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U.S. Citizenship

FOfm l-9 and Immigration

Services

Background

In 1986, in an effort to control illegal
Immigration, Congress passed the
Immigration Reform and Control
Act (IRCA).

IRCA forbids employers from
knowingly hiring individuals who do
not have work authorization in the
United States.

The employment eligibility verification
provisions, and sanctions, of IRCA are
found in Section 274A of the
Immigration and Nationality Act (INA).
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FOfm l‘g + . and Immigration

e Services

Background

Individuals who may legally work in the United States
are:.

= Citizens of the United States
= Noncitizen nationals of the United States
= |awful Permanent Residents

= Aliens authorized to work
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Form l-9 + . and Immigration
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Background

To comply with the employment eligibility verification
provisions of the INA an employer must:

= Verify the identity and employment authorization
documents of employees hired after November 6,
1986

= Complete and retain a Form 1-9 for each employee
hired after November 6, 1986

= Refrain from discriminating against individuals on the
basis of actual or perceived national origin,
citizenship or immigration status
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Services

Background

The anti-discrimination provisions of the INA prohibit
four types of unlawful conduct:

= Citizenship or immigration status discrimination*
= National origin discrimination*
= Document abuse during Form [-9 process

= Retaliation

* Actual or perceived
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Ny U.S. Citizenship

FOfm l-9 L ggﬂ!iléﬁnigraticn
Background
The anti-discrimination provisions of the INA are enforced by
the:

Department of Justice
Civil Rights Division
Office of Special Counsel for

Immigration Related Unfair Employment Practices

= Employees may contact the Office of Special Counsel (OSC) to
obtain additional information regarding discrimination and
employee rights and responsibilities.

1-800-255-7688 (TDD: 1-800-616-5525)
= Employers may also contact OSC and remain anonymous.
1-800-255-8155 (TDD: 1-800-362-2735)
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Background

Form 1-9 Is an employment verification tool brought
about by IRCA.

Form 1-9 helps verify whether individuals are
authorized to work in the United States.

Employers who knowingly violate or circumvent the
Form I-9 process, or anti-discrimination requirements
of the INA may be subject to civil and/or criminal
penalties.
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PLEASE RESPOND TO THE POLL QUESTION
THAT WILL POP UP ON YOUR SCREEN.
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Revisions and Updates

= The new Form I-9 can be downloaded at
or

= Employers should begin using the new Form [-9
(Rev. 03/08/13) immediately for all new hires. Effective
(05/07/13) all prior versions of Form I-9 can no longer
be used by the public.

= Effective 05/07/13 employers who fail to use Form [-9
(Rev 03/08/13) may be subject to penalties enforced by
ICE.
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‘S#97. U.S.Citizenship
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Services

Revisions and Updates

= Employers do not need to complete a new Form 1-9 for
current employees who have properly completed the Form |-
9 and have it on file.

= Employers must use the new Form [-9 for rehires or
reverification of employment authorization beginning
03/08/13.

M-274 will now be titled “Handbook for Employers, Guidance for
Completing Form 1-9 (Employment Eligibility Verification Form)
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Form l-9 + . and Immigration
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Completing Form 1-9

All U.S. employers must have a Form [-9 on file for
all current employees.

Exception: Employers are not required to have
Forms I-9 for employees hired on or before
November 6, 1986.

You may delegate the authority to complete
Form I-9 to a responsible agent, however, you will
retain liability for any errors.
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U.S. Citizenship

Form I-9 ) i Smigraton

ey’ Services

Completing Form 1-9

You are not required to complete Form 1-9 for:

= Domestic service employees working in a private
household when work is sporadic, irregular or
Intermittent.

= |ndependent contractors for whom you do not set
work hours, or provide tools to do the job.

= Employees working outside the United States.*

* 50 States, District of Columbia, Guam, Puerto Rico, U.S. Virgin
Islands, and the Commonwealth of the Northern Mariana Islands

AILA InfoNet Doc. No. 13042699. (Posted 4/26/13)



U.S. Citizenship

Form I-9 ) i Smigraton

Services

Completing Form 1-9

Mergers and Acquisitions

Employers who acquire employees from a previous employer
through a merger or acquisition can either:

1) Treat acquired workers as newly hired employees and
complete new Forms I-9 for all of their employees.

