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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).

Employment Eligibility Verification
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http://www.uscis.gov/ilink/docView/SLB/HTML/SLB/0-0-0-1/0-0-0-29/0-0-0-8501.html
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Working in the U.S.

Individuals who may legally work in the United States
are:

Citizens of the United States
Noncitizen Nationals of the United States

Lawful Permanent Residents
Aliens Authorized to Work

Employment Eligibility Verification 4
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Employment Verification

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 [-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

Employment Eligibility Verification 5
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Preventing Discrimination

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 I-9 process
= Retaliation

* Actual or perceived

Employment Eligibility Verification 6
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— U.S DEPARTMENT OF JUSTICE —
IMMIGRANT & EMPLOYEE RIGHTS SECTION
— CIVIL RIGHTS DIVISION —

The anti-discrimination provisions of the INA are

enforced by:

Department of Justice
Civil Rights Division
Immigrant and Employee Rights Section

= Employees may contact the Immigrant and Employee Rights Section (IER) to obtain additional
information regarding employment discrimination and employee rights and responsibilities*

1-800-255-7688 (TDD: 1-800-616-5525)

= Employers may also contact IER*
1-800-255-8155 (TDD: 1-800-362-2735)

*callers may remain anonymous
See |ER’s “Employer Dos and Don'ts.”

Employment Eligibility Verification 7
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Please respond to the poll question
that will pop up on your screen.

Employment Eligibility Verification 8
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Form 1-9 Requirements

All U.S. employers must have a Form 1-9 on file for all
current employees.

= The revised form has a revision date of Nov. 14, 2016 N. As of

January 22, 2017, employers must use this revised form for all newly
hired employees and any necessary reverification.

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

Employment Eligibility Verification
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Designated Agent

You may designate someone to fill out Forms I-9 to a
responsible agent. These could include:

= Personnel officer

Foreman

Agent

Supervisor

Notary Public**

If someone else fills out Form I-9 on your behalf, he or she must carry out full
Form I-9 responsibilities, and you are still liable for any violations.

Employment Eligibility Verification
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Form |-9 Exceptions

You are NOT required to complete Form I-9 for:

= Casual 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

Employment Eligibility Verification
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Lists of Acceptable Documents

LISTS OF ACCEPTABLE DOCUMENTS

= Use MOST CURRENT Form I-9
VERSION, 11/14/16N

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

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

= One document from List B AND one
document from List C

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 LISTB
D that Establish D that E:
Both Identity and Identity
Employment Authorization or

AND

LISTC

Documents that Establish
Employment Authorization

. LLS. Passport or U.S. Passport Card

Permanent Resident Card or Alien
Registration Receipt Card (Form I-551)

o

. Foreign passport that contains a

temporary 1-551 stamp or temparary
1551 printed notation on a machine-
readable immigrant visa

=

. Driver's license or ID card issued by a

State or autlying possession of the
United States provided it contains a
phatograph or information sueh as
name, date of birth. gender, height, eye
celor. and address

. Employment Authorization Document

that contains a photograph (Form
1-768)

~

. 1D card issued by federal, state or local

govemment agencies or entities,
provided it contains a or

1.

A Social Security Account Number

card. unless the card includes one of

the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

o

. For a nonimmigrant alien authorized

fo work for a specific employer
because of his or her status:
a_ Foreign passpart; and
b. Form 1-94 or Form 1-84A that has
the following
(1) The same name as the passport;
and
(2) An endarsement of the alien's
nenimmigrant status as long as
that period of has

not yet expired and the
proposed emplayment is not in
conflict with any restricions or
limitations identified on the form.

. Passport from the Federated States of

Micronesia (FSM) o the Republic of
the Marshall Islands (RMI) with Form

information such as name, date of birth, | 2. Certification of Sirth Abroad issued
gender, height, eye color. and address by the Department of State (Farm
F5-545)
3. Schoal ID card with a photograph - prr———
4. Vaters registration card issued by the Department of State
(Form DS-1350)
5. U.S. Military card or draft record — - -
4. Original or certified copy of birth
6. Military dependent's ID card cerfificate issued by a State.
county. municipal autharity. or
7. U.S. Coast Guard Merchant Mariner territory of the United States
Card bearing an official seal
8. Native American tribal document 5. Native American fbal docament
9. Driver's license issued by a Canadian | ¢\, & cieon 0 Cord (Form 1187)
govemment authority
7. Identifieation Card for Use of
For persons under age 18 who are Resident Citizen in the United
unable to present a document States (Form I-178)
listed above:
8

10_ School record or report card

document issued by the
of Homeland Security

11. Clinic. doctor, or hospital record

1-84 or Form |-04A i
nonimmigrant admission under the

Compact of Free Association Between
the United States and the FSM or RMI

12. Day-care or nursery school record

Examples of many of these documents appear in Part 8 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Employment Eligibility Verification
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http://www.uscis.gov/files/form/i-9.pdf

E-Verify

LLS. Citizenship
and Immigration

Completing Form [-9

AN“-DISCRIIIN.R‘HCN NOTICE: It is illegal to di

against work
document(s) an employee may present to estabish
because the documentation

