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Disclaimer

The information contained in this seminar is intended for educational
purposes only and may contain references to Immigration and
employment laws. It is not to be substituted for legal advice. Specific
qguestions regarding 1-9 processing, the E-Verify process or Workday
rules related to the 1-9 function, or any of the foregoing subject matter
should be directed to the University of Texas at Austin Human
Resources Service Center.

For more information on the law and regulations please see refer to the
E-verify Web site: www.e-verify.gov
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Pre-test

1. An employee who does not have a social security is not allowed to work without
completing a Form I-9:

a. True False

2. Employees who are working 0% effort will not need a Form 1-9?.
a. ___ True _____ False

3. All University of Texas at Austin student employees are exempt from completing a Form I-9.
a.____ True ___ False

4. The law requires that employees complete the Form I-9 on their first day of work.

a. True False

5. If an employee is living outside of the United States and working for U.T. Austin do : -~ &
they need to complete an I-9 during their initial onboarding?
a. True False \<

6. Employees who have an expired work authorization are allowed to remain working
for U.T. (Under “normal” non-pandemic circumstances)?

a. True False

7. One of my documents are expired, can I still use it to verify my employment?

a. True False



Immigration Reform and Control
Act (IRCA) 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 sanction, of IRCA are found in Section 274A
of the Immigration of Nationality Act (INA)




Working in the U.S.

Individuals who may legally work in the
United States are:

o Citizens of the United States

> Noncitizen nationals of the United
States

o Lawful Permanent Residents
> Aliens authorized to work




Employment Verification

To comply with the employment eligibly verification provision 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 I-9 for each employee hired after November 6,
1986

> Refrain from discriminating against individual on the basis of actual or
perceived national origin, citizenship or immigration status



Preventing Discrimination

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

o Citizenship or immigration status
discrimination™

> National origin discrimination*
c Document abuse during Form -9 process
o Retaliation

*Actual or perceived



Immigrant and
Employee Rights Section (IER)

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)
c Employers may also contact I[ER*

> 1-800-255-8155 (TDD: 1-800-362-2735)
° Callers may remain anonymous




Form I-9 Requirements

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

°The revised form has a revision date of 10/21/2019. As of May
1, 2020, 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
employee hired on or before November 6, 1986.

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



Completing Form I-9

Instructions Start Over Print
E t E v V USCIS
Department of Homeland Security Form I-9

U.S. Citizenship and Immigration Services n.-,-:.ulmm’

D OTART HERE:

Read betore this form. The instructions Mmust be available, either in paper of slectronioally,
of this form. are liable for errors in the completion of this form.

ANT'I-DISCRIM.!ATION NOTICE: It is illegal to CANNOT specify which
present to

document(s) an employee may and identity. The refusal 1o hire or continue 1o empioy
an individual because the documentation presented has a future expiration date may also constitute llegal discrimination.

B (Employees must complete and sign Section 1 of Form 1-9 no lafer

against work

|than day job offer.)

Last Name (Family Name) 1) First Name (Given Name) (1 Middie Initial (1) |Other Last Names Used (if any) 1)
Address (Street Number and Neme) ' "' IM Number 1| City or Town (18 |?u...;. ZIP Code ')
Date of Birth (mmiddiyyyy) 't

U.S. Social Security Number 1) | Employee's E-mail Address (1 Employes’s Telephone Number (1r

1am aware lh-l 'll‘l.fll law provides for imprisonment and/or fines for
this form.

e statements or use of false documents in

1 attest, under ponnm of perjury, that | am (check one of the following boxes):
[[] 1. A citizen of the United States 1

[C] 2. A noncitizen nationsl of the United States (Ses instructions) |1

[[] 3. A lawiui permanent resident’ ! (Alien Registration Number/USCIS Number): (1
] 2. An alien authorized to work " untt date, if @
Some aliens may write "N/A” in the expiration date field. (See instructions)

Aliens authorized to work must anly one of the
An Anen Registraton

following document numbers to complete Form 1-9. 0 hiot WeSe in Ths Space
NumBberUSGIS Number OR Form 1-94 Admission Number OR Foreign Passport Number.

1. Aken Registration Number/USCIS Number: 1
OR

2. Form 1-04 Admission Number:' "
OR

3. Foreign Passport Number’ "
Country of Issuance: "1

|swae...,u,.. U] Ifmmu-.(w,,m

T 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 Transiator

[uow- Date (mmvddiyyyy) 1*

Last Name (Family Name)' "’

Address (Street Number and Name) ' 21P Code '

|cn,n-\’¢-..'." I te

Click to Finish

& Employer Completes Next Page

Form 1-9 0771717 N Page | of 4

Instructions Start Over Print
Employment Eligibility Verification USCIS
Form I-9
Department of Homeland Security
U.S. Citizenship and Immigration Services u::;:oo::lmv

Bocument Titie (1) Document Titie 11 Dooument Tille 1/

Tasuing Authority 17 Tawuing Authornty 17 Tasuing Authorty T

Bocument Number !/ ] Document Number 1

Expiration Date (If any){mmvadyyyy) | Expiration Date ( T I »
Document Title 11

Tasuing Authority 1 L Additional Information "

Document Humber 1) L

Expuration Date (if any)(mavddiyyyy) 1)

Document Titie 1

Tasuing Autnority 1

=1
El

Expiration Date (7 amylmmvadiyryy) 17

cmum:lnmmmawm that (1) | have examined the document(s) prosented by the sbove-named employeo,
(2) the above-listed document(s) appear to mmmmwmmmmmumwmwmmm
‘employee is authorized to work in the United States.

The ‘s first day of »

(See instructions for exemptions)

Signature of Employer or Authorized Representatve ' |7mr-nm(m-m”,ﬂ"' Titte of Employer or Authorized Representative '

i Ermpecyer or 1 et or Authonzed "|EWIMW:I&.MWN-M 0]
Wmmn-wmnm(mwmnm)'1mwfm 0] ls‘u. Hmm._u
Click 1o Finish

Form1-9 07/17/17 N

Page 2of4




Form |I-9 Exceptions

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

° Casual domestic service employee 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.

°cEmployees working outside the United States*™

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



List of Acceptable Documents

Use the most current Form 1-9 version

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A

10/21/2019

LISTA LISTB LISTC
Documents that Establish Documents that Establish D that E
Both Identity and Identity Employment Authorization
Y t k t h L M t f Q t b I Employment Authorization OR AND
Ou I I lus l I Ia e e IS O Ccep a e 1. U.S. Passport or US. Passport Card 1. Driver's license or ID card issued by a A Social Security Account Number
State or outlying possession of the card, unless the card includes one of
o 2 :ﬂeg".s‘an' '“nm'" R;:‘g;igg;g go‘:‘r:-ne;‘-ssu United States provided it contains a the following restrictions:
gnotogrdzgg or ;::31""2"0“ rSU:: = oye (1) NOT VALID FOR EMPLOYMENT
ocuments avallable to your 3 Foren passport rat conans o o, ST WO O | vaui For o oMLY WITH
temporary 1-551 stamp or temporary - INS AUTHORIZATION
I-551 printed notation on a machine- 2. ID card issued by federal, state or local
h h he i mpleti he F resaae A v e oo o v ) YALID FoR woRK ONLY Wk
' ' | - provided if apt or
W e n e O r S e I S CO p e I n g e O r 4. Empioyment Autrmnzahu:‘ogmmm information such as name, date of birth, Certification of report of birth issued
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Forms
1-766) DS-1350, FS-545, FS-240)
3. School ID card with a ap
- 5. Foranor alien av Original or certified copy of birth
to work for a specific employer 4. Voter's registration card certificate issued by a State,
because of his or her status: county, municipal authority, or
B, Eoreion Bastport and 5. U.S. Misitary card or draft record territory of the United States
b. Form 1-84 or Form 1-G4A that has 6 - SAmary SRpANGAnTS i) card e 4 offes send
. the following: 7. U.S.Coast Guard Merchant Native American tribal document
'he EMPLOYEE MUST provide: gy " ——— T T
° (2) An endorsement of the alien's CER. sl ! ider 1 Card for Use of
nonimmigrant status as long as 9. Driver's license issued by a Canadian Resident Citizen in the United
L that period of has States (Form 1-179)
O not yet expired and the -
n e O C u l I l e n ro l I I I s proposed empioyment is not in For persons under age 18 who are Employment authorization
conflict with any restrictions or unable to present a document document issued by the
P o Department of Homeland Security
limitations identified on the form listed above:
6. Passport from the Federated States of
o Micronesia (FSM) or the Repubiic of 10-. Schook record o repott card
r :h:4Mar:hall IlsmdsréﬂMlﬁ) with Form 11. Clinic, doctor, or hospital record
-94 or Form |- indicating
nonimmigrant admission under the 12. Day-care or nursery school record
Compact of Free Association Between
[} the United States and the FSM or RMI
> One document from List B & one

Document from List C

or a combination of one selection from List B and one selection from List C.

