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INTRODUCTION

o This guide i1s designed to provide you with Johns Hopkins
University procedures to process the Form I-9 and E-
verification. While Equifax I-9 Management (formerly
TALX I-9 Management ) will be used to process the Form I-
9 and E-verification electronically, there are many Johns
Hopkins procedures that are integrated.

o Designated I-9 users, department administrators, hiring
managers, and payroll clerks may see ways that this
document can be enhanced. We extend the invitation to
you to share your comments with Jessica McMurtrie at
jmcmurtl@jhu.edu.

o ** All links in this document can be accessed by
clicking on the link in the full screen mode OR by
right clicking on the link and choosing “open
hyperlink”



mailto:jmcmurt1@jhu.edu

BACKGROUND —FEDERAL LAWS AND
REGULATIONS

o To comply with the Immigration Reform and Control Act of 1986,
Immigration Act of 1990, and the Illegal Immigration Reform and
Immigrant Responsibility Act of 1996, employers must verify the
1dentity and employment authorization of each person hired.
Employers are required to complete and retain a Form I-9 for
each employee hired after November 6, 1986, and refrain from
discriminating against individuals on the basis of national origin
or citizenship.

o Effective September 8, 2009, federal contractors are required to
use the U.S. Citizenship and Immigration Services’ E-Verify
system. This change is reflected in the Federal Acquisition
Regulation (FAR) that implements executive order 12989, as
amended by President George W. Bush on June 6, 2008, directing
federal agencies to require that federal contractors agree to verify
electronically the employment eligibility of their employees.




BACKGROUND —FEDERAL LAWS AND
REGULATIONS

o E-Verify is an internet-based employment verification system
operated by the Department of Homeland Security (DHS) in
conjunction with the Social Security Administration (SSA). The
system allows employers to search and compare the information
provided by an employee on the Form I-9 against records in DHS
and SSA databases to confirm the employee is eligible to work in
the United States.

o The University contracted with Equifax, a company, to manage
an on-line process. Effective November 15, 2009, the University
ceased using the paper Form I-9 and began processing both the
Form I-9 and E-verification on-line. Equifax manages both the
Form I-9 and E-Verify processes for the University.




[-9 USER ACCESS TO I-9 EXPRESS

o

Divisional Human Resources Directors have designated University
staff as I-9 users who will complete the Form I-9 on behalf of the
University.

I-9 Users

As the University’s designated agent for E-Verify, Equifax
provides a seamless integration with E-Verify to maintain

compliance with federal requirements and minimize liability.

The Equifax Form I-9 product, known as I-9 Management allows
employees and employers to manage the entire Form I-9 process
online.

I-9 Management consists of two(2) websites:

 Employees complete Section 1 of the Form I-9.
e I-9 users complete Sections 2 and 3 of the Form I-9.



http://hrnt.jhu.edu/directory/i9_users.cfm

I-9 USER ACCESS TO I-9 MANAGEMENT
(CONTINUED)

o Authorized I-9 users have been identified to process Form I-9 for
the University. Only those authorized I-9 users will have access
to process Sections 2 and 3 of the Form I-9.

o Prior to having access to I-9 Management , designated I-9 users
must complete the following:

o Complete the Form I-9 and E-Verify Training through Fast
Facts including the new Form I-9 FastFacts
http://training.jhu.edu/html/Main/default.asp

o Download and review the U.S. Citizenship and Immigration
Services (USCIC) “Handbook for Employers” M-274 (See
Appendix)

o Electronically sign the on line Agreement
o Review Johns Hopkins University I-9 and E-Verify Guide



http://training.jhu.edu/html/Main/default.asp
http://hrnt.jhu.edu/admin/i9/

REQUIREMENTS — INFORMING THE APPLICANT

o Notice must be provided to inform applicants, faculty, students and
employees that Johns Hopkins University is an E-Verify employer. The
University’s employment web site, the student application for
employment and the faculty offer/appomtment letter must include the
following language.

“As an employer who participates in the federal E-Verify program,
Johns Hopkins University will provide the Social Security
Administration (SSA) and, if necessary, the Department of
Homeland Security (DHS), with information from each employee’s
Form I-9 to confirm work authorization. If the Government cannot
confirm that you are authorized to work, the University is required
to provide you written instructions and an opportunity to contact
SSA and/or DHS, so that you can resolve any discrepancies directly
with the federal agency.”

o As a Federal contractor, JHU must post the English and Spanish notices
provided by DHS indicating our participation in the E-Verify program,
and the Right to Work Poster issued by the Office of Special Counsel for
Immigration-Related Unfair Employment Practices (OSC). Both notices
must be clearly displayed at the hiring site(s) to inform prospective

employees that the University participates in E-Verify. (See Appendix) e




NEW HIRES AND REHIRES

o All University new hires regardless of citizenship
must complete a new Form I-9 and E-verification.

o All rehires with a break in service greater than 3
business days must complete a new Form I-9. If work
authorization documentation has changed or expired,
the employee must be E-verified.