Instructions Start Over Print
Emplny'ment Eligibility Verification TUSCIS
Form I-9
Y tment of Homeland Security o e T T
LS szenslup and Immizration Services ‘Expires 08312019
» START HERE: tniz form. Tha must b= avallable, alther In paper or slectronically,
this form. @ iatie for th

i CAMNOT specify which
‘authorization and identity. The refusal to hire or confinue to employ

employment
an individual presented has a future expiration date may alse constitute illegal discrimination.
[Section 1. F ion and i must compiete and sign Section 1 of Form -9 no later
lthan the first day but accepting 2 job offer.|
Last Name (Famiy Name) (71 ‘mmg\smwm Miodie Initial 71 [ Other Last Names Used (It any) (10
Adoress (Streaf Number ang Mame) 1 |apr.Nm 7| ity or Town 1 Sale ‘Eﬂzpcwe-.‘
Dafe of Birn B us Number 11 ‘ E-mal Address (¢ ‘mwsmmmlﬂmw-v
| am aware that federal law provides for imprisonment andlor fines for false or use of false in
connection with the completion of this form.
| attest, under penalty of perjury, that | am (check one of th
[ 1. Acitizen of ;e United States * 1/
[z the United States (Se
[]3.a reskient' ¥ {Allen Kumber): (7
] & An allen autharized o wark ™ untll (expiration date, ¥ appicable, mmdatyyyy): (*/
Some aliens may wiite "NIA” I the expiration dale fiskd. (See Istructions)
Aliens veork must Uy ane af to compiete Fomm 19: Do v e o et
‘An Alln RagiSatan NUMOERTISCIS Number OR FOrT -4 AXTISSion NuMBer Rt Foreign Basipart Number.
1. Allen Registrafion NumberUSCIS Numbes: 7/
OR
2. Fomm 24 ABmISSon Number: !
OR
3. Farelgn Passport Number: (11
Coundry of issuance: |1/
‘Signature of Employee 7/ Today's Diate (mmayyyy) 12
IPreparer and/or Certification {check one):
] O

@ Employer Compleres Next Page ()

|Tmrsmrnurmm 7
Last Name (Fambly Name) First Name (Ghven Name) "
Aress (Street Number and Name) |7 City or Town 24 ‘Sﬂe 7 |ae cage @
Click to Finish

Fom 10 117142016 W

Page L of 4

Insiructions. Start Over Print
Employment Eligibility Verification UsCIs
5 Form I-9
DEIB"E_ wrtment umeeIxnd_ _Setln‘l'}’_ OME Fo. 1615-0047
5. Citizenship and Inmigration Services ‘Expiras 0B31/2018
of i Rep i waand\!enﬁcdmn
Mt com i ¥ou
ListA OR L gocument from List C 2 Isted on the "Lists
3
Empiloyse Info from Seckion 171 | 135 Name (Famiy Nams} 12 Jmmmmm ]mwmmnmu
Dsi A (4133
Identity and
Document TR 1/ ToCument TIHE 71 Dwammme T
T65UINg AUTorty 1 Is5ulng Autnorsy Is5uing Aumnortty 7/
Document Kumber' Document Mumber'

Document Number T

Expiration Dt {if any)mmaayyg Expiration Date (It anylmmad gl =

Expiration Date (f any)mmaeyyy) o

Expiration Dt (If any)mmaa g 1

Document Titie .2/ o
euing ATTOy e ks b T
Document Number */
Expiration Date (Ir any)mmasyyyy) -
=

Issulng Authortty' ™

"g =
Document Number 7/

1 attest, under penalty of perjury, that (1)1

employea Iz suthorized to work in the United States.

(2) the above-listed document(s) appear fo be genuine and to redats to IBB mplnysemmad. and mmm bast nlmlnulaﬂgnm
The employee’s first day of 1] (See i

jons for =

i S EmpIOTEr of £ |11m1=|n=

THie of Employer or Authorized Representative (1)

Last Name of Employer or Aulhorized Representative " | FIrst Name of Employer or Authorzed Representstive 1| Empiayers Susiness or N Name 71

Empioyer's Business or Crganization Andress (Strest Number and Name) * | City ar Town 7

|3¢=e azpcme 7]

Click to Finish

Form -8 11142016

Page2 of 4
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<28 and Immigration
=y Services

Section 1: Employee Information

Section 1. Employee Information and Attestation (Employees must compiete and sign Section 1 of Form -9 no fater
than the first day of employment, but not before accepting a job offer,)

Last Name {Famify Name) .2/ First Name (Given Name) (2! Middle Initial 2/ | Other Last Names Used (if any) \&/
Address (Sfreet Number and Name) 2/ Apt. Number 2/ | City or Town (2 State (2) | ZIP Code 2!
Date of Birth (mm/dd/yyyy) 2" |U.S. Social Security Number'2) | Employee's E-mail Address 2/ Employee's Telephone Number (2)

= To be completed by EMPLOYEE.
= Employer MUST verify Section 1 is COMPLETE.

Employment Eligibility Verification
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http://www.uscis.gov/i-9-central/complete-correct-form-i-9/complete-section-1-employee-information-and-verification/completing-section-1-employee-information-and-verification

U.S. Citizenship

and Immigration
Services

Section 1: Employee Attestation

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

I attest, under penalty of perjury, that | am (check one of the following boxes):
[Tl A citizen of the United States

j 2. A noncitizen national of the United States (See instructions) "2/

E 3. A lawful permanent resident2){Alien Registration Number/USCIS Number): |2 USCIS Wumber El

T — - - ien Humbe
:l 4. An alien authorized to work 2 until {expiration date, if applicable, mmdddfyyyy) "2 w/a I;;arl:i; mﬁz
Some aliens may write "N/A” in the expiration date field. (See instrucfions) )

Aliens authorized fo work must provide only one of the following document numbers to complete Form [-9: Dnﬁim]ﬁﬁ:g;m
An Alien Registration Number/USCIS Number OR Form [-94 Admission Number OR Foreign Passport Number.
1. Alien Registration Number/USCIS Number: ') n/a
OR
2. Form 1-94 Admission Number:'2' wsa
OR

3. Foreign Passport Number: (2) n/a

Country of Issuance: "&'u/2

ignafure of Employee =) Today's Date (mm/adiyyyy) &)

= 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.