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.




Section 1: Employee Information

Section 1. Employee Information and Attestation (Empioyees must complete and sign Section 1 of Form 1-9 no fater
lthan the first day of employment, bu not before accepting a job offer)

Last Name (Family Name) 2 First Name (Given Name) '2) Middle Initial #) | Other Last Names Used (if any) ‘2
Address (Street Number and Name) ) Apt. Number 2| City or Town () State (2) | ZIP Code ?)

g
Date of Birth (mm/dd/yyyy) 2 | U.S. Social Security Number ) | Employee's E-mail Address ‘2 Employee's Telephone Number (2)

To be completed by EMPLOYEE.

Employer MUST verify Section 1 is COMPLETE.
o All employees must complete Section 1 no later than the First Day of employment for pay.



Section 1:
Employee Information and Attestation

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) 2 First Name (Given Name) ) Middle Initial 2 | Other Last Names Used (if any) 2)
Address (Street Number and Name) ) Apt. Number 2) | City or Town 2 State () (ZIP Code @

i
Date of Birth (mm/dd/yyyy) 2) |U.S. Social Security Number 2 || Employee's E-mail Address ‘2 Employee's Telephone Number (2

Employee’s email address is an optional Field
Employees should enter N/A if choosing to skip field

Employers should not enter their business email address in Section 1




Section 1: Employee Attestation

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 attest, under penalty of perjury, that | am (check one of the following boxes):

[ 1]1. A citizen of the United States

|:] 2. A noncitizen national of the United States (See instructions) “*) (
E 3. A lawful permanent resident (2’ (Alien Registration Number/USCIS Number): ‘) A Alien Number

[ 1}4. An alien authorized to work *'until (expiration date. if applicable. mm/dd/yyyy): 2 wn/a

Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9:
An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.

QR Code - Section 1
Do Not Wrrite In Thes Space

1. Alien Registration Number/USCIS Number: 2>
OR

2. Form 1-94 Admission Number:‘Z n/a
OR

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

N/A

Country of Issuance: ““'n/a

l-Signature of Employee '_?) I'I-'oday’s E)ate (mn')/dd/yyyyjl (€]
L

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

All employee must complete Section 1 no later than the First Business Day of employment for pay




Section 1: Preparer/Translator (P/T)
Certification

Required when Section 1 is prepared by someone other than the employee.

°Employees must:

°Check the first box if they don’t use a prepare or
translator. No entries can be made in the fields as the box
is equivalent to stating N/A.

°Check the second box if they use a P/T, then choose from
the drop down menu the number of preparers and
translators used.



QUESTIONS ON SECTION 1




Section 2: Employer Certification of
Document Review

Instructions Start Over Print

Completed by EMPLOYER. £ o N
[Section 2. or Authorized Representative Review and Verification

MUST be completed no later than 3 Ssmmrae e R R T

business days after the employee begins T r—— ———

15t day of work for pay. o MO |- S i

EMPLOYER MUST examine original = p— —

documents in presence of employee to H———

ensure documents have not been R

tampered with. e ——

Documents MUST be UNEXPIRED. e




Section 2: Examining Documents
Expectations

You are not required to be document expert

You MUST accept a document presented by an employee if it:
c Reasonably appears to be genuine; AND,
o Relates to the individual presenting it

The document MUST be original™* - photocopies are not acceptable
*Exception: Certified copy of a birth certificate

Employers may not specify which document or combination of documents that
the employee should provide.




Redesighed Green Cards & Employment
Authorization Documents

The Permanent Resident Card (Form I-551) and
Employment Authorization Document (Form I-766)
have been redesigned with:

° Enhanced graphics and farad resistant security
features

> A unique graphic image and color palate

> Green Cards will have an image of the Statue of
Liberty and a predominately green palette

> EAD Cards will have an image of a bald eagle and
a predominately red palette




Employment Authorization Document (EAD)
Auto-Extension

Effective Jan 17, 2017 Employment Authorization Document (Form 1-766) Sample

Rule for Retention of EB-1, EB-2 and EB-3
Immigrant Worker and Program S,
Improvements Affecting High-Skilled _: " *!,_'ffa.-r
Nonimmigrant Workers e g |
Auto Extends Validity period of Certain EAD’s
for up to 180 days & RS -

The category notation appears on

T AL ORTATION the face of the Employment
Authorization Document (Form |-766)
f under “Category.”

MRLE

The expiration date appears on the
ace of the Employment
Authorization Document (I-766) to
the nght of “Card Expires.”

Employers use expired EAD with Form 1-797C S8 SRR S

Form I-9 Guidance: Handbook for Employers
(M-274) and Auto Extended EAD Fact Sheet

Visit [-9 Central for more information




Section 2: Receipt Rule

There are only three type acceptable receipts:
1. Areceipt showing that your employee has applied to replace a document that was lost,
stolen or damaged.
> Employee must present a replacement document within 90 day of the hire date.
> You cannot accept receipt if employment is less than 3 days.

2. Thd(e_ A(;riv?l portion of Form [-94/1-94A with a temporary [-551 stamp and a photograph of the
individual.

> Receipt is valid until the expiration date on the stamp, or one year after the issuance date if
the stamp does not contain an expiration date

> Employee must show you their Permanent Resident Card (I-551) upon expiration.

3. The departure portion of the Form 1-94/194A with a refugee admission stamp or computer-
generated printout of Form 1-94 with admission code “RE”/

> Employee must present an EAD or List B document and unrestricted Social Security Card within
90 days of the hire date.



Section 2: Copying Documents

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

° |F you choose to photocopy documents, you
must do so for ALL employee, regardless of
actual or perceived national origin,
immigration or citizenship status, or you may
be in violation or anti-discrimination laws.

° UT Austin only copies documents requiring a
photo match (e.g. US passport/passport card,
employment authorization card, EAD card,
etc.)




QUESTIONS ON SECTION 2




Section 3: Reverification & Rehires

Employese Name from Seocti q- Last Name (Famiy Nam=) 7 First Name ([(Given Nams) ' Middke Initial ="

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A_ Mew Mame [ applicable) 7 B. Date of Rehre [(if appicabile)
Last Mame (Farmuly Mame) 7 First Name (Given Name) | 7 Maddie Instial 7' | Date (mm'daddyyyy) 7

C. lﬂmmpbyusmwﬂﬁenmemm has expired. prowede the information for the document or receipt that establishes
contnuwing employment auvthorzation in the space prowided below

Document Title 2 J Docurment Mumbsers' ™ Exparation Date (@ any) (mmridddayy) 2

I 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 docuwment(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 (mmdddryyyl "2 | Name of Employer or Authorized Representative .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 I-9*, for US citizens.
> Non-citizens require a new I-9 with any break in service, following UT Austin policy
© Update the biographic information of an employee, such as name change
* USCIS recommends completing a new Form I-9 for Rehires



Section 3: When to Reverify

*[ | = ]*‘“

Reverify S
> When employment authorization document (List : e e 4 |
A or C) has an expiration date E“ B |

I-55%1 Stamp

° Form 1-94 with a temporary [-551 stamp

> An unexpired foreign passport with a temporary
I-551 stamp (on a machine readable immigrant
visa, MRIV)

Do Not Reverify
> U. S. Passport or Passport Card

Currently, we have to re-

> Permanent Resident Card (Form I-551) verify permanent resident
: cards otherwise Workday
o LlSt B document will show the employee has

expired work authorization — 1tuwespiresd Fesreigmn Fasspery wio B 551 Ssamgp




Documentation for
Different Visa Status

Most Common International F-1 Status
Student/Scholar Status > Foreign Passport

>Visa Status can be found on the I- $194
o card / orintout Form |-20
, > J-1 Status
°Make sure all documents provided Foreign Passport
are UNEXPIRED © i
°|-94
° Form DS-2019
H-1B Status

° Foreign Passport

[¢] ‘_i||



F-1 Status Example = =

The employee may present you
with an Unexpired Foreign — e
Passport, 1-94, and Form 1-20. R S
These documents establish the e |
employee’s identity and — =
employment authorization for . ===
Form I-9 purposes and should be e s—
recorded under List A in Section 2 '
of Form I-9.

