THOMAS TALENT NETWORK
What a Complete, TTN-Ready Submission Looks Like
CANDIDATE SUBMISSION STANDARDS

Every candidate you submit to a client represents Thomas Talent Network. Incomplete, unvetted, or poorly formatted submissions reflect on the agency and reduce your chances of placement. This document defines what a complete submission looks like.

THE NON-NEGOTIABLES — EVERY SUBMISSION MUST HAVE THESE
⚠️  Do not submit a candidate without all of the following. Incomplete submissions will be returned.

📁 Download all TTN submission templates from the Partner Resource Drive Folder

1. ✅ Fully completed TTN Candidate Submission Template — every field filled in, no blanks
1. ✅ Updated resume — current, clean formatting, no more than 2 years since last update
1. ✅ Signed Right to Represent Agreement — obtained before submission, not after
1. ✅ Confirmed work authorization status — verified verbally on phone screen
1. ✅ Confirmed salary expectation — candidate has stated a specific range, not 'open'
1. ✅ Confirmed availability — candidate is genuinely available to interview and start
1. ✅ Phone screen completed — you have spoken to this candidate, not just emailed

THE CANDIDATE SUBMISSION TEMPLATE — FIELD BY FIELD
	Full Legal Name
	Exact name as it appears on their ID — no nicknames

	Full Current Location
	City and State — not just state

	Email Address
	Their personal email — not a work email

	LinkedIn URL
	Direct profile link — copy from their profile

	Contact Number
	Mobile preferred — confirm it is the best number to reach them

	Work Authorization
	Exact status: USC, GC, H-1B, EAD, etc. + expiry if applicable

	Salary Expectation
	A specific range — never leave as 'open' or 'negotiable'

	Experience
	Total years of relevant U.S. experience only

	Willingness to Relocate
	Yes or No — confirm verbally

	Availability to Start
	Specific date or notice period — not 'ASAP'

	Interview Availability
	Specific days and times — not 'flexible'

	Education
	Full degree name, institution, and year — not just 'Bachelor's'

	Certifications
	List all applicable certs with expiry dates if relevant

	Reason for Change
	A real, specific reason — not 'looking for growth'

	Additional Info
	Upcoming PTO, gaps, short tenures, anything the client should know

	Detailed Summary
	Full write-up: fit justification, key skills, motivation, availability



WRITING A STRONG CANDIDATE SUMMARY
The summary is your pitch. A weak summary gets your candidate passed over. A strong one gets them an interview. Every summary must include:
1. Why this candidate is a strong fit for this specific role — not generic praise
1. Key skills and experience that directly match the job requirements
1. Relevant certifications, licenses, or technical competencies
1. Their motivation for change — specific and genuine
1. Any red flags addressed proactively (gaps, short tenures, etc.)
1. Expected salary range, interview availability, and start date — always at the end
💡 Tip: Use Claude AI to help write your summary. Paste the candidate's background and the job requirements, and ask Claude to write a professional submission summary in TTN's format.

COMMON SUBMISSION MISTAKES TO AVOID
1. Submitting before completing the phone screen
1. Leaving salary as 'open' or 'negotiable' — always confirm a range
1. Submitting without a signed Right to Represent
1. Using a generic summary that doesn't reference the specific role
1. Submitting a resume without reviewing it for red flags first
1. Not disclosing known issues (gaps, short tenures, upcoming PTO)
1. Submitting a candidate who has already applied to the client directly
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