Employment Eligibility Verification
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http://www.uscis.gov/i-9-central/complete-correct-form-i-9/complete-section-1-employee-information-and-verification/completing-section-1-employee-information-and-verification

S U.S. Citizenship

and Immigration
Services

Section 1: Preparer/Translator (P/T)

Certification

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

= Employees must check the first
box if they don’t use a preparer
or translator.

= |f the first box is checked, no
entries can be made in the fields
as the check box is equivalent to
stating N/A.

Preparer and/or Translator Certification (check one): =
|:| | did not use a preparer or franslator. |:| A preparer(s) and/or franslator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or franslators assist an employee in completing Secfion 1.)

1 attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correct.

Signature of Preparer or Translator (2) Date (mm/dd/yyyy) 2

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

Address (Street Number and Name) "2 City or Town 2/ State "2

ZIP Code '

If the employee uses a P/T, the P/T must check the
second box in this section, then choose from the
drop-down menu the number of preparers and
translators used.

« If the dropdown indicates more than one P/T, the
form automatically generates an extra page to enter
up to four more P/Ts

* P/Ts must sign and date the areas by hand.

* If the form is being completed on paper, P/Ts may

use the supplement on the Form 1-9 download page
to enter multiple P/Ts

Employment Eligibility Verification
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U.S. Citizenship

and Immigration
Services

Section 2: Employer Certificati
of Document Review

Employment Eligibility Verification Uscis
Form I-9

Department of Homeland Security OMB No. 1615.0047

U.S. Citizenship and Immigration Services Expires 08312019
= Completed by EMPLOYER
" Section 2. Empl or Authorized R tative Review and Verification
or their mmr:nmplere and sign Section 2 within 3 business days of the employee's first day of employment. You
\must physically examine one document rom List A OR a combination of one dacument from List B and ane dacument rom List C as listed on the 'Lists
of Acceptable Documents.”)
[Employee Info from section 12 | Last Name (Family Name) 2 First Name (Given Name) &/ ‘M,\,:’ Citizenship/immigration Status*
Washington George 3
= MUST be completed no later than 3 L o e A e
Identity and Employment Authorization Identity Ei
. Document Title (2) Document Title (2) Document Title (2) .
Parm. Resident Card (Form 1-551) = | wa [ s =
usiness days alter tne empiloyee i A i A g
U.S. Citizenship and Tmmigration Services [v] M/A H/A
. Document Number'#) Document Number 2 Document Number 2
begins work for pa
N Expiration Date (if any)(mm/ddryyyy) ) Expiration Date (if any)(mmidd/yyyy) 2 Expiration Date (if any)(mm/dd/yyyy) (&)
07/04/2017 W/A WA

Document Title 2/

Issuing Authority 7/ Additional Information 2 OR Code. Sectn= 243

= The EMPLOYER that examines the e S

Expiration Date (if any) (mm/dddyyyy) 2
N/B

original documents in the presence ==

Issuing Authority 2
N/R

of the employee MUST sign and date o

Section 2.

Certification: | attest, under penalty of perjury, that (1) | have i the by the above-named employee,
(2) the above-listed document(s) appear to be genuine and to rel; loyee nnmed and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The 's first day of ( yyy): 2 (See instructions for exemptions)

- DOC u m e ntS M U ST be U N EX P | R E D . Signature of Employer of Authorized Representative ) ‘Tnnavv‘s Date(mm/dayyyy) (&

Last Name of Employer or Authorized Representative .2/ First Name of Employer or Authorized R tive 2|

Title of Employer or Authorized Representative %/

Employer's B O ization Name 2/

Employer's Business or Organization Address (Street Number and Name) )| City or Town (2) State (2 | zIP Code @

Employment Eligibility Verification 17




U.S. Citizenship

and Immigration
Services

Section 2 Certification and Hire Date

Certification: | attest, under penalty of perjury, that (1) | have examined the document|{s) presented by the above-named employee,
(2] the abowe-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the

employee is authorized to work in the United States.
The employees's first day of employment {mmdddyyyp): i 5 s )

Signature of Employer or Authorized Representative |2

Last Mame of Employer or Autharzad R

Today's Datefmmaddiyyy) 2 Hir—e 'ji:_ite Jepresenlaﬁ'uE 2
==
me of Employer or Authorized Represaniative | ®/] Employers Business or Organization Mame |2

Emp Cerification date .jt Mumber and Name).”| City or Town .2/ State (7' | 71P Code B

L

Click to Fimish

Employment Eligibility Verification
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Section 2: Examining 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

= Section 2 MUST be filled out in the presence of the employee

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

*Exception: Certified copy of a birth certificate

Employment Eligibility Verification
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—B  U.S. Citizenship
¥ and Immigration

= Services

Document Tips:

= All documents must be unexpired when presented

= Must be issued by a federal/state/local government agency. (School IDs
acceptable for students/minors)

= Social security cards are not acceptable for employment authorization if
It contains these restricted notations:
= Not Valid for Employment
= Valid for Work Only with INS s C ALAF QRN A

SRR LCENSE

= Valid for Work Only with DHS Authorization oy s \

EEY SUMMER
BT WRAR DR 07

ALE, © Lot
SURNY D e WD gﬁ,-,‘,“?%m_
S\fi"\sfaﬁ CARRSUIMEERRC W saos

= For E-Verify participants, a photo ID is
required for List B documents. =R e

Employment Eligibility Verification 20
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Section 2: Copying Documents

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

= |f 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.