Admimshin [1-44) Aesond Musser: S1a N
Askerst Unlil Dt (MM CONFFTY ) OV




Examples of 1-94 Documents

Form 1-94 or Form I-94A Arrival/Departure Record

U.S. Customs and Border Patrol or U.S. Citizenship and Immigration Services issue arrival-departure to
nonimmigrants. This document indicates the bearer’s immigration status, the date that the status was

Lk |84 Adimiioion MNusmber B ot ol

granted, and when the status expires. | s

Ditparture Numder UM Mo, 1E5101 1 1 3 .S ::'..-r.%tl::-..l-l.-l.ﬂ.;-.:.I.r:‘(J Border Protection
While the 1-94 will generally 000000000 00
list D/S (duration of stay) as SRR TNESERY, 1&%%9# et e iR
the expiration date, the Y Admission (1-94) Number Retrieval

. 144
duratlon Of Stay for Departure Record Dfé - Admission (1-94) Record Number: 6730 N
employment cannot exceed Admit Until Date (MM/DD/YYYY): DIS - expirafion date D/$
. . . Detailas provided on Admission {I-84) form:

their work authorization T Fan Nare R -
document expiration date. STUDEBNT | )il Fist (Gvam) Namo: I—

gl Vi Bk Tk (M Birth Date (MMDDYYYY): o6 I

DMA e 1001457100 PR T Jppp—
Th h . . d f 17. Couniry of Cinenshi Pass port Country of lssuance ; India

us, the explratlon ate for ANY) 1COUNITIRIY, L L L] oate o et iy
the 1-94 should be listed to R .
. - e EB: Foarm 154 { 1404 =
match that on their work See Other Side STAPLE HERE M“iz;;ﬁ?’“ R o T e e ey
a uthorizatlon docu ment : ""llmwrphw-r. local state or fedorsl apency requests admission informatian, present ¥ cur sdemssion (F34) number along with any acdBions
Form [_94_ AmmUDepﬂmN Rffﬂl‘d required documenis requesied Dy hat emplyer or agency.
B bl For securty reasans, we recormmnd that you clese your brow ser aMier you have fistshed ratis ing your H4 murbar




Example of Form I-20
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Form Name
Document Number
Expiration Date

School Name — In most cases will be
University of Texas however, it is
possible that is from another school
with an endorsement for University if
Texas at Austin employment on page 3.
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Example:
Employment Authorization Card

If the employee presents you with an Employment Authorization
Document (EAD) that contains a photograph (Form I-766) , it is a
List A acceptable document.

S AR

“';'H'n ¥ wohrms b & b W E. Dowary
ﬁw-m:ﬂuhmﬂﬂuﬁim

AR P R

N s, W L e L, Bames 0 PR MR
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Document #




New Hire EAD Example

Mawr Hire 1y Vorification oy
) Fisrm 1-9
Ean Department of Homeland Security OME o (6150047

LS. Citizenship and bnmigrmation Sorviees Expires 0303120 |5

ESTART HERE: Hnudi-umrn:muh before commieting (his form. The rnstruetions mest bs svaisbie, siher in papar or alocrarisally,
during comphetlcn of this foem. Emplnyare & lisble for erors in the complatian of thic form.

ANTI-DISCRIMINATION HOTIGE: 1 is Nlegal 1o dscriminacs RoRINZT wivk-authorized individuale. Erployars CANNOT apacify which
COCumENiiE) =n employee may presant @ eatsolisn srploymant authanzslar and identity, The refuaal lo hire or sonfinue te empioy
A individual pacaues the documentation pragented has a ubare expiration date mey also constiue IIBan MECTiminaion

Saction 1. Employee Information and Attestation (Emufoyres meust comyiete svd sgn Saeton 1 of Fam 18 no for
L Maz firail day of emplayment, Dol pot before scoaning 8 joh offar)

Employment Eligibility Verification USCLS
Department of Haomeland Seen Farm |-4

. . ' . . f W Na ta
1.5 Cittzzmship and lmmigration Services ?J.T.mﬂ'u}i'..-f.i’

Section 2. Employer crAulhorlm Reprosantative Review and Verification
[EFENoyDrs or el and shon Sectioe 2 wilin 3 businass deye of the emmiayves’s I dey of eoplopmen. Yoo
B O ﬂmm:ﬂ'ﬂ'\:ﬂ!lhl.ﬁ D‘?ﬂ COMBINEEC OF vie CoCnent (o LSt B 30 ono coouamant fom Lig! C ae Vo d o e “Lists

|t
o Aceapiable Documents, )
Empiopon Infis from Section 1 J'l-::ll::ﬂ‘l-l [Farmdy Marre) Firsi Mame {&va o Mere] |:|.I- ?ﬂnuﬁaﬂwﬂuﬁ:

Last Mens (Fawiy farn Firet Nama [Gron Nams,
o} f 2

Hesslay

M kit Dther Lewst Mames Used (W aw))

wosala

Apt Humber !I:l)- or Town
Hes |..'_'nm:~(

Agdrasd (Eioad Mumbar aend
T Sbreck

Mo PO Boxes

!JI'E “!l"l! ‘m"w) K
D2A0LF 158 I_DH] B

Employe's Telepote Numhar
A0E) Mi2-56%a ODtlﬂnal

Emploree's E-mald Address

vanatd wosstapitea.san | 9P

Vel
. List & List B ARD st
dontity and Employmant Sutherzation Idendity Emplayment Autharisstion
Do Titls Bocuren Tilke Dcyraett T2in ]
Ewpdiyaors Aath . Diwwmet Eucn 876} we ik
lasung Autiosity | | 1emuing Authorey lzaing Authariby
“Eitcnabip snd Trmsgratior Seevices BiR wrn _—

Duuurrunk Humber

Docamens Humber
ERTLI385 51950 Hin

Expimtion Dok OF anp oty
B/R

Expieasion Dste [F angl(r Esoraten Dotn (7 anyhimreddys?

100 25 £ERIW

I am svrare that fedaral Bw provides l’urlmplllonmmi andior fines fer falae statements ar use of false docusments In
canneetion with the complation of this

| atiett, under panalty of parjury, that | am lcmc& one of the fallowing bozes )

[ 7. & covzen o the Uneca Staee

Expiration datz fram 1

Dosumnznl Ny

Dooument Tels
e The document # is 3 lstiers & 10 digits
sometimas [ocated on the back of the card.

T Eiwn
YT g P

I55uiwe Askhorily
A

i
Esxpiration Date (#F anypmmaociyverd

HEA

EAD card
[] 2 A nonclzen national of tha Uinied States (See insrvations) tha
[ 2 A tawtul pasrmancon sesicent  (alien Regiitaton HumbenUSES Momier; wie
= 4 an sten oot el i — I
Same abere may wris "N in the =xphiation cete ekl [See retnacions) - |
|

Al ustonizmd o WOk PUST DWOvTE i R of the STRAND GOCUIART Fumbers o compide Fewn L3 |
An Adeny Fogistraon NunbanUSGIE Nuribar OF Fare 83 Acimissio Nomier 0 Foreign Fesepar Kumiber. |

. fdon Registration MamzedUBCIE Numbs: LEdassiny |
OR

O Coae - aeobai |
50 o Pesbe i This Bocos.

2. Form 154 Agmission NurDer:  u/s
| OR |
| 3 Forcign Passpet Nursker:  wia

| comwenswees wn ||
e Ko Wasly g

[ 1 it nat uke a properar or warslator. [ | A pepasestal andior translslors) assised NG Beeicyes in compiatng Sasion 1
(il berion st e Comisted S0 ST WORN BGNSIBNE ANAEr ranalatis asaix an emplopee i compleling Seciion r.:l

Preparer arnﬂnr'l'mmlatnr Certification (check ona): _}

| allest, under penalty of perjury, iat | have aesisted In the eamplation of Section 1 of 1his form and that ta the best of tal my
knowtadge the infrmation is frue and comrect.
|swmun--pmrur Treralstsr

[Taday's Date [mdasyyyy)

_"[:He BT

Laet Narna (Famaly Mama) First Name Saher N

Addvii (Firned Munbsr and Nestig)

’G*FC(TI‘:MI

Dowiimeat Tite
L S—
Iooimng Autesrty
mrn

Erasamant Mumbar
wrx

Bﬂi'"-h Dhaster (07 vyl (rwvmedacliverned

Cerdification: | anest wndes panaiy uf parjury, that (1) | have sxamirod the document]s) presenbed by the above-named smployes,
12} the abovedialed dosamentis) sppenr 1o be pensne and to relam o e s Py namod, ond {3) B the Best of mry knowlsdge the
empleyee i authorized to work in the Unitod Staten.