2) Consider them as continuing in employment and retain the
previous Forms I-9 and retain Form [-9 liability for any
previous mistakes.

Under one or two, all acquired employees should be treated
the same to avoid discrimination concerns.
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Completing Form 1-9

Lists of Acceptable Documents

U.S. Citizenship

Form I-9

and Immig ertmu
Services

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LISTA

Documents that Establish
Both Identity and
Employment Authorization OR

LISTB

Documents that Establish
Identity

LISTC

Documents that Establish
Employment Authorization

You must make the Lists of
Acceptable Documents
available to your EMPLOYEE
when he or she is completing
the Form 1-9.

card includes onz of

ontains a estrictions:
h 0' mf[,rrnallon such as

name, date of birth, gender, height, eye

color, and address (2) VALIDFO

INS AUTH

K ONLY WITH
1 stamp or temporary ZATION
otation on a machine- eral, state or local
govemmel or entities,

provided it ¢

. School 1D card with a phot

e of his or her status-

a. Foreign passport; and
b. Form |-94 or FU m |-944A that has rnnc‘atemsuedb a State,
county, municipal authority, or

territory of the United States

Use MOST CURRENT

VERSION (Rev. 03/08/13)

expiration date of 03/31/2016.

e name as the passport;

ement of the alien's
nonimmigrant status as long as
that perio rsement has
not yet expired and th
proposed employment is not in

. Native American tribal document
. Driver's license issued by a Canadian
govemment authority

For persons under age 18 who are
unable to present a document
listed above:

bearing an offici

. Native American tribal document
. U.S Citizen ID Card (Form I-187)

. Identification Card for Use of

Resi tizen in the Unitzd
States (Form 1-179)

. Employment authorization

10. School record or report card

the Marshall Islands (RMI) 11. Clinic, doctor, or hospital record

= 1-94 ) g4
| | p d ate S - L I St A # 5 & #1 n::nlmrm:lanl admission unc 12. Day-care or nursery school record
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ey Services

Completing Form 1-9: Section 1 Updates

= An E-mail address and phone number has been added as
an optional field. The employee may write “N/A” if they
choose not to provide this information.

= Passport and country of issuance fields were added.

* Only those who choose 1-94 number should complete
the new passport and country of issuance field if they
obtained their Form 1-94 when traveling to the United
States.

e [f the Form [-94 admission number was obtained from
USCIS within the United States or If one entered the
country without a passport, these employees must write
“N/A” In that field.
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Form I-9

Completing Form 1-9

Section 1: Employee Information and Verification

LT
bt

: o, ULS. Citizenshi
BN ./ and Immigration
s ,/’ Services

o

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form -9 no later

than the first day of employment, but not before accepting a job offer)

Last Name (Family Name) First Name (Given Name)

Middle Initial

Other Names Used (if any)

Address (Street Number and Name) Apt. Number | City or Town

Zip Code

Date of Birth (mm/dd/yyyy) |U.S. Social Security Number | E-mail Address

= To be completed by EMPLOYEE.

Telephone Number

= Employer MUST verify Section 1 is COMPLETE.
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&7 U.S. Citizenshi
Form l‘g .| and [l!t?lf"l:igf';t]i?:}n

Services

Completing Form 1-9

Section 1: Important Area — Employee Attestation

| attest, under penalty of perjury, that | am (check one of the following):
|| A citizen of the United States
A noncitizen national of the United States (See instructions)
A lawlul permanent resident (Alien Registration Number/uscls Number): .
An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy) . Some aliens may write "N/A" in this field.
(See instructions)
For aliens authorized to work, provide your Afien Registration Number/AlJSCIlsS Number OR Form -94 Admission Number:

1. Alien Registration Number/USCIS Number:
OR 3-D Barcode

Do Not Write in This Space
2. Form 1-94 Admission Number:

If vou obtained yvour admission number from CEBP in connection with yvour arrival in the United
States, include the following:

Foreign Passport Number:

Country of Issuance:

Some aliens may write "N/AY on the Foreign Passport Number and Country of Issuance fields. (See instructions)

Signature of Employee: Date (rmm/ddAnvyyv):

= The EMPLOYEE MUST select one of the four categories
and sign and date Section 1 of Form [-9.