Employment Eligibility Verification
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S U.S. Citizenship

and Immigration
Services

Section 3: Reverification

Employee Name from Section 1: I:::fame (Family Name) |2/ First Mame [Given Name) 2/ :ﬂiddle el =
Section 3. Reverification and Rehires (To be complefed and signed by employer or authorized representative. )
A. New Mame (if applicable) |1 B. Date of Rehire (i applicable)

Last Name (Family Name) () First Mame (Given Name) 2/ Middle Initial (2 | Date (mmddiyy) 2

C. If the employee’s previous grant of employment authorization has expired, provide the inforrmation for the document or receipt that establishes.
confinuing employment authorzation in the space provided below.

Document Title 2 Document Mumber'2! Expiration Date (if any) (mm/ddfyyy) 2
| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the 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 2| Today's Date (mmiddfyyy) ' | Mame of Employer or Authorized Represantative |2

= You MUST reverify an employee using Section 3 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

Employment Eligibility Verification [ [ 22
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ART ] A
S50 USS. Citizenship

| M and Immigration
= Services

Common Form I-9 Mistakes

Incorrect or missing information for:

Name Document numbers
Address Date of hire
Attestation Signhatures

Required List A, B or C

documents

Employment Eligibility Verification 23




7 U.S. Citizenship
¥ and Immigration

= Services

Correcting Form 1-9

Correcting Mistakes

For mistakes on Form I-9, you can:

= Correct the existing Form 1-9: Line out the incorrect portions, enter the correct
information, and initial and date the correction.

= Section 1, the employee must make the corrections, initial and date.
= Section 2, the employer must make the corrections, initial and date.

= Complete a new Form I-9: Retain it with the old form. Attach a short memo to the
new and old Forms I-9 stating the reason for your action.

Missing Forms

For an employee’s missing Form 1-9:
= Immediately provide the employee with a current Form 1-9.
= Allow employee 3 business days to provide acceptable documents.
= DO NOT backdate the Form 1I-9; use original hire date.

Employment Eligibility Verification 24
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Storage and Retention

Form I-9 MUST be on file for all current employees and stored
securely in a way that meets your business needs — on site, off-
site, storage facility or electronically.

= Store Forms |-9 and document copies together and ensure that only
authorized personnel have access to stored Forms I-9.

Forms -9 must be retained for:
3 years after the date you hire an employee or

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

25
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U.S. Citizenship

and Immigration

Services

-9 Central

1-9 Central

Federal law requires that every employer® and agricultural recruiter/referrer-for-a-fee hiring,
or recruiting/referring for a fee, an individual for employment in the United States complete a
Form 1-9, Employment Eligibility Verification. Form 1-9 will help you verify your employee’s
identity and employment authorization. You may click on the links to the left or on one of the
icons below to find out more information about Form 1-9_

FNOTE: We will refer to both employers and agricultural recruiters and referrers for a fee
collectively as “employers” for ease of reference throughout the -9 Central ]

On March 8, 2013, a new version of the Form -9 was released. Beginning May 7,
2013, employers must only use the new Form I-9.

NEW? = ia

What's New Complete & Correct

Accepted Documents Retain & Store

“T-

Employee Rights

About the Form Customer Support

This page can be found at: hitp./www.uscis.gowll-9Central

Bienvenido a la Central 1-9

Alerta: E-Verify esta disponible. Para mas informacién, haga clic
agqui.

L= lzy federsl exige que cada emplesdort _reclutador o sgente gqus refiers trabajadores
agricoias & cambio de honorarios y que contrate a un individuo para trabajar en los

tades Unidos, complete un Formulario “1-9_Werificacion de Elegibilidad de Emalec”™. EI
ormulanc 10 le syudard a wenficar la identidad de su empleado y Su autonizacion de
emplec. Para obtener mas informacién sobre el Formulario 120, hags clic en los fconos que
se encuentran a continuscicn

“[MNOTA: Fars facilitss Ia referencis. en el Central -8 nos referiremes de mansrs colectiva
tanto a los empleadores como = los reclstadores ¥ sgentes gue reficren trabajadones
sgricolss & cambic de honorarics como “emgleadones".]

El 8 de marzo de 2013 sa publicd uns nuewa varsién dal Formularioc “I-9, Varificsci
de Elegibilidsd de Empiec”. Comenzando & 7 de mayo de 2013, los empleadores
deberdn utlizar s6/0 este nueve Formulanio -9,

NUEVA™ = in

[T e Comphstar & formmisio

Censervary aimacenar

N

Sanciones

(=]

Acerca del fonmulario

This page can be found at: hitp: i, uscis. gow|-BCentral
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Form 1-9 and E-Verity

Form I-9 must be completed before a case can be
created in E-Verify.

COMPLETE FORM I-9 >

EMPLOYER

The employee and employer
fill out Form 19 for Employment
Eligibility ation

PROCESS CASE >

The employer uses E-Verify E-Verify displays an initial case

to confirm Form 19 information  result within a few seconds,
though some cases may require
additional action.

Employment Eligibility Verification
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What is E-Verify?

Free web-based service that is 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 and protects jobs for authorized

workers

Partnership between the U.S. Department of Homeland Security

(DHS) and the Social Security Administration (SSA)

Employment Eligibility Verification
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What does E-Verify NOT do?