The emgloyee’s Nrst day Mcmpu,m-n(mwmyj- PROLI0E  (Bes mstructions for ecemptions)

Egna nbrervrr‘\u 'k nmu . Titn of arAuhorized Resmannteive
;" ;q;{" ﬁ’f;;': NG | conctinasor
Racrssaniatie ikz Nmu&manmmmm IErup-lmr!&u-ngu of Deganication Nayes

a.ﬂ.— |fr=.“ Tock Univecaliy

Crate ZIF Coda

& Bueinaes or O Address (Groet Number and Mame|

ey e Tau0s
———————— J canrctbe a PO Baxarms | - - —
Section 3. Rev iczatis - = ] sigred by eympicwes o auihorized repreeanistree. )
A Maw Mo oF aopacotie) | B. Dsi= of Retire i o

Last Mame (Fami o) [ Mkl ntlal | Date ot

- J Firzt e (Siven fiarnl

S mant autheraaicn i tre spessrrnde]  EMPLOYMENT AUTHRORIZATION CARD

Ty
ondineing empicvmanl autharzalisn i e specs provid
Documen Tl

Copy the front & back of the card. J

| attent, under penaliy of prsfury, that to the best o
i semployon prosentod decumonta), the decumd
Signatie of Erspkaper o ALhorized Reprecertsmng Ty T e




J-1 Status Example

If an employee presents an
Unexpired Foreign Passport, 1-94,
and DS-2019 you will need to
verify if a Sponsor Letter is also
needed.

These documents establish the
employee’s identity and
employment authorization for
Form I-9 purposes and should be
recorded in Section 2 under List A.
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DS-2019 Example

115, Dupanment of Ssane oo A T

‘;%& CERTIFICATE OF ELIGIBILITY FOR Excr:tisvmmn 13 s*ri'-rus ::»:“ —
Document number can be found in e S i |
upper right had corner. ™

ALTET O
ATUTRY DACTOAREE, STUGEHT INTORS, ITONENT WAITERE: STUOENT HOM-BSares

Fapiar gl W Butand AR cG-poizg poogras

Verify Exchange Visitor Category, if
category states Student-additional
documentation may be needed.

& Mt o Femgarm et (WEera b Pt i S rmom AR TALYSTER G AT A
e e S————

Expiration Date is located on the middle
left of page unless Exchange Visitor
Category states student, then defer to
Sponsor Letter for expiration.




J-1 Example on Form |I-9

N = § Eligibility Verifics g Employment Eligibility Verification USCIS
2
Mew Hire b pelmymnem £ 55 ih iy ¥ erilic fiom eparinnent of Homebmd Securiy Form 1-8
Ji Department of Homeland Secur L5, Citizenship and Immigration Services EiE . B
1.8, Citizenship and [mmigration Seviees

Enpires (8731200 %

‘Section 2. Employer or Authorized Representative Review and Verification
(ErTERTamrs ar ther AL Orira e st mE compe, Eccfion 3 wihin e
B START HERE: Head instnuctions anabally bators complabng this form. The instnctions must be ausiishle, sihar in paper o slactrankealy, st physcal sra e ane S o L s a g,,&ﬁmdﬂ“&m& 3,.3,“,,“,_:’3 wummg ":{zm:ﬂ""
during comabetion of this fore. Employers are liabis for emmors in e completion of this form. r Actapfabte Doromaents. )
AMNTI-DISC RIMINATION NOTICE: Risillegal S0 discriminate agairat work-authorized induidssls . Employers CANNOT soecify which Empioyee info fram Sechon 1 | L35 Mame [Famiy fMoma) [Firal Marma JGivort Mams) |H-|- lﬂllhwlwﬁwﬁw St
document(s) an employes may present i esieblish empoymen auihonzston sod identity. The refussl to hire o continue 1o Smpioy 1= L o . ;’"" — =i el
 indiidisl bacsiss He d ted Fu i i i st AND L=t
& Boumenistan prasan hzs a Ij e aepration date msy slso constiuis dlegsl dizenmination Mlaniity sncd Eraphoy Jersthe friited N A
Section 1. Employee Information and At (Ernplopers sl e sign Sechion 1 of Fom b4 no afer Bacurmers TRl Dosumant Tie Dacurment Tite - . — ]
than Kea first day of SWPIaEmBnt Dol sof B 5ocepiing & gl effer) . war 1 1R
Lact Mame (Famsly Mame) First Mame (Sivan Mone) Middla Inkial | Otmar Lest Maraa Uscel W any) ng Authorisy
Granger famione

IR0 fadhorey

Acdress ¢Srvel Momber aod Kam,

Daessrwnt Murber Decument Hyrvkes
TSime 7 Gode = —

Mo PO Boxes, | Pemes

Expiation Date (i smpifrsigymg
IDiat of Beth [rnvicianed

Q0108 1970

Epiration Date jIf o M
LLUE. Social Sacurity Nurber Emvployan's E-mad Addrca

Pabral na - gEma ] T, Sk

I:rw"na'r. Tetaphono Mumibar

T optonal IamnoA.ulhmr
LI .

I am swvare that Facleral law provides for imprissoment andlor fines for false statsments or usa of false documents in
connecton with the completion of this form.

1 atiest, under paralty of perjury, that | am (check one of e folowing boEes):
[ 1. A caizen of ine Unied Staies

[] & & nonciizen naliceal of the United States (See instrctioma)

] 2 & tawtul permarert rasidam  (alien Fegitralion RntbenUISCIS Mumben:

mEBEEEBEoE

Custows and Rorcdes e
Mamper

T e Heain T
e Wi Wit I Thes Bpsses

Add sponsar letier
irformation if required.
(see nota in box below)

End dats from DS-
2013

The expiration date

an the sponsor letter |
— il over ri i
B4 4 An abon auihariced (o work  untl fospirabon daie, § epplicable. mmiddy: c\:l':tl i " "d.e t;ls
S Ak ey wTile LT i the sepiabon dabe Beld. [Soe insfructions) = i applicable.
AN O I WD IS IOV A ne T 1 NeWE BOCLmER NUIMOESS 10 compteie P -2 e
A Alen Fsgietietion NunbesLS0RS Mimber OR Forn 1-04 Admisson Numibe: OF Fomiy Pessood Hwaber R Coariification: | atest, undor panaity of puriury, that {1} | hawe éxarmied the documentis) prosendsd by the shovensmed smployes,
|2) the abovadisted decsmont{s| appoar to be genuine and o relate to the ergloges namesd, and [J) 10 the baal of iy Enewlrdge the
1. Alien Rsaatration Murnbes'USC1S Hunbar K empleyes Ia sutherized fo wock in the Wnited States,
i The smpley sa”s first day of employment (- #20 [See instrrctions for ecemptions)
2, Form L .an—-.ag;m: 1 And one of these Srwrmn,}-;smpm:a o A d Reprpseriice Todays r Titie of Empicyss e Authorzed Representatne |
th hoi foset ¢ ML o7 _2.r )(,u; T
3. Foreign Pacepont Mumbaer HLSA ree Cholces.
- | Lt Nl ol Employ e or Ausfios 2imd iesprmsenirtv. | Firat Norns of Erplisn: or Aathoized Reprmsernielive Elruugcmnusrmi o m:nmmn Bame
Country of Isssance: s - L i a

nEtUe af Emgioyes P TU‘h\lED i
= Herpuens 5 ypan s I - ?mf‘_ L ] -

Preparer and/or Translator Certification [check one):
B3 1dsanet use 2 prepamr o rasstasor. ] & antior sl e n Sasion |
(Fiztds befow masf be compisted and siomed when preparers anceon reralalons asaist an empioee e i compleimg Seclon 1,]

T attesk, under penalty of perjury. that | have assisted In the completion of Secticn 1 of this form and that to tha best of my
Knowiledge the informatben is inue and corr

S are of Preperes or Trnalelar

Iclyalonm

am |zp::ouu

A New Rame i mpokoanig
Ltk pame (Famay M)

J1VISA STATUS

Unexpired Passport
Farm 1-94

|'rmura Date (st Document Tile

sl Mo (Foeniy M)

. I atient, under pa ity of Form DS-2019
Pirst Maimes (Siven hevwe) the ermployes prescntad

) ISigaatum of Emplayar 1 4 IF the visitor exchange category has the word "student” {excluding
Ptk (Steet Mumaer and Kame) ‘U!UTHW kms 1% Code L S student intern) on the DS-2019, a sponsar letter is required.