= All employees must complete Section 1 no later than the first
business day of employment for pay.
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Form 1.9
Completing Form 1-9

Section 1: Preparer/Translator Certification
employee.)

I attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best of my knowledge the
information is true and correct.

Signature of Preparer or Translator: Date (mm/dd/yyyy):

Last Name (Family Name) First Name (Given Name)

T e

= This certification is required when Section 1 is prepared
by someone other than the employee.

= By signing, the preparer is attesting that Section 1 is true
and correct to the best of his or her knowledge.

= Note that only the EMPLOYEE can sign the Section 1
Employee Signature Block.
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U.S. Citizenshi

Form l‘g .-ﬂm__’/;t End Inuuigratmu

ETvices

Section 2. Employer or Authorized Representative Review and Verification

(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You
must physically examine one document from List A OR examine a combination of one document from List B and one document from List C as listed on
the "Lists of Acceptable Documents" on the next page of this form. For each document you review, record the following information: document title,

u
< O m p | et I n issuing authority, document number, and expiration date, if any.)

Employee Last Name, First Name and Middle Initial from Section 1:

ListA OR ListB AND ListC

F O r l I l I I 9 Identity and Employment Authorization Identity Employment Authorization
Document Title: Document Title: Document Title:

Issuing Authority: Issuing Authority: Issuing Authority:

Document Number: Document Number: Document Number:

Expiration Date (if any){mm/dd/yyyy). Expiration Date (if any){mm/dd/yyyy): Expiration Date (if any)(mm/ddivyyy):

Document Title:

Section 2:

Document Number:
E I I I p I O y e r Expiration Date (if any)(mm/ddiyyyy).

Document Title:

Certification

Document Number:

O f D O C u m e n t Expiration Date (if any)(mm/dd/yyyy):

3-D Barcode
Do Not Write in This Space

R 3 Certification

eV I eW | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee, (2) the
above-listed document(s) appear to be genuine and to relate t loyee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyy’ ee instructions for exemptions.)

Signature of Employer or Authorized Representative Date (mm/dd/yyyy) Title of Employer or Authorized Representative

Last Name (Family Name) First Name (Given Name) Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) | City or Town
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«#97. U.S.Citizenship

FOfm l‘g + and Immigration

e Services

Completing Form [-9

Section 2: Employer Certification of Document Review

= Completed by EMPLOYER.

= MUST be completed no later than 3 business days
after the employee begins work for pay.

= EMPLOYER MUST examine original documents.
= Documents MUST be UNEXPIRED.
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and Immigration
Services

Completing Form 1-9

Section 2: Reviewing Acceptable Documents
List A List B List C

: . | :
Establishes Identity : Establishes
and Employment : Esltjablltg,thes Employment
Authorization : entity Authorization

List A OR List B ListC
Identity and Employment Authorization Identity Employment Authorization

Document Title: Document Title: Document Title:
Issuing Authority: Issuing Authority: Issuing Authority:

Document Number: Document Number: Document Number:

Expiration Date (if any)(mm/dd/yyyy):

Expiration Date (if any)(mm/dd/yyyy): Expiration Date (if any)(mm/dd/yyyy):

The EMPLOYEE MUST provide either:
= One document from List A OR

= One document from List B AND one document from List C
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U.S. Citizenshi

Form l‘g ' % .| and Inunigratilz} 1

Services

Completing Form 1-9 e T

- . - must be completed and signed in the U.S. by a designated school official. SEVIS
Section 2: List A PRI m—————n em————— o
.