E-Verify Is not...
= _..a system that provides immigration status
= ...used for prescreening
= _..a safe harbor from worksite enforcement
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E-Verify Benefits

= Reduce unauthorized employment
= Minimize verification-related discrimination

= Be quick and non-burdensome to employers

= Protect civil liberties and employee privacy

Employment Eligibility Verification
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Form |-9 and E-Verify

Comparison of Form 1-9 and E-Verify

Form [-9 E-Verify

s mandatory |s voluntary for most
businesses

Does not require a Social Security Requires a Social Security

number number

Does not require a photo on identity Requires a photo on identity

documents (List B) documents (List B)

Must be used to reverify expired MAY NOT be used to reverify

employment authorization expired employment
authorization

NOTE: All documents must be unexpired. Names should appear on Form I-9 exactly as they appear
on documents. No nicknames should be used.
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Required Posters — Must Be Visible to
Prospective Emplovees

This Organization
Participates in E-Verify

NOTICE:
E-Verify Works for Everyone

888-897-7781
www.dhs.gov/E-Verify

IF YOU HAVE THE RIGHT TO WORK

Don’t let anyone take it away.

There are laws to protect you from M
LTI For assistance in your own language
Phone: 1-300-255-76E8

TTY: 1-800-237-2515

You should know that... .
Email us

In most cases, employers cannot deny [ER@usdol.gov

you a job or fire you because of your or write to

national erigin or citizenship status or U.5. Department of Justice - CRT
refuse to accept your legally acceptable \mmigrant and Employee Rights — NYA
documents. 950 Pennsylvania Ave., NW
washington, DC 20530

Employers cannat reject documents
because they have a future expiration
date.

L3 of these thi happen to you, contact
Employers cannot terminate you because i . —= r:' ’F N
of E-Verffy without ziving you an the Immigrant and Employee Rights Section
opportunity to resolve the problem. (IER).

In most cases, employers cannot require

T,
B 4 b — DEFARTHENT OF JUSTICE—
you to bea “-5_-;‘“”" ora lawful ;’\ = FFIGRANT & EMIPLOYEE RIGHTS SECTION
permanent resident.

— EVILAIGHTS DIVISION —

Immigrant and Employee Rights Section

US. Department of Justice, Civil Rights Division www.justice. ier
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How does E-Verify work?

e Tmplayment DBphibn: Verifiaton
e Pt
.. Tt

Employment

Authorized

TNC

DHS
Verification in
Process

Employment Eligibility Verification
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Creating an E-Verify Case

When creating an E-Verify case for a newly hired employee, log in
to the E-Verify homepage.

E_veriry Welcome Company User ID
# HOME CASES - PROFILE ~ COMPANY ~ REPORTS - WEB SERVICES ~ RESOURCES ~ LOG OUT &
Visit the QUICK LINKS
- o4
E've"fy Mesage o SEH B
Message Center center ‘h —
to get the latest
E J E-Verify News and Information o conaet

You Have No Case Alerts at this Time
. Work
Open Cases Cases with — .. = Message P
to be Closed 'mar New Updates % Authorlz?t_lnn ' Center [~
Docs Expiring

Click on “Verify Employee”

Employment Eligibility Verification

34




S U.S. Citizenship

¥ and Immigration

= Services

Case Creation - Data Entry

= Enter employee’s EVerify
biographic information
= Required fields asterisked

REPORTS =

Verify Employee

Enter Form I-8 Information Venfication Results Close Case

= Employee’s e-mail |
address field

Last Mame @
inglon

= Optional field on Form I-9 e
= Required for E-Verify [ contnue |
case if provided

= Visit Email Notification
Page

Employment Eligibility Verification
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U.S. Citizenship
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Select the citizenship

E-Verify

# HOME CASES ~ PROFILE ~ COMPANY ~ REPORTS - WEB SERVICES -~

Verify Employee

Enter Form I-3 Information Verification Results Close Case

What citizenship status did the employee choose in Section 1 of Form I-9? @
Select one, then click Continue.

® A citizen of the United States
A noncitizen national of the United States
A lawful permanent resident
An alien authorized to work

Welcome

RESOURCES ~

status

Company User |

LOG OUT [
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& HOME CASES = PROFILE = COMPANY = REPORTS WER SERVICES = HESOURCES = 06 OUT

# HOME CASES - PROFILE - COMPANY - REFORTS = WEB SERVICES - RESOURCES - LOG QUT &

Verify Employee

Enter Form |-3 Information Werification Results Close Case

'Verii],r Em p|0yee What List B and € documents did the employee present for Section 2 of Form -7 @
Select one from sach column, then ellch Continue.

: List B Documents List C Documents
Enter Fom |3 Information Verification Results Close Case & Drwe 1 aus L on @ Social Se

What documents did the smployss presant for Section 2 of Form 147 @
Select one, then cllck Continue,
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Verify Employee

= Welcome Company User
E_verlfy | T

# HOME CASES - PROFILE - COMPANY - REPORTS -~ WEB SERVICES -~ RESOURCES - LOG OUT

Verify Employee

Enter Form I-9 Information Verification Results Close Case

Select the document name and state, then click Continue. - required

# Document Name @
® Driver's license
ID card

* Document State @
Nebraska \
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Verify Employee

EVerify

# HOME CASES ~ PROFILE ~

Verify Employee

COMPANY ~

REPORTS ~ WEB SERVICES ~

Enter Form I-9 Information Verification Results

Close Case

Enter the employee's Form I-9 information, then click Continue. * - required

Click any @ for help.
LastName
Washington

Date of Birth
January 01, 1975

Citizenship Status
A citizen of the United States

Document Type
Driver's license or ID card issued by a U S state
or outlying possession

* Document Number @)

# Hire Date @
Month +||Day v | Year ~

First Name Middle Initial

George

Social Security Number

wexwr 000

Document Name
Drver's license

* Document Expiration Date e
Month | Day * |Year =

This document has no expiration
date

Employer Case ID @)

Welcome

RESOURCES ~

Other Names Used

Employee's Email Address
gwashington@email.com

Document State
Nebraska

Company

User

LOG OUT |

Employment Eligibility Verification
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Case Results/Closing a Case

Employer Action E-Verify.

