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FO 'm I '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 of IRCA are
found in Section 274A of the Immigration and Nationality Act

(INA).
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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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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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e Services

Completing Form [-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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Completing Form [-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.

Independent 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
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Completing Form [-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.

2) Consider them as continuing in employment and retain the
previous Forms I-9 and retain Form I-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 [-9

Section 1. Employee Information and Verification

Department of Homeland Security
U5, Citizenship and Immigration Services

f@“ U.S. Citizenship
d . and Immigration

Services

ally

OMB No. 1615-0047; Expires 08/31/12
Form I-9, Employment
Eligibility Verification

Read instructions carefully before completing this form. The instructions must be available during completion of this form.

ANTI-DISCRIMINATION NOTICE: Itisillegal to discriminate against work-authorized individuals. Employers CANNOT
specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents have a
uture expiration date may also constitute illegal discrimination.

Section 1. Emplovee Information and Verification (To be completed and signed by emplovee at the fime employment begins.}

Prive MNama: Last First

Middle Initial

MIaiden Mame

Address (Streer Name and Number)

Apt #

Date of Binth (monthidayjyear)

Zip Code

Social Security =

I 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 amest, under penalty of perjury, thar I am (check one of the following):

D A cifizen of the United States

I:‘ A poncitizen national of the Unired Stares (see msmuctions)

I:‘ A lawiul permanent resident (Alien #)

I:‘ An alien authorized to work (Alien # or Admission #)
untl (expiration dare, if applicable - month/day vear)

Employee's Signamre

Date (mondth/dayyear)

= To be completed by EMPLOYEE.
= Employer MUST verify Section 1 is COMPLETE.
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Completing Form [-9

Section 1: Important Area — Employee Attestation

T amest, under penalty of perjury, that I am (check one of the following):

I 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. A lawful permanent resident (Alien #)

A cinizen of the United States

A poncifizen pational of the United States (see msmuctions)

An alien authorized to work (Alien # or Admizsion #)
uutl (expiration datz, if applicable - menthday vear)

Employee's S1znamre Daate (month/day:vear)

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

= All employees must complete Section 1 no later than the first
business day of employment for pay.
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E97. U.S. Citizenship
FO rm I '9 and Immigration

Completing Form [-9

Section 1: Preparer/Translator Certification

rreparer andior Iranslator Certification (To be comp! F Section | is prepared by a

penally of pevjury, that I have azsisted in the completion of this form and the

Freparer's/ Translator's Siznamre

Address (Smraer Name and Number, Ciy, Stare, Zip Code) Diata (month/dayvear)

= 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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Completing Form [-9

Section 2: Employer Certification of Document Review

Em 4 OR

Busine

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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Completing Form [-9

Section 2: Lists of Acceptable Documents

LISTS OF ACCEFTABLE DOCUMET

AN Souin s mt e wn e pined
LIET A LIET B

Thcumens hat Esishlish Bath Tracuments that Eaublish
Identit and Emplom e 1de ntity
Auibariztisn R

Services

LIETC

vz e ks bt Extabilinh
Exnp bypmeni Auwiborization

1. Diever's beemae o 1D card saued by
aSuee or cax i ag possesoa of te
Umal Suns paovidad & coaes a
phowgph o mdbrmanos sch m
s dang of e, gemder, haghs,
e coloe, ad addeeis

115 Passpert or U5 Passpos Casd

You must make the Lists of
Acceptable Documents available

Permament Hesadent Cord or Alen
Regemronion Rezeps Casd (Form
L351)

Bl Sscusny Aoosun: Mussbes
cned oot o thal spe el
o e foe han fe e of Se
cnnd dioes BT audhore
emmploymumt i de Unsed Suses

1 cand ssaged by Tederal | smane o
lownl gowe Ml agent b of
@, povidall i coaluE A
phowgph o mdbrmanos sch m
o dane of bath, geader, heght,
e coloe, ad addeeis

Fosegn psspart tal conminsa
remspornry 1551w of umapoay
1-551 pranad povcos oo sachse
rendal e g Vi

to your EMPLOYEE when he or

Candaarescd B e Abroad
aged byt Depamese o od Suce
i Foss F5-545)

she is completing the Form [-9.

Esploymens Auhor oo i Moo
o conmaimga phossgen ph | Foss

Sohood 1D casd witha phosgmph

Candwaneacd R epom of Bai
and by n e Dlepa e o o Bune
i Fosms [X5-1350)

7 ¥ile's mgsnmn cand

b e o o 0 monsses grant alen
adoszal 1 worlk fora specidic

VS My card o dradt secosd

el e bt oo smnes, o forege
prospet Witk Foems M54 o Foem

W dary dependent 11 card

Criginal or canifiad copy of bird
e e e by @ Saane,
couney, s i ] auhosry, of
nemosy of te Uniad S
g o oflucal seal

Make sure you use Form I-9 with

LS4A benmng e some samye o Be 3 g R T
¢ and contaiing o :.I 1( ot Ciuord Mesenes Masser
ndomement of e alim's =