For Immigration Official Use

[First (given) Name: Middle Name:

[Country of birth: Date of birth (mo/day/year):

[Country of citizenship: Admission number:

Two additional lines have

chool (school district) name:

b e e n a d d e d u n d e r L i St A chool Official 1o be notified of stadent's arrival in U.S. (Name and Tie): e =

chool address (include zip code):

entitled “document number” T T
and expiration date”.

on Reinstated, extension granted to:

3.  This certificate is issued to the student named above for:

4. Level ofed ion the student is p ing or will pursue in the United States:

The student named above has been accepted for a full course of study at this This school has information showing the following as the student’s

school, majoring in . means of support, d for an acad term of
The student is expected to report to the school no later than months (Use the same number of months given in item 7).
and complete studies not later than - The normal length of Student’s personal funds

a.
study is ‘months. b. Funds from this school

These additional spaces = i mmeaa

Specify type:
< 8 = d. On-campus employment
This school estimates the student’s average costs for an academic term of Total

are for the employer to R ek -

Living expenses
Expenses of dependents

record the SEVIS number e =

School Certification: I certify under penalty of perjury that all information provided above in items 1 through 9 was completed before I signed this form
and is true and correct; [ executed this form in the United States after review and evaluation in the United States by me or other officials of the school of

the student’s application, transcripts, or other records of courses taken and proof of financial responsibility, which were received at the school prior to the
execution of this form; the school has determined that the above named student’s. i i meet all dards for admission to the school; the student
will be required to pursue a full course of study as defined by 8 CFR 214.2(f)(6); I am a designated official of the above named school and am authorized
to issue this form.

students/ploynt T TS

Student Certification: I have read and agreed to comply with the terms and conditions of my admission and those of any extension of stay as specified on

- = = = page 2. I certify that all information provided on this form refers specifically to me and is true and correct to the best of my knowledge. I certify that [
a u t h O r I Z atl O n eX I r atl O n seck to enter or remain in the United States temporarily, and solely for the purpose of pursuing a full course of study at the school named on page 1 of this
form. 1 also authorize the named school to release any information from my records which is needed by the INS pursuant to 8 CFR 214.3(g) to determine
my nonimmigrant status.

date for exchange visitors.

Name of parent or guardian Signature of parent or guardian Address (city) (State or Province) (Country) (Date)
If student under 18

- For Official Use Only
Form [-20 A-B (Rev. 04-27-89N icrofilm Index Number
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‘Xews> U.S. Citizenshi
FO rm l‘g . and [l!t?lf"l:igf';t]i?:}n

e Services

Completing Form 1-9
Section 2: Documents — Genuineness and Photocopies
= You are not required to be a document expert.

= You MUST accept a document presented by an
employee if it reasonably appears to be:

 Genuine AND
* Relates to the individual presenting it

= The document MUST be original* — photocopies are
NOT acceptable.

*The only exception is a certified copy of a
birth certificate.
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Form l‘g + . and Immigration

Completing Form 1-9
Section 2: Receipt Rule

= Receipts may be used as temporary proof of
employment eligibility when a List A, B or C document
has been lost, stolen or damaged.

= The receipt must be issued by the originating agency.

= The employee must present a replacement document
within 90 days of the hire date. EXCEPTIONS:

* The arrival portion of Form [-94/1-94A with a
temporary 1-551 stamp and a photograph of the
individual.

* The departure portion of the Form 1-94/1-94A with
a refugee admission stamp
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Completing Form 1-9

Section 2: Receipt Rule

= A receipt indicating that an individual has applied for
an initial employment authorization document (Form
I-766) or for a renewal of an expiring employment
authorization document (Form 1-766) is NOT
acceptable for Form I-9.

= Receipts are never acceptable if employment will
last less than 3 business days.
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Completing Form 1-9

Section 2: Copying Section 2 Documents

= You may choose to make copies of employee
documentation presented to you for Section 2.

