to nmmm m : m 3 copies of Passport
3 copies of I-94 cards

3 copies of CV or resume

START 3 copies of highest degree obtained & certified transiation, it
Hiring Supervisor sends HR-Recruiting emails needed
Applicant Interview Form Supervisor to explain A check payable to HJF ﬂ.oa *mmm .
to HR indicating current visa process and > If Applicant is already in US:
and requested visa status requirements with Submits a copy of current visa status
forms to be completed If Applicant is in US and wishes to obtain
X H-4 status for dependents to HR:

Original + 2 copies of 1-639 Form (completed by dependent)
A check payable to HJF for fees

3 copies of dependents’ passport(s)

3 copies of dependents’ 1-94 car

Hiring Supervisor submits the
following documentation to HR:
Petition Request Form
Supenisor's Memorandum of Support
Job Description

FINISH

HR generates letter to notify N
_ Pefition .

individual that petition was declined -
DECLINED
{by HR)
[ HRprepares package for
. isinn v ; ~ Petition senior management’s approval:
Notify Pl of decision via email APPROVED Petition Request Form
% Supervisor's memorandum
“Pending Approval” offer MQ WWM%_H_MM_Q: form
letier sent to Applicant Highest degree obtained
Waiver (for J-1, if necessary)
% Passport
HR creates the following 1-94 cards o . .
for HR Director signature: 334 processed by wzﬁ approved, docs filed in Applicant’s
ite

H-1B letter and application; and
Labor Condition Application

Accounts Payable AND

received by HR HR generates 33 Fund Disbursement and
V sends to Pl for approval

FINISH

HR prepares petition for USCIS: USCIS Notice of Approval Received:
(1) USCIS Packet (2 copies): - Notifies Pl via email that visa is approved,
All orighals from petitioner; determine start date;
Processing fee attached to application; and USCIS Notice of Receipt Received: - HR files copy of approval notice;
If Premium Processing Requested: HR makes copy of notification or I-797c¢ (front & back) for - Creates letter for and sends documents to
Complete 907 form w/ Processing Fee file: Beneficiary/Applicant;
(2) HR Sends petition via FedEx to USCIS: Updates petitioner's file with receipt notice; and - Letter & orighal I-797 Notice sent to Applicant
Receipt retained with HR copy of petition; and Sends copy notice to beneficiary with memorandum along with other appropriate documents
Email sent to Pl andApplicant with tracking no. /\\\\/ - Approved visa folder is filed; and
(3) 1 copy of entire packet remains in file - Updates PeopleSoft with visa status

JTimeline

HJF Processing with Timely Receipts of Documents: 2wks
USCIS Receipt Notice: 3-4 wks
USCIS Approval: 90-180 days
USCIS Premium Processing: 15 days
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