This is not the current UT Austin practice. We

' |
- require the foreign passport, 1-94, and I-797A, and
H 1 B VI Sa Exa m p e the I-797A document is recorded in List A.

An Unexpired Foreign Passport, Form 1-94 or Form |-797 establish the
employee’s identity and employment authorization for Form 1-9 purposes
and should be recorded in Section 2 under List A of Form I-9.
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Form 1-797 Approval Notice Example

I-T9TA, Notice of Action

N, S R R R R R R R R EEE—S————
ik ] T CABTYFE 1129 PETITION FOR A HONIMSIGREANT WORSES]
AT FETITIGRE

RCHIPY BA T
Cctabar 29, 2011

Form name can be found at top right T

™ TECH DwEw
T DR W CERTCR

TE TECH UNIW
TaEy

r o mox wm

corner \

School or employer name can be found
at top and bottom of page.

VISR MIM NAT IT ME TEED DN PLACE OF A WiSA.
aSnems Bagmlacsey Enfarcssssd acd Falomsss Aot sscamiished the OFfice of the Eetisssl Osfdmms [CH0)

Valid dates of form can also be found at =

s I i IR e TN TCRAT T Om e i e - m— e s

top and bottom of page. M ) RN Y

R e o T g s T e Lo SRR

T
221656409 24
| " T WAC-12-016-50%60

| Umited States Citizenship and Immigration
| Services

[+

Receipt¥ wac-12-016-s0960
221656409 4
NA

2
O _AS S

Record the 1-94 number on the Form I-
9 and not the Receipt number.

1271372 Departure Record Petitioner: ™= TEcH owrv

AD FROM 01 /01 /2012 UNTIL

= Dy
MONER: TX TECE UNIV gy — T T
P o BOX aS004 i o ’mrunrn

LUBBOCK TX T3400-5004

Forme T-THTA (Rew. 107006 N




H-1B Example on Form I-9

Mlew Hire Emvploy ment Eligibility Verification
H1B e rtment of Hlome land Secmriy
LIS Cotrenship ond bemegeaton Sorvisgs

Employment Eligibil ity Verification
Dh travmt of Homelaod Security
UL Citizenship and Immigration Scrvices

v T R Ey w5 e B & e e 8w ey

B | ABACC HONE CanaTully Dotare Cermole

Section 2 Employer or Authorized Representative Reviaw and Werilication
g o hie form, e liaiiy for arre o B Sowmivicn of s foee, [EmpRayarE or ther MncrTed e, mmum-mwmamzmu@-th;mrm¢mw You
ANTEEERCHEIMATION MOTECE! B3 M0 b o Mnss sosns work auForded niied o §mgopess SAMEOT meody wiands O DA ey S v cne et A O 8 of oomg S Liat B oand oo oo B L © as Msdecd o de Tinle
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 divihual becasa the secumeneston noa o fetere e Ty SR LS e B Empicymn Ints from Sactian 1 | LAt eSS Ay el =t Rarna ivan Mame) | I8 [ CHEenshedmmgralon Oms
Soction 1. EMpioyes |rormation and ATReslallon (e hyess we oo s ks o g Sefor @ o form L F ne e e - —= i —L =
Ifhmrs Mo flrnd afery of manpdo st Bl ool beiove scoelieg a ot eifer | = 5 s Ve ity ged Employ ment Authealzation =T Ermploy ment Aokt s
L as! Marie (Faeos sarmne) FOI N e e MiodE BARE | O Lt Mires e ey Dracurment Tie T | oeemant T Dzt T

I e e p——— s B e

l!luum lswnu AR Ry 155 1 T SN O Ly

a1 L HER

Eacament Bamtar Docurment Plurmier

i sk

Enpiralion Dale (I e ot " “Ewpraton Cale 7 aculimestiieiwl
an et e s

I am awans that federsl s provides formprisonment andfor fines for tilse stsemencs or use of false documents in
willly tha o o his form

I witest, undar penany of perjury, that | 3 (chock ona of The Poilomwmmg Bames )
[ 1 & chiaan of e Unies S
] 2 A norchiesn mations!of e Usites S fSee b
(I | Tl ———— Adkmn fimgetanee T —— S
<] 4 Ao allen aulordesd o wark. anm = Tt g Avherky
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[Additianal nieimatcn

T e e T
o s s 17 T S

Erpradion e (F nme s ton) The expiration date
LacamganE is on the |-

Documsnt Tee

Eciria b D (o wm) fmrwrtciepnasd

ura —
A » - a R —
1. Alen Fegerratos ::"'msw’ Cartfications |.-nt_u.t.-|aurum|r;ufp.rpqr Bhat (1] 1 have evamined b coc st »e abo
(@) the abowetisted dociment|al apsear 10 e gonuin sad to reate 1o Bw smployen named, sad (3 fridridi of my I-ﬂw‘hﬁg- the
B Fousn |- Aderinann Bhenber- e Tp— And ome of theca sirpbayen e AuThorzod 1o work in s United Bt
OR T T a

racee [See iastuctians for exempeions)

thieo cholcos. Tht-"vhrn'-ﬁvtd-rwfmmm«ummmmm I
1. Forege Passport Mamiar [SL3

— EC o Fa Todaps Ov Tate o o
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(ks bakow ral Be nmp\u‘-:lm:d whgritd vetam e preygtarer s e el N SES'E 24 SCIENTYRN 0 DO Seon 1) [ W e Mlrre 1 syl v,

B. Cimtw of Fmbiew (W aplicatiey
Cae

T attesd, ithded panmaly of perury, ihai | have ssslsied (o e completion of Secten § of CEs fonm 2ae SSE 12 D B! of my - Last Name (Favdr Marct Firat Mame (Gaven feme)
Ehe in

hnovwie darmation is irue and correct
SRaliee o Preparsr or Timsa sk

T F b mrapioree s prewious 01201 OF QI oyeron | s dhcnaaban san supid
|Sastinuing employment auhonzatisn in tie enon Drovided Delow
[Fr——

H1B WISA STATUS

[ T T— Do nexpired Pasgsport
| F I- ith ¥ 1

Tabnct undor panalty of F.q“,,,l”_“h““__ ol e ] orm |-B4 with a spacific expiration date

Fhe empoyes gresenied 121 | hav

Sagrmben of ETpioye orm--un:ouﬁmrcami s Tadwy's Db W Marrw of plyaror
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Correcting the Form I-9

Correcting Mistakes

° If you discover a mistake on Form I-9, correct the existing
form OR prepare a new Form I-9:

> If you choose to correct the existing Form I-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 I-9 stating the reason for your action.

Missing Forms

° |f you discover you are missing the Form I-9 for an
employee:

> Provide the employee with a Form |-9
o Complete the Form I-9 as soon as possible
° DO NOT backdate the Form I-9.




ivil Fines and Criminal Penalties
or Form I-9 Violations

S iwral

Hirimg or contimuwing to esyploy
a peerson, or recrwitimaag or
raferring Tor a Taae, KMmowinag
that the person is not
Sulthorized Lo vwork: im the
Umnibed Statas_

Failimg o compdly witih Formm -9
requiirermaents

ormmrtting or earticipeatinag o
docurment frawd.

Cormrmiimting Go-cairmeeEenT akauase

U nilawveful discrirmimnatiom
aEgains=t @an employment-
aulthorized individual in hiriea.
mrimo. or recruitrmeaend or referral
Tor a Tee.

S3I7F 5 for
each
LU e D L=

110D Tor

each Tormm.

ESE3ATS for
each
e e

51710 peer
Nl S R

S3ITES per
vl afior .