Employment Eligibility Verification 12:10 PM - 02/24/2014  Log Out

Click any @ for help

u R e CO rd C aS e Ve rifi Cati O n N u m b e r Verify Employee S5 | TSI 6 ViewlPrint Gass Detalls
0 n FO rm I _ 9 an d/o r pri nt O ut th e Z:a:ciacs::es Enter Form I-9 Inlorrnatlon% Verification Results % Close Case

. et | Employment Eligibility:
case details and attach to Form |-9 = 7 Zromimrini

Change Security Questions

Bill Smith is authorized to work in th¢ United States. To compleie the verification process,
Lt click Close Case. @

Edit Company Profile

1 1 1 1 Add New Us
= Ensure the information in E-Verify
’ Close Company Account Smith Bill - -
m atC h eS th e e m p I Oye e S F O rm I = 9 J)aw of ggthmm 'al;gg!;nw Number Email Address
e -

Manage Web Services Citizenship Status

A citizen of the United States

View Essential Resources

Document Type Document Name Document State
ke Tutorel Driver's license or ID card Driver's license Nebraska
View User Manual issued by a U S state or
Share Ideas outlying possession
Contact Us

Document Expiration Date

March 31, 2017

Hire Date Employer Case ID
February 24, 2014 -

Submitted By Submitted On
February 24, 2014

—s ey
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Initial Results

Initial verification will return one of three results in just seconds.

Employment Tentative DHS Verification in
Authorized Nonconfirmation Process

DHS will usually
respond within 24
hours with either:

The employee is There is an
authorized to work. Information mismatch.

or

DHS Tentative
Nonconfirmation

Employment Eligibility Verification
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What is a Tentative Nonconfirmation (TNC)?

A TNC means that information from an employee’s Form [-9 did not match
government databases.

Note: It may not mean an employee is unauthorized to work or is present in the United
States unlawfully. There are legitimate reasons why an employee may receive this result.

Common reasons for TNCs:

Social Security number (SSN) does not match

Identification document could not be verified

Citizenship or immigration status changed

Name change was not reported

Name entered on I-9 is different than recorded in government databases
Information was not entered correctly in E-Verify

Employment Eligibility Verification
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Handling a TNC

= Employers should print the TNC Further Action Notice and review it with the employee
promptly and privately.

= Employees have the right to contest or not contest a TNC.

= Employees who choose to contest should be provided the Referral Date Confirmation.

Both the TNC Further Action Notice & Referral Date Confirmation are available in several
languages: Foreign Language Resources

CONTEST NOT CONTEST

Employer refers Employer may
employee to terminate the employee
appropriate agency. and close the case in
E-Verify.
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Employee Name Case Verification Number & View/Print Case Details

Verify Employee

Enter Form I-9 Information ;

Employment Eligibility:
1/ SSA Tentative Nonconfirmation (TNC) @

Close Case

Verification Resuits

The name and/or date of birth entered for this employee did not match SSA records.

This does NOT necessarily mean that the employee is not authorized to work in the United States; however, additional action is required.

Employers must allow the employee to contest a TNC and may not take adverse action against the employee because of the TNC while the employee is contesting the TNC
and the E-Verify case is pending.

» To begin the TNC process click, Gontinue.
If you created this case in error or no longer need to continue this verification, click Close Case. @

To return to this case at a later time, click Save Case and Exit. @

Close Case ‘ ‘ Save Case and Exit | m
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TNC — Step 2

Ve "fy Employee Employee Name Case Verification Number & View/Print Case Details

Enter Ferm I-9 Infermation z ication Results Close Case

Employment Eligibility:

1/ SSA Tentative Nonconfirmation (TNC) @

TNC Process
Review the SSA TNC Further Action Notice with the employee. Foliow the steps listed below.
o Print the SSA TNC Further Action Notice

SSA TNC Further Action Notice @ Choose which language to print

.Enghsh v gPrint Notice

e Review the SSA TNC Further Action Notice privately with the employee. Ensure that you and the employee sign and date the SSA TNC Further Action Notice.

Indicate that the employee has been notified by selecting the check box below.

Confirm Employee Notification

I have notified this employee of the TNC

o If the employee
» Chose to CONTEST the SSA TNC, click Refer Case
» Chose to NOT CONTEST the SSA TNC, click Close Case. @

If you created this case in error or no langer need to continue this verification, click Close Case. @

To return to this case at a later time, click Save Case and Exit. @

Close Case ‘ ‘ Save Case and Exit | m
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TNC — Step 3

Verify Employee Employee Name Case Verification Number & View/Print Case Details

Enter Form I-8 Infomation? z Verification Results Close Case

Referral Date Confirmation @ Choose which language to print

1/ Employee Referred to SSA English v ‘@Frint(}onfirmaﬂnn

This employee has been referred to SSA on October 04, 2016. Select a language and print the Referral Date Confirmation. Provide this to the employee who has
contested this SSA TNC. Inform the employee that he or she has until October 17, 2016 to contact SSA.

