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Form I-9

July 2009

Deadline for Employees to 
Complete Section 1 of Form I-9

APT, Civil Service, Executive, 11-month 
faculty

On or before first day of work (appointment 
date)

9-month faculty
On or before August 1 (appointment date)

Lecturer
On or before first day of instruction 
(appointment date)

Deadline for Employer to Complete 
Section 2 of Form I-9

Within three (3) business days of the 
appointment date

Remote Process

Applicable to employees hired for remote 
sites or for employees unable to present 
original documents to complete Form I-9 
by the appointment date
A notary public or HR representative 
from another higher education institution 
may complete the Form I-9 on behalf of 
the University
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Remote Process (Cont.)

Notary Public
Review original documents presented and 
complete Section 2

Complete acknowledgement form and affix 
official seal

Mail original Form I-9 in self-addressed 
stamped envelope

Remote Process (Cont.)

Employee is responsible for any costs

Upon reporting to work, employee presents 
original documents to personnel 
representative for re-verification

Remote Process (Cont.)

HR Representative from another higher 
educational institution

Contact HR rep to make arrangements for 
completing the Form I-9

Send letter confirming request (sample 
letter available)

Mail original Form I-9 in self-addressed 
stamped envelope

Remote Process (Cont.)

Upon reporting to work, employee presents 
original documents to personnel rep for re-
verification

Draft Admin Procedures, including 
remote processing documents, are 
currently under review

New Hire PNF for 9-month 
Faculty Hired after August 1
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9-month Faculty

Hired after August 1 but before on-duty 
date

Faculty due the entire advance prorata 
summer pay (August 1 to the on-duty date)

Paid as a lump sum payment on the 
faculty’s first pay check

9-month Faculty (Cont.)

Appointment date and Effective date of 
hire on PNF is date employee completes 
Section 1

Appointment period runs from the hire 
date through July 31

Example

9-month faculty hired 08-05-09 (before 
on-duty date)

9-month faculty is due 4 days advance 
prorata summer pay (08-01-09 to 08-04-
09)

Example PNF

New hire PNF reflects
Appointment period:  08-05-09 to 07-31-10
Two actions:

Exempt Appt Eff Date 08-05-09
Pay Adv PSP Eff Date 08-05-09

Remarks:
“Pay from August 1, 2009 to include advance 
prorata summer pay.”

Payroll Office pays the entire semi-
monthly amount to the faculty