53,200 for
Eacin e e

E1.7100 Tor
gy Toermm

3, 200 foar
each workoer.

ST1.700 per
ool o

B3, 200 per
wiclation.

53, 200 for
[=F= T iy |
LSl g =T o

SF110 Tor
emciy TiorTem.

F£3, 2200 For
each
ke

=110 peTr
wioilatihor

B33, 200 pew
wiolation.

Askang an employes for money guarantesing that the employes s authomnaed o

Linited States, also called amn imdermnity bomd.

FBE_ S5S0D0 for
SaC WO o

E1.7100 Tor
25 Torrm

B55, SO for
each workoer_

BTN eeer
wirslaStiaor

EBE_S50D0 per
wizlatiomn.

e e The

Fimnes srmdacd Srirmimal Peamnaities Ffor Formees 1-9 Wiolatiomns

T4 _ 3D for each
e

ES170 Tor each
Tawrmm .

E3 20D for sachs
v riboer.

BT er
wiaslatiom

S _Zi0 per
wilatiom.

H16 D0 for esch
O BT

E=1.7100 Tor each
TOrTTe

G, SODD for each
o Bosr

=1 100 e
ol Sty

FB1EG 000D per
w3 tior.

- Pay 51 _100 for each homd the
employese paid to thee

emplowyer

= Refund the employese Tihhe Tl

armount of the haord

IF e

employese cannot he Towmd,
this refund will go o the LIS

T reasuery

U to SZ 0000 for each
wunauthon=ed alien

Engaging in a pattern or
practice of hirng . recreitinog or
referrimig for a fes
wnautihorized aliens

= Up to S3 000 for each
wunauithorn=zed alien.

- Up Do & rmoeiies i
RrESoEy Tor T entire
Ppatierm or practicos

- U o S rrvonitins i
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Form I-9 Inspection Process
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Storage & Retention

Form I-9 MUST be on file for all current employees.

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

Store copies of documents with the Form [-9 or with the
employee’s records.

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

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

((j)nly retain completed forms containing a signature and
ate.




Storage & Retention

Form I-9 must be retained for:
o 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, 2017, and terminated on July 5, 2018

11/01/2017 + 3 years ={11/01/2020
07/05/2018 + 1 year = 07/05/2019




E-Verify

K}, U.S. Citizenship
| and Irn_r.'nlgranon

|
%m_ ' Services

Effective September 1, 2015
What is E-Verify?
o E-Verify is an electronic system that verifies the employment eligibility of:

> Newly hired employees

o Existing Employees assigned to work on a qualifying federal contract
E-Verify is a FREE web-based service provided by the Federal Government that is FAST
and EASY to use.

Effective 09/01/2015, Governor Greg Abbot signed legislation that requires all State of
Texas Agencies to use the Federal E-Verify System for all new employees.




E-Verify

E-Verify is NOT....
o A system that provides immigration status

> Used for prescreening
o A safe harbor from worksite enforcement

E-Verify Goals
> Reduce unauthorized employment

o Minimize verification-related
discrimination

> Be quick and non-burdensome to
employers

° Protect civil liberties and employee privacy




1-9 Process with E-Verify

Employee completes Form -9, =
Section 1.

Employee chooses which
acceptable document(s) to
present.

Employer completes Form 1-9,
Section 2.

If necessary, employer updates
or re-verifies employee’s work
eligibility in Section 3.

Employee must include SSN when completing Form |-9, Section 1.

If the employee has not been issued his SSN, complete Form |-S as usual and attach a
memo to Form -9 indicating the reason for the delay in creating the case in E-Verify.

If employee provides email address, employer MUST enter it into E-Verify.
Employee chooses which acceptable documenti(s) to present.
If a List B document is chosen, it MUST contain a photograph.

If an employee chooses to provide a photo matching document, the employer must
make a photo copy and retain with the Form 1-9.

Employer completes Form |-9 Section 2.

E-Verify Case Status will prompt employer to update or reverify in Section 3 or Form |-
9. However, a case should NOT be created in E-Verify.

NOTE: All documents must be unexpired. Names should appear on Form |-8 exactly as they appear on documents. No nicknames

should be used.



When to Use E-Verify?

The Form I-9 must be completed in Workday for all
newly hired employees no later than the third
business day after the employees’ first day for pay.

The |-9 should automatically sync with E-Verify and the
E-Verify case results should update almost
immediately after completing the I-9 in Workday
(refresh page to see updated E-Verify status on [-9)

If the 1-9 status does not automatically update as
“Employment Authorized” the I-9 partner should
immediately reach out to the HRSC to review the case
in E-Verify

I-9s that are manually launched for an emPonee
must be entered into E-Verify by HRSC staff. I-9
partners must reach out to the HRSC to have these
cases entering into E-Verify.

> These I-9s can be identified by the presence of the
“Complete Form I-9” task with the twin “Manage Form |-9”.

You must have a Social Security number to process
an E-Verify case.

An E-Verify case must be completed by the third
business day after date of hire.

Communication within departments about your
hiring process will be the most proactive step to
staying compliant.



How E-Verify Works
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E-Verify Tentative
Non Confirmation (TNC)

A TNC issued from E-Verify indicates that the SSA (Social Security Administration)
or the DHS (Department of Homeland Security) is unable to verify the information
provided for the employee.

It does NOT mean that the employee is unauthorized to work.

Once TNC received, no adverse action should be taken against the employee.
Employers may not fire, suspend, delay training, withhold, or lower pay during the
time the TNC is being contested.



E-Verify Overview Tentative Non
Confirmation

Processing TNC for Social Security non Validation
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E-Verify TNC Step One

Meet with Employee to Review Forms

- o Both the employer and emplovee
E Verify i must review the TMNC FAN.
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E-Verify TNC Step Two

Employee decides to contest or not to contest:

> Review I-9 with employee to confirm all data is correct.

°c Employee call E-Verify, 888-897-7781, to discuss issue. Majority of calls will
immediately resolve outstanding issue over the phone.

> Departments must sign and date Page 1 of TNC form and employee selects to
contest or not contest and then sign page 2.

> Department returns copy of sighed form back to payroll for processing.



E-Verify — TNC Step Three

Referral to SSA or DHS

The referral date confirmation
reflects the date the employer
referred the employee to SSA and
offers instructions for the employee

(employee must take FAN to
SSA).

The due date the employee must
resolve the TNC also populates.

FAN — Further Action Motice

-‘Verify

Referral Date Confirmation
Social Security Administration Tentative Monconfirmation (S5& THNC)

prify] Case Verficaton Nuamber: 2OTMISTLILS20RT

loyee Mamne: Ot s, Chadozie

employer referred your E-Verify case 1o 884 after you decided to conest (ake action 1o resalve) an
Teniabrve Monconfirmation (S35A THC). This documant confims fal your case was efered o 354

i yon sivoadd dio

an 554 field office within 8 Federal Government working days_ by 03052004 (MRMDDNYY YY),
to resolve the S5A TNC. K you have nod received the SSA TMIC Further Action Notice from your
oyer, contact yowr employer immediatehy o obtain this. notice
554 THC Further Action Mofice inciudes information abodt your ES3eErfy case and which docismenta
need when pou wisit 354 You musi have the S5A THNC Further Acteon Nobce when you asd 554
i do noi kake acon within B Federal Govermment working days, by 038522004 (MWMDOMNY YY)
a Final Noncenfirmation will be issesed and your employer may ierminate your empleament. Employers
st allow you o contest an 558 THNC and may nod ake adverse achion agains you becaese of the
554 THC while you are contesting tha S5A THC and your E-Verify case ks pending.

For More Information

i you have guestions ahout wheat 1o do, contact E-Vendy at 8288-297-7 781 [TTY: ET."I—ETE.—ED?H'I or
emmniail ENVerifviBsdhis gov. i vou need asssstamce in a lenguage ofber than English, woun miay ask itk E-
‘Weridy cuslomer representative for an inlerprefer. For more infermation on E-Venfy, inchuding our privacy
prachces and progranm rdes, visi e E-Venfy websde ol woarw o s gonE-W erify



E-Verify — TNC Step 3 Continued

I-9 Partner will send department SSA or
DHS Referral Date

Confirmation letter which contains
employee instructions for next step.

Department must provide this letter to
employee.

Employee will take this letter to SSA
Office for discussion.