 If you choose to photocopy documents, you
must do so for ALL employees, regardless of
actual or perceived national origin,
Immigration or citizenship status, or you may
be in violation of anti-discrimination laws.
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Completing Form [-9

Section 3: Reverification

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)

A. New Name (if applicable) Last Name (Family Name) First Name (Given Name) Middle Initial |B. Date of Rehire (if applicable) (mm/dd/yyyy):

C. If employee's previous grant of employment authorization has expired, provide the information for the document from List A or List C the employee
presented that establishes current employment authorization in the space provided below.

Document Title: Document Number: Expiration Date (if any)(mm/dd/yyyy):

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
he employee presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative: Date (mm/dd/yyyy): Print Name of Employer or Authorized Representative:

You MUST reverify an employee on Section 3 on a new Form [-9 if his or her
temporary employment authorization has expired.

You MAY also complete Section 3 if you:

= Rehire the EMPLOYEE within 3 years of the date of initial execution
of the Form [-9*

= Update the biographic information of an employee

* USCIS recommends completing a new Form 1-9 for rehires
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Completing Form 1-9

Section 3: Reverification

Do Not Reverify = U.S. Passport or Passport Card
= Permanent Resident Card (Form I-551)
List B documents

Permanent Resident = Reverify only if employee presents a Form

Reverification 1-94 with a temporary I-551 stamp, or

Exceptions = A foreign passport with a temporary 1-551
stamp (on a machine readable immigrant
visa (MRIV))

Usually Reverity = When employment authorization document

(List A or C) has an expiration date
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Completing Form 1-9

Correcting Mistakes

= |f you discover a mistake on Form I-9:
« Correct the existing form OR prepare a new Form [-9.

* If you choose to correct the existing Form 1-9, line out the incorrect
portions, enter the correct information, and initial and date the
correction.

« If you do a new Form I-9, retain the old form. You should also attach
a short memo to both the new and old Forms [-9 stating the reason
for your action.

Missing Forms

If you discover you are missing the Form |-9 for an employee:
* Immediately provide the employee with a Form [-9.
* Allow employee 3 business days to provide acceptable documents.
« DO NOT backdate the Form [-9.
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Storage

= Store Forms I-9 securely in a way that meets your
business needs — on site, off-site, storage facility or
electronically.

= Store Forms I-9 and document copies together.

= Ensure that only authorized personnel have access
to stored Forms I-9.

= Make Forms |-9 available within 3 days of an official
request for inspection.
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Retention
Forms -9 must be stored for:

3 years after the date you hire an employee
or

1 year after the date employment terminates,
whichever is later.

Example:

John Smith was hired on November 1, 1993, and on July 5,
1994, employment was terminated.

November 1, 1993 + 3 years = November 1, 1996
July 5, 1994 + 1 year = July 5, 1995
The retention date is November 1, 1996
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Form |-9 and E-Verity
Form I-9 must be completed before a case can be
created in E-Verify.
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What is E-Verify?

No-cost Internet based system

Fast and easy to use

Electronically verifies the employment eligibility of:

* Newly hired employees
» Existing employees assigned to work on a qualifying
federal contract

Helps maintain a legal workforce
Protects jobs for authorized workers

Partnership between the U.S. Department of Homeland Security
and the Social Security Administration
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What Is E-Verity?

E-Verify Goals
= Reduce unauthorized employment
= Minimize verification-related discrimination
= Be quick and non-burdensome to employers

= Protect civil liberties and employee privacy
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> START HERE. Read Instructions carefully before completing this form. The instructions must be ai
ANTI-DISCRIMNATION NOTICE e

Section 1. Employee Information and Aueslahon (Employees must ct
1 the first day of employment, but

I am aware that federal law provides for imprisonment andicr fines for false statements or use of false documents in -‘.%
[connection with the completion of this form. Ty 3 ,’ -\\I
i attest, under penalty of pgr‘um that | am (check one of the following] ! o ane o Liat |

il - —
: X o
3-0 arcode "~
o Not Wrte In This Space - S
-

fotlowing inforr
the Uni =

n naticnal of the United States (See

“ on the Foreign

-D Barcode
Do Not Write in This Space

abave-named employee, (2) the
B) to the best of my knowledge the

s for exemptions.)