Manrve A s coe rabal docusaeen

BommT T SU0NS, i loag o e

PIE.CA‘.':-‘l 2 B m e Muonrve Ao bl docussent

(Rev. 02/02/09) or (Rev.

exnporad mad the paopored
employment 5 n in oot Wil
Ny R oS o L s

DeEve's hoemas ol by o Coadan
v Ty

UE Crmeall Casd {Foes L157)

Sdemaifond oo b fems

08/07/09) — expiration date for

For e rssrn ondar age 13 whe
are wakide 1 present 4
Saromn ent Toded abave:

Paspos fies the Fedemnad St of

Mtz o i amocn o for U o
R dens ez i dhe United
Fnanes (Foss 1-175

Whomaena (FEM) o e Repubda of
e Mardall Blasds (RMI) sl

both forms Is 08/31/2012.

Il Sobood moosd or repost ced

Foems 1454 or Foem 1544 aducanag
soasseg ar alssisoe under te
Compact of Free Assocanon

IL e, doctoe, o Bospnl secoad

Bty e U nined Snanesy and the

FEM or BMI 11 Day-cam o psey sohodl fecand

Employmaemnt mudhor s o
st saded by e
Deparneent of Home bt Secwiy
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Completing Form [-9
Section 2: Lists of Acceptable Documents
List A List B List C

Establishes Identity e IS Establishes

and Employment Identity Employment
Authorization Authorization

Document tithe:

Issuing authority:

Document #:

Expiration Date (if arnv):
Document #:

Expiration Date (if arnv):

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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Completing Form [-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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Completing Form [-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 destroyed.

= The receipt must be issued by the originating
agency.

= The employee must present a replacement
document within 90 days of the hire date.
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Completing Form [-9

Section 2: Receipt Rule

A receipt indicating that an individual has applied for
an initial employment authorization document (Form
I-766) or for an extension of an expiring employment

authorization document (Form 1-766) is NOT
acceptable for Form I-9.

Recelpts are never acceptable if employment will
last less than 3 business days.

May 2011

Form I-9
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Completing Form [-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. Updating and Reverification (7o be completed and signed by emplover.)

A, New Name (if applicable) B. Date of Rehire {month/davivear) (if applicable)

C.If employed's previous grant of work suthorzation has expired, provide the mformation below for the document that establishes current employment authorization,

Docurment Title: Document #: Expiration Date (if any):

1 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) 1 have examined appear to be genuine and to relate to the individual.

Sigmature of Employer or Authorized Representative Date (month/dayivear)

You must reverify an employee on Section 3 or on a new Form I-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 original hire date*

= Update the biographic information of an employee

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

Section 3: Reverification

Do Not Reverify = U.S. Passport or Passport Card
= Permanent Resident Card (Form |-551)

List B documents

Permanent Resident Reverify only if employee presents a Form
Reverification 1-94 with a temporary [-551 stamp, or

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

Usually Reverify When employment authorization document
(List A or C) has an expiration date

May 2011 Form I-9




97/ U.S.Citizenship

FO 'm I '9 and Immigration

Services

Completing Form [-9

Correcting Mistakes

= |f you discover a mistake on Form I-9:
e Correct the existing form OR prepare a new Form I-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 [-9, retain the old form. You should also attach
a short memo to both the new and old Forms I-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 I-9.
« Allow employee 3 business days to provide acceptable documents.
« DO NOT backdate the Form [-9.
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Storage

Store Forms 1-9 securely in a way that meets your
business needs — on site, off-site, storage facility or
electronically.

Store Forms 1-9 and document copies together.

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

Make Forms I-9 available within 3 days of an official
request for inspection.

May 2011

Form I-9
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Retention

To identify the retention date, add 3 years to the hire date and 1
year to the date employment was terminated. The date that is later
IS the retention date.

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 Resources

Form 1-9, Employment Eligibility Verification
http://www.uscis.gov/files/form/i-9.pdf

Form M-274, Handbook for Employers
http://Iwww.uscis.gov/files/nativedocuments/m-274.pdf

-9 Central
www.uscis.gov/I-9Central
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Employee Hotline — 1-888-897-7781

(available in English and Spanish)

= Created to respond to employee inquiries, issues and
complaints. The hotline uses an interactive voice response
system. Employees choose from four options:

. General E-Verify information
. Completing Form [-9, Employment Eligibility Verification

. Contesting a Tentative Nonconfirmation or fixing a
perceived Final Nonconfirmation error

. Filing a complaint regarding employer misuse of E-
Verify

. Self Check
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Contact Information

Customer Support: (888) 464-4218

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

Form I-9 Website: www.uscis.goVv/I-9Central
E-Verify E-Mail: E-Verify@dhs.gov

E-Verify Website: www.dhs.goVv/E-Verify

Follow us on twitter: http://twitter.com/uscis
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Disclaimer

mmigration law can be complex and it is not

nossible to describe every aspect of the
Orocess.

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.qov/E-Verify
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Thank You
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