Check for Case Status Updates

E-Verify will update the employee's case status by October 20, 2016. E-Verify will alert you of an update through the case status alert feature on the E-Verify home page.
Be sure to log in to E-Verffy periodically — you'll need to close the case once it is updated with a final status.

To reprint the SSA TNC Further Action Notice, click Reprint Notice.

SSA TNC Further Action Notice Choose which language to print

English v @Reprint Notice

To return to the E-Veerify home page, click E-Verify Home
If you created this case in error or no longer need to continue this verification, click Close Case. @

To begin a new case, click New Case.

E-Verify Home ‘ ‘ Close Case ‘ ‘ New Case

Employment Eligibility Verification
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Further Action Notice

E-Verify. EVerify €45

Further Action Notice EMPLOYEE INSTRUCTIONS -
U.S Department of Homeland Security Tentative Nonconfirmation (DHS TNC) Why you recelved this Further Action Notice
Your empioyer paricipates in E-venty, a ram managed by the U S. Department of Hometana Securtty
{DHS ) @t the Bocial Securty Adm irliraon (S5A) z\?‘ Lompares the inmmation you provided N
F:l'm 13, E'rpluyﬂert =||gbll') Verification, with vE(—:ﬂls available 0 DHS to venfy that you are authorized

Empioyee's Lact Name, First Kama Lact Four Digits of Empioyss's Sooksl Sesurtty Numsar 10 WOTK 11 e Liited S

| You recerved tnis Funnu Action Notice fom YOUr empioyer because E-Verfly provided a resut of DHS
e P e Tentative Nonconfirmation (DHS TNC) A DHS5 TNC means 'nar'.hg nformation entered into £-Verfy by

t your m:-cyuaoes not malch eccras avaliabie to DHS. A DHS TNC does I0eS NOL NeCessan'y mean ma'you

g COMEE? INTormation 1o your emplg;'el or tat you are ru'aumen 10 WOk In e Untea States

ik the e Empioyess pages at www Erfy 10 leam e FE3E0NS YOU M3y Nave received 3
DHS TNC.

What you should do:

1. Check tnat the NTMMation on Page 1 Of this Furner ACon Notice Is SOMect. I It Is NOT COMect, provioe:
EMPLOYER INSTRUCTIONS: the comect INformation 1o your empioyer. Y our employer shousd cose this E-Verty case and use Me
ST e Cofmected INfOrMation 10 create 3 new Case

2. Decige ¥ you will contest (Lake acton 1o resaive) ine DHS TNC and InTrm your empicyer of your

Date of DHE Tentathve Nonsonfirmation Cace VerMostion Humber

Reaven for thie Notie

1. Review this Further Action Notice in pw:e with the employee as soon as possible.
IMPORTANT: I the employee does spea\Enghshashnsorhecpmry unguageanasalnmmed

decision
.i:nl Ioremormﬂersmdhe lish tany €. also provde the transiated wersi
s Further Action Noboo E"Lm e e abamle o the e Eomenti Ay IMPORTANT: if you decsde not 1o contest the DHS TNC, your case will Becoms 3 Fina
secl-on nf Eoventy, f the emmee cannot read ths document for some other reascn, provide the Nonconfrmation, which means that your empioyer may ferminate your empioyment
information in an atemative 3. Sesct your 0ecision 1D CONTES? OF NOL CONtest and Sign and date Mis FUMner ACton Nobice Daiow. IT
2. Check that al of the information at the top of this Further Action Notice is correct. I this information is you decide to take action to contest te DHS TNC, 10 begin 1o resolve the DHS TNC, you must contact
incomect, close this case in E-Verify and create 3 new case with the correct inform.ation DHS within 8 Federal Government working days from e date your employer fefers your cass in
3. Ask the employes to indicats whether he or she wil contest the DHS Tentative Nonconfirmation (DHS E-Verity.
TNC) by signing and dating Page 2 of this Further Acton Notice, and then sign and date below as the IMPORTANT: Review Page 3 of this NOlICE for IMport 110N ADOUT EMPIoYEr TESpCNEIDIEs
employer. ana your nghts

»

. Give the employee a copy of the signed Further Action Notioe in English (and a translated version, if

. Ssisct box, sign and date bslow:
appropriate) and attach the original to the employes’s Form 1-0.