E-Verify — TNC Step Four

Employee must visit SSA within 8
federal government workdays.

If DHS letter, then employee must
contact E-Verify at phone number
(888) 897-7781 within 8 federal
government workdays.

E-Verify may take up to 15 federal
government workdays to respond
to a TNC.

shutterstock.com » 665953069



E-Verify — TNC Step Five

Employer receives updated results

> An E-Verify final case result of “SSA No Show” results &
when the employee does not visit the SSA office within
their allocated time. If “SSA No Show” employee will
be terminated from employment.

> An E-Verify final case result of “DHS No Show” results
when the employee does not E-Verify within their
allocated time. If “DHS No Show” employee will be
terminated from employment.



E-Verify — TNC Step Six

Case Closed
°|-9 Partner reaches out to the HRSC with
status of case and the HRSC completes the
process by physically closing case.
°c Employer may terminate workers based upon
E-verify results. Only upon receipt of a final

non confirmation (including a no show), or
when an employee has chosen not to contest

a TNC.




Results after TNC

Check E-Verify periodically for one of the following responses:

The employee’s information matched records available to SSA

Employment Authorized and/or DHS.

Verification In Process This case was referred to DHS for further verification.

The employee has visited an SSA field office or contacted DHS, but

Case in Continuance } ; ) i
more time is needed to determine a final case result.

E-Verify cannot confirm the employee’s employment eligibility after

Final N fi ti
na’ BOncONATMAtIon the employee visited SSA or contacted DHS.

SSA or DHS requires that you close the case and create a new case
for this employee. This result may be issued when the employee’s

U.S. passport, passport card, or driver’s license information is
incorrect.

Close Case and Resubmit




Completing I-9 To Do Tasks

Section 1

Section 2

Section 3

Work Authorizations
Amend Form 1-9 Process




Guiding Principles for Business
Continuity in Workday and on Our Teams

Keeping the Work the
core mission same
in view

Guiding

Principles
Continuously -
improve

Follow best
practices and
embrace the
Workday
community

Focus on incremental improvements, with
guidance from our governance council
and Workday bi-annual update releases.

Focus on ensuring continual -9 process
improvements are shared and best
practices are followed



How to Complete Section 1 To Do Task

Employee must log into workday and
locate the “Complete Form I-9” task
from their inbox

Employees who do not have a Social
Security Number on their first day of
employment must still complete this
task no later than their first day of
employment

When an employee chooses their
citizenship status this will change the
available document options in Section 2

An alien authorized to work in the US

must include the expiration date of their

work authorization as the date they are
authorized to work until

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 Wame (Family Name)  Villarra: Name (Given Name)  Cristina dinitial  n/A  Other Last Names Used (ifany)  N/&

Address (Street Number and Name)  2200F umber  Apt 303 Town Austin @ State TX  ZIPCode 78705

Dateof Birth  05/22/ ... ... Jocial Security Number Employee's E-mail Address

| attest, under penalty of perjury, that | am (check one of the following boxes):

Telephone Number <

A citizen of the United States

Date required
A noncitizen national of the United States (See instructions)

A& lawful permanent resident {Alisn Registration Mumber/USCIS Number):

Yes  Analien authorized to work urttil (expiration date, if applicable, mmy/dd/yyyy)
Some aliens may write "N/A” in the expiration date field. (See instructions)



Workday Completing I-9 task —
Section 2 “To Do Task”

Acceptable Documents

All documents listed on the 1-9’s list ~ For Example:
* Voter registration cards cannot be

of acceptab]e doguments can be valid used to complete |-9s that receive
for proving identity authorization through E-Verify

Not all documents can be used with ~ ° An employee presenting a foreign
passport and 1-94 must also provide

the E-Verify system proof of endorsement (work

And some documents listed come authorization document naming UT

b N Austin)
WITh Caveats * An I-797A can be used as a List C

document only if it is presented in
conjunction with a valid [-551 stamp
in their passport



Workday — Completing |-9 task — Section 2

General Guidance
ListB
denty The I-9 partner should record the employee’s document
N o information in the applicable List section (A, B, C)
List A R i The employee’s first day of employment will always be

Identity and Employment Authorization

Document Trile {empay
Document presented is areceipt Mo

Select Issuing Authority {empty)
Document Mumber {ampiy]

Expiration Date {if any) {empty)

Document Number

Expiration Date (if any)

AND

List C

Employment Authorization

Document Title

(empiy)

Document presented is areceipt Mo

Document Number

Expiration Date (if any)

{empiy)

Empy)

the start day of their most recent assignment.

o This can be found under “All Jobs” in the employee’s
Workday profile

If the I-9 task is being completed > 3 days after the
employee’s first day of employment you will be
required to select a reason.

° If you choose “other” as your reason you will be required
to write a short note about the reason.

° These notes are sent to the federal government and
should be thoughtful and accurate



Workday — Completing |-9 task — Section 2

Aliens Authorized to Work List A

Identity and Employment Autheorization

An international employee will generally have

one of the following: o

Document presented is a receipt Mo

1. Employment Authorization Document (EAD Setect Issuing Authority
Ca rd ) Document Number
a) This will be recorded under List A in section Expiration Date (if any)

2 and a scan of the front and back of the
card must be attached

Document Title 5. Arrival/Departure Card (Form 94 or F34A) with foreign pazsport

Select Issuing Authority  U.S. Customs and Border Protection

2.  Work authorization document: 1-20, DS- Document Number
2019, H1B vis (I-797- A document) o @ ,
. . . Expiration Date (if any) N/A DvS
a) The employee will need to provide their
passport, [-94, and the above document. Document Title Certificate of Eligibility for Nenimmigrant (F-1)/{M-1) Students (Form I-20)
b)  All 3 must be recorded in List A Document presented is a receipt \ No
Select Issuing Authority \NSA Department of Homeland Security

Note: I-797A is not an option in the pull-down for the 3" List A document.
Document Number

Record the document information as one of the available, and make a note in
the “Additional information” section of section 2. Expication Dot (1 cow)



Workday — [-9 Work Authorization Alerts

Troubleshooting (Tips to help you to assist your employee)

If your employee receives an alert from Workday I-9s that are completed and have a status of Employment
about their work authorization: Authorized — Common Errors causing 1-9 alerts in Workday
1. Check to see if the alert is for expired or soon 1. Employee recorded “D/S” or a past date in section 1
to be expiring work authorization where they attest they are “An alien authorized to
) _ work until”
2. Check the employee’s Workday Worker History
to see if there is an 1-9 on File 2. 1-94 document expiration recorded as “D/S,” an 1-94
, _ _ that is valid for an employee’s “Duration of Stay”
3. Ifthereis an I-9 task in the Worker History, should reflect the expiration date of the employee’s
does it say successfully completed? work authorization document
4. Ifit shows “Successfully Completed” in the 3.  Work authorization document is not recorded as the
Worker History open the I-9 task to verify it 3rd List A document

vas.f(.:orppletsetdtcorr?cécly alnd has taAFlr;al U.S d a) Thel-20, DS-2019, or I-797A must all be recorded in
erification >tatus ot Employment Authorize section 2 as the 3" List A document (following 1-94)



What to Do When Employee has:

No Work Authorization or

List A

Identity and Employment Authorization

Document Title Foreign Passport
Document presented is a receipt No
Select lssuing Authority

Document Number

Expiration Date (if any)

Document Title U.5. Armrival/Departure Card (Form 1-94 or -94A) with foreign passport

Select Issuing Authority U.S. Customns and Border Protection

Document Number

Expiration Date (if any) w h

Document Title

Document presented is a receipt

Select Issuing Authority [empty)
Document Number (empty)
Expiration Date (if any) (empty)

n Incorrect Date

List A

Identity and Employment Authorization

Document Title Foreign Passport
Document presented is a receipt No
Select lssuing Authority

Document Number

Expiration Date (if any)

Document Title U5, Arrival/Departure Card (Form 94 or 1F94A) with foreign passport

Select Issuing Authority 1.5, Customs and Border Protection

Document Mumber

Expiration Date (if any) M/ A /s

cument Title I:ertiﬂ-::a‘w of Eligibility for Nonimmigrant {F1)/(M-1) Students (Form |-20)

Document presented is a receipt o

Select lssuing Authority epartment of Homeland Security

Document Mumber

Expiration Date (if any)




Incorrect Authorization Date Section 1

Section 1. Employee Information and Attestation

Employees must complete and sign Saction 1 of Form H9 no lzter then the first day of employment, but not before eccepting ajob offer

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 befare accepting a job offer.

