Completing the Form I-9

Employment Eligibility Verification Form

August 2008

Why do we need a Form [-9?

* The Immigration Reform and Control Act
of 1986

» U.S. employers are responsible to verify
— Employment eligibility
— |dentity of all employees

Who needs to fill out a
Form 1-9?

Who needs to fill out a
Form I-9 (Cont.)?

* All new employees hired to perform
labor or services in return for wages or
other remuneration.

* Remuneration is anything of value given
in exchange for labor or services
rendered by an employee, including
food and lodging.

» Executive, faculty, APT, civil service, casual,
89-day and exempt employees
Non-compensated employees

Post-doctoral fellows

Interns

Cooperating Teachers/Counselors and
Observation/Participation Teachers

Visiting Professional Colleagues

Affiliate Graduate Faculty

Student Assistants

Graduate Assistants B

Who does not need to fill out a
Form 1-9?

Employees hired before 11/07/86, who are
continuing in their employment and have a
reasonable expectation of employment at all
times

Independent Contractors

Individuals employed by a contractor providing
contract services (e.g., employee leasing or
temporary agencies)

Volunteers

Exchange Appointments

Visiting Colleague

Form 1-9

* The Form I-9 (Rev. 06/05/07) N is the
only valid version that may be used

» All unused Form I-9 documents dated
prior to 06/05/07 should be discarded




When do you complete
a Form 1-97?

» Section 1: At the time of hire

» Section 2:  Within 3 business days of
the hire date

» Section 3:  Should initially be left blank

Is used when an employee’s work
authorization expires; the employer
shall re-verify the employee’s
employment eligibility.

Section 1. Employee
Information and Verification

» Employee completes Section 1 at the time
of hire

 Signs and dates the form
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Section 1. Employee
Information & Verification (Cont.)

 Use typewriter or print in ink
» Do not use white-out

» Cross out any errors, insert the correct
information, and initial and date

 Social Security Number is optional;
however, it will be required when

E-Verify is used

Section 1. Employee
Information & Verification (Cont.)

« Employer is responsible for reviewing
Section 1 for completeness

« Employer completes Section 2 within 3
business days of hire

« Employee must present an original
document(s) to:
— Establish identity
— Employment eligibility
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Section 2. Employer Review
and Verification

Employee chooses which document(s) to
present

Employer examines the document(s) and
ensures that the document(s) are originals,
appear to be genuine and relate to the employee
Employer fills in the document title, issuing
authority, document number and expiration date
in a month/day/year format (if any) in the space
provided.
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Employee
chooses
one from
List A

or
one each
from List B
and List C

Section 2. Employer Review
and Verification (Cont.)

Do not use white-out

Cross out the error, insert the correct
information, and initial and date

Employer is responsible for making any
corrections to Section 2
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Section 2. Employer Review
and Verification (Cont.)

* When documents are not readily available:

— Employee shall present a receipt for the
application of the document(s)

— Employee shall present document(s) within
ninety (90) days from the date of hire
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Section 2. Employer Review
and Verification (Cont.)

« If the document is not produced within 90
days from the date of hire, the employer
shall meet with the employee to find out
the status/reason for the delay

 Appropriate action shall be taken based on
the reason (termination, extension etc.)
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Certification Section

» Employer enters the date of hire
» Employer signs and dates the form
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Read and enter the employment date

CERTIFICATION - I attest, under penalty of pexjury, that I have examined the document(s) rmeuled by the above-niamed employes, that
the above-listed document(s) apper to be gemuine and to relate to the employee name, that the employee hezan employment on

(ot dayiyear) and that o the best of my knowledge the employee s eligible to work in the United States. (State
employment agencies may ot the date the employee hegan employment)

Szmatune of Employer or Authorized Representative Frt Name Tile

Buetness or Organization Name and Addvess (Srest Name avd Niber, Ciy, State, Zip Code) Date (montidlayear)

‘ Fill in the information, sign and date
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Section 2. Employer Review
and Verification

« For new hires on the mainland, a notary
public may assist the university in
completing Section 2 on a timely basis

— The University’s Notary Form is under review
by the University General Counsel’'s Office
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Federal Law

« Individuals unable to complete a Form 1-9
within 3 business days from the date of
hire shall not be placed on payroll

» Foreigners abroad are not authorized to
work in the United States until they enter
the states

» New hires may be placed on payroll 3
business days prior to the completion of
the Form I-9
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Section 3. Updating and
Re-verification

» Section 3 is used for current employees
(not used for new hires)

» Use when employee’s work authorization
is about to expire

» Must re-verify employment eligibility on or
before the expiration date
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RE-VERIFICATION
‘ Do not specify which document(s) ‘

Section 3. Updating and Reverfication. To be ccnpleted and signed by employer.
& NewNaze fappleabl)

B Dt f Reie oty o) gl

st of . provice e bmsson below fr

Docunent Tifl: Dozt # Expiration Dite (Famy

T, e paaly o perary, Bt e bt oy Kol (s eaplye il o vork he U S,
doruma, th documan() e o gt ad ot ol il

Sianafe of Exployer or Aufhorized Representative. Dite fuonthdayyer]

Examine the document and fill in the
doc_um_ent title, QDcument number and Read, sign and date
expiration date in month/day/year format

(if any).
(List Aor C) 23

Section 3. Updating and
Re-verification (Cont.)

» How do | update or reverify an employee’s work
authorization that was completed on a Form I-9
predated 06/05/077?

— Complete Section 3 on the new version of the Form 1-9
(Rev. 06/05/07) N

— Write the employee’s name in Section 1 of the new
Form I-9

— Retain the new Form I-9 with the original Form 1-9

24




Section 3. Updating and
Re-verification (Cont.)

» When rehiring an employee, employers
may complete either
— Section 3 of the original Form I-9, or
— A new Form 1-9
» Completes Section 1 and 2
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REHIRE
Fill in the new name Date of rehire
(if applicable) (if applicable)
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Section 3. Updating and
Re-verification (Cont.)

* What do I do if | rehire a person who has
completed an earlier version of the
Form 1-9?
— Complete a new Form 1-9 (Rev. 06/05/07)

— Retain the new Form 1-9 with the original
Form 1-9
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Filing of Form I-9s

» Retain Form I-9 originals in a separate
folder

— For audit purposes Form I-9 for each

employee must be produced within 72 hours
of request.
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Retention of Form 1-9

» Forms I-9 must be stored for 3 years after
the date of hire

or

1 year after the date of termination of
employment, whichever is later.
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Questions

« If you have other issues or questions,
please refer to the 1-9 Employer
Handbook.

» U.S. Citizenship and Immigration Security
(USCIS) website
http://www.uscis.gov/portal/site/uscis

» Handbook website
http://www.uscis.gov/files/nativedocument
s/m-274.pdf
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