5. Log in to E-Venfy and search for this case using the nformaton above. Follow the nstructions in I enooes to: [check ong)
E-Verify to refer the case to DHS if the employee contests the TNC. or close the case i the employee
does not contest the DHS TNC. I the employee chooses not to contest the DHS TNC. you may [0 COMTEST fuke acton 1o resoiee e DHS THG)
terminate his or her e'mlwrmmmu close the case in E-Verify.
IMPORTANT: If the employse contests the DHS TNC, re"armec:seroDHS print the Referral Date [0 ™OT CONTEST pot mike action o rescive te DHS TNCG)
Confirmation from E-Verdy, prﬂvue it to the employee. nstruct th m\g?h:‘yee to contact DHS mhm
§ Federal Govemment working cays 25 Specnes i the Re Raserras Daae Contrmat i s o
For Photo Mismatch ONLY
Complete this Further Action Notice and send 3 copy o it with a copy of the employee’s photo document to
Either attach and submit a digital copy of the photo document in E-Verify or send a paper copy to FSUINNE SN TSR Yo R S Y SRRTRI W N T
DHS via an express shipping camer of your choice. Do NOT send the copies through regular United 1. Call DHS at 388-897-7781 (TTY: B87-675-5028) within 8 Feceral Government working days mom
States Postal Service mal the date your employer refers your case 10 DHS to begin to resolve your case. Your employer must
5 T e T T T — give you 3 Refemal Date CONNMMAZION, WICH Wil tll yOUu M date by WNICh you MuSt CONtacT DHS.
N —————— a5 O SAC 1A D WICHE 5 Forsign $tudents and Exchange Visitors Only: DHS cannat resone mis case If your Student
e P, ded Fon wih a scanner or 3 camena) and Save T o your CompUer. Exchange Visttor Information System (SEVIS) record Is incomect. Before you call DHS. try to contact
:;\llf ichibim - Then stiacn and subms the cegy In S-e your Designated Schooi Offcial or Responsibie Cfficer and ensure your SEVIS record is comect
e 2. Have tis Further Action Notice when you call DHS. DHS may ask you 10 provice 300Nl INform.ation
Employer Signature and Date or documents 0 resaive your case. If you need assistance In a [anguage cther than Englsh, you may
ask the E-Verly customer representatve for an Interpreter.
e i e e e S NOTE: Since you recerved a DHS TNC from E-Very, your immigration records could be INCOMect
Coffecting your Immigration reconds can prevent DHS TNCs. Ofce you successfully resaive 3 DHS
TNC. you may wish 13 take additional action to corfect your Immigration records. You may review the
Emoicyers Name Empiayer Feprecenaines Hame fact snest How 1o Comect Your USCIS Records aler Resonving 3 Tentative Nonconfimation i £-
Venry.* found at RHD- /W' USCIS GOW! &-VErTy/EmDIoye &5/ MOW-SoIECt-yOUr-Imem K Tation-records. This
fact sNeet Provioss INTOMATIoN ON S&weral ootions 10 Comect [:\urDHa recerd.
. e p—— To check the status of your case visit myE-Vienty at hitps:ire X

How to Correct Your Immigration Records after Resolving a Tentative Nonconfirmation in E-Verify Fact Sheet
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E-Verify.

Referral Date Confirmation
Social Security Administration Tentative Nonconfirmation (SSA TNC)

E-Verify Case Verification Number: 2016278124852RC

Employee Name:

Your employer referred your E-Verify case to SSA after you decided to contest (take action to resolve) an
S8A Tentative Nonconfirmation (SSA TNC). This document confirms that your case was referred to SSA.

‘What you should do

Visit an SSA field office within 8 Federal Government working days. by 10/17/2016
(MM/DD/YYYY), to begin to resolve the SSA TNC. If you have not received the SSA TNC Further Action
Notice from your employer, contact your employer immediately to obtain this notice.

The SSA TNC Further Action Notice includes information about your E-Verify case and which documents
you need when you visit SSA. You must have the SSA TNC Further Action Notice when you visit SSA.

If you do not take action within 8 Federal Government working days, by 10/17/2016

(MM/DD/YYYY), a Final Nonconfirmation will be issued and your employer may terminate your
employment. Employers must allow you to contest an SSA TNC and may not take adverse action against
you because of the SSA TNC while you are contesting the SSA TNC and your E-Verify case is pending.

For More Information

If you have questions about what to do, contact E-Verify at 888-897-7781 (TTY: 877-875-6028) or email
E-Verify@dhs.gov. If you need assistance in a language other than English, you may ask the E-Verify
customer representative for an interpreter. For more information on E-Verify, including our privacy
practices and program rules, visit the E-Veerify website at www.dhs.gov/E-Verify.
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Check Status of a TNC

Official Website of the Department of Homeland Security

E_verify Welcome Company

# HOME CASES ~ PROFILE ~ COMPANY ~ REPORTS ~ WEB SERVICES ~ RESOURCES ~

Visit the QUICK LINKS
E Verif =
erl y Message En‘:;{f:ec Sceaasr::l

Center

Message Center
to get the latest EE
E-Verify News and Information Resamcas cones

You Have No Case Alerts at this Time

Open Cases Cases with — Work um Message P—

to be Closed E New Updates % Authorlz?t_lon Center ~
Docs Expiring

User IC

LOG OUT =&
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Results after TNC

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

Employment Authorized

Review and Update Employee Data
Case in Continuance

DHS Verificationin Process

Final Nonconfirmation
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= The employee has eight federal
government workdays from the referral
date to visit or call the appropriate agency
to start to resolve the discrepancy.

= The employee continues to work during
the TNC resolution process.

= Federal law prohibits employers from Employers who use E-Verify to confirm
; : your work eligibility must follow the rules
terminating employment of an employee
because of an interim case result until the

TNC becomes a Final Nonconfirmation.
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Employer Responsibilities

Employers must not:

Use E-Verify to pre-screen employment
applicants

= Use E-Verify selectively; E-Verify must be
used for all new hires

= [nfluence or coerce an employee’s decision
whether to contest a TNC

= Terminate or take adverse action against an
employee who is contesting a TNC

= Ask for additional documentation after
obtaining a TNC for an employee

v" Follow all the rules and

guidelines outlined in
the E-Verify
Memorandum of
Understanding (MOU)

Employment Eligibility Verification
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Customer Service

E-Verify received the highest rating for customer service of all federal
agencies.

(2013 American Customer Satisfaction Survey)

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

Form 1-9 E-Mail: |-9Central@dhs.gov
E-Verify E-Mail: E-Verify@dhs.gov

Form I-9 Website: www.uscis.gov/I-9Central

E-Verify Website: www.dhs.gov/E-Verify
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E-Verify Outreach Contact Us

Contact us with any questions
Email:Delycia.Hofmann@uscis.dhs.gov

Office: 402-858-3797
E-Verify Customer Service 888-464-4218

Available Monday-Friday 8:00-5:00 local time
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