] ontative v Title of Ervployer of Authonzed Repr

ganization Addres

ication and Rel

Name (i 2gp

I attest, under penalty of perjury, that to the best of my knowledge, this employee IS authorized to work in the ummn smes and it
the employee presented document(s), the document(s) | have examined appear to be genuine and to relate to al.

DHS
SSA TNC Verification
in Process

Employment
Authorized
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E-Verify Case Resolution

You should check E-Verify periodically for one of the
following responses:

Employment Authorized
Review and Update Employee Data

Case in Continuance
DHS Verification in Process
DHS No Show
Final Nonconfirmation
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Resources:

-9 Central:
-9 Central Spanish:

I-9 Central Home Bienvenido a la Central 1-9

Federal law requires every employer and agricultural recruiterreferrer-for-a-fee hiring an individual La ley federal exige a cada empleador, reclutador o agente gue refiere trabajadores agricolas por
for employment in the United States to verify his or her identity and empleyment authorization honorarios, verificar la identidad ¥ la elegibilidad de autorizacidén de empleo de la persona ala
f que contrata, completando el Formulario -9, Verificacidén de Autorizacién de Empleo

through completion of Form -2, Employment Eligitzili ferification.
Estas paginas Web del Servicio de Ciudadania e Inmigracidn de EE. UU. (USCIS, por sus siglas

These USCIS Web pages on Form 1-2 will help you learn more about: ) ; ; > >
en inglés) en relacidn al Formulario -2 lo ayudaran a cbtener mas informacidn acerca de lo
siguiente:

2 -

NUEVAY®

What's New Complete & Correct
Nowvedades

8
an =
an

Accepted Documents Retain & Store
Documenios aceptados Conservar y almacenar

=I= 5T2 F

Employee Rights
Derechos del empleado Sanciones

gl 'Y a

About the Form Customer Support
Acerca del formulario

This page can be found at: hittp:) s cis. gowl-9Central
This page can be found at: hitp:.www . uscis. gowl-9Central/Espanol
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Form |I-9 Resources

= Form I-9, Employment Eligibility Verification

= Form M-274, Handbook for Employers, Guidance for Completing Form
1-9 (Employment Eligibility Verification Form)

= Form M-274, Handbook for Employers, Guidance for Completing Form
1-9 (Employment Eligibility Verification Form)— SPANISH version
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Resources:
Employee Hotline — 1-888-897-7781

(available in English and Spanish)

Created to respond to employee inquiries, issues and complaints. The
hotline is available from 8am-5pm. Employees choose from five (5) options:

1. Your employer gave you a Tentative Nonconfirmation (TNC) letter and you wish to
contest it, or you feel you have received an FNC in error

2. General Information regarding: E-Verify, TNC Process, or Federal Contractor Rule

3. Information regarding completion of the Form I-9 or acceptable documents to use for
employment verification

4. If you think your employer has misused the E-Verify System

5. If you believe you have been discriminated against or your employer took action that
they should not have
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Form 1-9 & E-Verify Outreach

= Speakers for your events
Panel participants
Exhibits

Content for your newsletters

= Authorization to use the E-Verify® Logo and Name
and | E-Verify Seal

E-Verify E-Mail:
Form 1-9 E-Malil:
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Customer Service

E-Verify received the highest rating for customer service of all federal agencies.
(2012 American Customer Satisfaction Survey)

Employer Hotline: (888) 464-4218
Employee Hotline: (888) 897-7781

Form I-9 E-Mail:
E-Verify E-Mail:

Form 1-9 Website:
E-Verify Website:

Follow us on twitter;
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Disclaimer

mmigration law can be complex and it is not
nossible to describe every aspect of the
Drocess.

This presentation provides basic information
to help you become generally familiar with
rules and procedures.

For more information on the law and

regulations please see our website:
www.dhs.gov/E-Verify
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Comments on Our Webinar?
Send to:

*Include date, time and topic of the Webinar

Thank You!
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