Last Mame (Family Name) First Name (Given Name) Middle Initial ~ N/&  Other Last Names Used (f any)  Valdes

Last Name (Family Name) First Name (Given Name) Middee Initial /4 Other LastNames Used (if any)  N/A
i Busti G i i
ke St Mo b ) i W bk (e T TR Address (Street Number and Name) Apt. Number CityorTown Austn  State TX ZPCode 7t
Dol 445 Soxd gy Hoanbiy Erppyees £ v Frngloye [iate of Birth U5, Social Security Number Employee’s E-mail Address o ‘mployee's Telephone Number

| attest, under penalty of perjury, that | em (check one of the following boxes): ) )
: | attest, under penaity of perjury, that | am (check one of the following boxes):

A citizen of the United States » )
A citizen of the United States

A nancitizen national of the United Stetes {See instructions) n ) ’ ; ;
A noncitizen national of the United States (See instructions)

& lzwful permanent resident (Alien Registration Number/USCIS Number): : : s
A lawful permanent resident (&lien Registration Number/USCIS Number):

Yes  Analien authorized to work untl (expiration date, if appliceble, mm/dd/fyyyy)  OB/IR/2020  NjA 0/5

Some zliens may write “N/A” in the expiration date field. [See instructions)

Yes  Analien authorized to work uril (expiration Tamesiapplicable mm/dd/yyyy) NfA  Yes
Some aliens may write "N/A" in the expiration date field. (See instrucuals




Workday — [-9 Work Authorization Alerts

Troubleshooting, -9 status meanings

These are finalizations that cannot be changed Example of What an I-9 Partner Should Look for in Workday:

Employment Authorized — employment has been
authorized through E-Verify

Details Process

Veriﬁcation NOT determinEd - emp|0yee'5 Work status I-9 Process Status ~ Process Finalized U.S. Employment Verification Status ~ Employment Authorized
cannot be determined, a new I-9 must be completed to
authorize employment

Employment NOT Authorized — employment must be | petais  Frocess
terminated —_—

I-9 Process Status Process Finalized L.5. Employment Verification Status Verification Not Determined

When an I-9 is initially completed the status should
update with “Employment Authorized” or
"Employment NOT Authorized” within 1 minute of
submission

Refresh your page to see the updated status



Workday — [-9 Work Authorization Alerts

Troubleshooting, -9 status meanings

My Actions

Details Process

I-9 Process Status In Document Review

I-9 Process Status

Details Process

Pending Finalization

U.5. Employment Verification Status

Authorization Pending

Finalizations needing to be updated by the HRSC

» Awaiting E-Verify Submission

» Returned for E-Verify Data Review
» In document review

» Pending Finalization

» Authorization Pending

The above finalizations can be seen on an I-9 alone, or
with others listed, and can all refer to different -9
situations.

If your I-9 results in one of these statuses (after waiting 1
minute and refreshing your page) you need to contact the
HRSC about the status of the I-9



Workday
Steps For Completing I-9 task — Section 3

Section 3 updates can only be launched for an 1-9 task that has a status of: Employment Authorized

1. Search “Complete Form I-9 Section 3” select appropriate task

2. “Worker Form I-9” = Employee’s name from Workday profile, hit enter
a) Ifthe employee has an |-9 with a status of Employment Authorized this task with auto-populate in the field

b) If the employee has more than one I-9 with this status you must select the correct task based on the completion
date

3. Select “OK” at the bottom of the screen, the section 3 task will automatically open for you to complete

4. Scroll down to complete the section 3 update
a) If the employee changed there name, you record the new name
b) If the employee is a rehire, record the date of rehire
c) If the employee is updating expired documents record the document title, number, and expiration date

5. Check the “l agree” box, Workday will auto-sign the section for you, submit



Il:rs TEXAS Q Complete Form 9

Complete Form I-9 - Task

Complete Form -3 Section 3 - Task 0

Comple

Worker Form 1-9 % | s Form -9 for
7 (Completed on:
e 07/12/2019) (Verification
Status: Employment
Authorized)
Cancel e

Section 3. Reverification and Rehires

[To be completed and signed by employer or authorized representative)

First Name (Given Name)

A New Name (if applicable)

Last Mame (Family Name) Middie Initial

B. Date of Rehire (if applicable) MM/ DD /YYYY E Q

C. if employee's previcus grant of employment authorization has expired, provide the information for the document or receipt that establishes continuing employment autherization in the space provided below.

MM /7DD /YYYY [

Document Title

Document presented is a receipt

Document Number Expiration Date (jf any)

Signature of Employer or Authorized Representative

| attest, under penalty of perjury, that to the best of my knowledae, 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 1o relate to the individu;

Today'sDate  07/22/2020 Name of Employer or Authorized Representative #

Your Name

Save for Later Cancel




UT Workday Process otk authorisaton exaaton dat
How to Perform the Amend -9 Task

Amend Form I-9 tasks can only be launched for an I-9 task that has a status of Employment Authorized

1. Search “Amend Form I-9” select appropriate task

2. “Worker Form I-9” = Employee’s name from Workday profile, hit enter
a) If the employee has an I-9 with a status of Employment Authorized this task with auto-populate in the field

b) If the employee has more than one I-9 with this status you must select the correct task based on the completion date
3. Select “OK” at the bottom of the screen, the Amend task will automatically open for you to complete

4. Select which section of the I-9 is being amended
a)  Attachments must be amended separately from section 1 and 2

5. If needing employee to amend section 1, write a detailed description in the required instruction box

6. If making corrections to section 2 or attachments, correct the information and write a detailed note of the
corrections made in the required description box

7. Submit



FTEXAS

Q Amend Form -9 e

Amend Form |-9

Worker Form -9 #

Eearch

w Form -9 for

(Completed on:
07/12/2019) (Verification

Status: Employment
Authorized)

< Amend Form I-9

This function allows you to correct errors to the form |-9 after employment authorization has been completed.
Please select the section(s) you wish to change.

Section 1. Employee Information and Attestation \

Section 2. Employer or Authorized Representative Review and Verification <—
Both Section 1 and Section 2

Attachments

Instructions for Employee *

Cancel

Reason for changes to Section 2 *

Save for Later

Cancel




Workday — Attachments

Per the US Customs and Immigration Status Guidelines: “If you choose to retain copies of an

employee’s documents for reasons
unrelated to E-Verify requirements, you
must do so for all employees, regardless
of actual or perceived national origin or
citizenship status, or you may violate anti-
discrimination laws.”

“If you choose to copy or scan documents an employee
presents when completing Form I-9, you must retain the copies
with their Form I-9 or their employee record. If you are
enrolled in E-Verify, you must copy the following List A
documents used as part of photo matching:

U.S. passport; Only scans of the E-Verify required

U.S. passport card; Ay documents should be attached to an
employee’s I-9 task.

Form I-551, Permanent Resident Card; and

o Any other documents attached to the I-9
Form |-766, Employment Authorization Document (EAD).” may open UT Austin to prosecution

under anti-discrimination laws.




Previous Employees — Who needs a new [-97

US citizens with a break in service > 1 year, or
with an I-9 completed more than 3 years =
New I-9 task

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

US citizens with a break in service < 1 year, € | P | W
with a valid I-9 completed within the last 3

ye a rS = Sect i o n 3 u pd ate C. If employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes continuing empleyment autherization in the space provided beiow.
Document Title
Non-US citizens with any break in service —

require a new |-9

Document Number Expiration Date (ifany) | MM/ DD /YYYY E



Post-test

1. An employee who does not have a social security is not allowed to work without
completing a Form I-9:

a. True False

2. Employees who are working 0% effort will not need a Form 1-9?.
a. True False
3. All University of Texas at Austin student employees are exempt from completing a Form I-9.

a. True False

4. The law requires that employees complete the Form I-9 on their first day of work.

a. True False
5. If an employee is living outside of the United States and working for U.T. Austin do : -~ &
they need to complete an I-9 during their initial onboarding?
a. True False \<
6. Employees who have an expired work authorization are allowed to remain working
for U.T. (Under “normal” non-pandemic circumstances)? <
a. True False

7. One of my documents are expired, can I still use it to verify my employment?

a. True False
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