FEDERAL CONTRACTS

o Federal contracts awarded or amended after
September 8, 2009, will include language requiring
employers to E-Verify employees assigned to the
contracts. To comply with the requirement, the
University will be E-verifying all new hires and
rehires. Current employees who were hired after
November 6, 1986, who work under a federal contract,
and who have not completed an I-9 that has been
submitted to E-verify will be required to complete a
new I-9 and have it submitted to E-verify.




FORM I1-9 AND E-VERIFICATION RULES

o

Employee must complete Section 1 of the Form I-9, Employment
Eligibility Verification form, on or before the time of hire, but no
earlier then the date of the job offer and acceptance. “Hire” means
when employment in exchange for wages or other remuneration
begins (first day of work for pay).

The SSN must be inserted in Section 1.

e NOTE: DO NOT insert the University temporary I.D. number
(988-xx-xxxX) 1In Section 1. Please refer to SSN Applied For
section.

The University designated I-9 user must review the employee’s
documents and fully complete Section 2 of the Form I-9 within three
(3) business days of the first day of work for pay.

e NOTE: If you hire a person for fewer than three business days,
Sections 1 and 2 of Form I-9 must be fully completed at the time
of hire — in other words, by the first day employment for pay
begins.

The University designated I-9 user must physically examine each
original unexpired document the employee presents to determine if
1t reasonably appears to be genuine and relates to the person
presenting it. The designated I-9 user and the employee must
both be physically present during the examination of the
employee’s documents.




FORM I-9 AND E-VERIFICATION RULES
(CONTINUED)

o If the employee presents a document from List B to show
1dentity, the document must bear a photograph.

o An I-9 user cannot:

specify which document(s) the employee presents for identity and
employment authorization

request more documents than required
inappropriately refuse a document

o E-verification must be initiated within three (3) business days
of the first day of work for pay.

o If the E-verification query is not initiated timely, the reason
for the delay must be noted in the comments section.

o An employee must be notified of a Tentative Non-confirmation
(TNC) and given the opportunity to contest the TINC.




FORM I-9 AND E-VERIFICATION RULES
(CONTINUED)

o

Employees must be allowed to continue to work without penalty if the
TNC 1is contested.

The Divisional Human Resources Office must be consulted before
any additional action is taken if the E-Verify determination is one of
the following:

« Tentative Non-Confirmation that is not contested by the employee

e No-Show (employee indicated the TNC was contested, but the
employee failed to contact SSA or DHYS)

e Final Non-Confirmation
E-Verify cannot be used to pre-screen applicants for employment.

E-Verify cannot be used to discriminate against a job applicant or
employee on the basis of national origin, citizenship or immigration
status.




FORM I-9 AND E-VERIFICATION RULES
(CONTINUED)

o E-Verify cannot be administered selectively. E-Verify
procedures for all newly hired employees and current
employees assigned to a federal contract must be followed.

o E-Verify cannot be used to inquire about the employment
eligibility of an employee once the employee’s employment
authorization has been E-verified.

IMPORTANT

o You may not take any adverse action against an employee
including: termination; denying, reducing, or extending
work hours; delaying or preventing training; requiring an
employee to work in poorer conditions; refusing to assign
the employee to a Federal contract or other assignment; or
otherwise subjecting an employee to any assumption that
he or she 1s unauthorized to work during the E-Verify
employment eligibility process. °




FORM I-9 - WHO COMPLETES THE
FORM I-9?

o Form I-9 must be completed by both U.S. citizens
and non-U.S. citizens

o Form I-9 must be completed by all University new hires.

o A new Form I-9 must be completed by all employees re-
hired by the University who:
o Have a break in service of more than 3 days, or
o do not have a form I-9 on file with I-9 Management, or

o originally completed a version of Form I-9 that has expired,
or

o are no longer eligible to work on the same basis as when the
original I-9 was completed
o Current employees who are assigned to a federal
contract will be notified.




FORM I-9— WHO DOES NOT
COMPLETE THE FORM I-9?

o Concurrent Emplovees

o Employees who transfer, are promoted or
demoted within the University

o Employees hired prior to November 6, 1986 who
have no break 1n service

o Non-employees who do not receive wages or
stipends

o Employees who do not work in the US

e NOTE: An employee who returns to US to work for
pay must complete a form I-9 on or before the first
day for pay



http://hrnt.jhu.edu/pol-man/Documents/concurrent_employment.pdf

WHEN IS THE FORM I-9 COMPLETED?

o Citizen and Non U.S. Citizen New or rehired
employee

o Employee must complete Section 1 of the Form I-9,
Employment Eligibility Verification form, at the time of
hire. “Hire” means when employment in exchange for
wages or other remuneration begins. (first day of work for

pay)
o The SSN must be inserted 1in Section 1.

NOTE: DO NOT insert the University temporary 1.D.
number (988-xx-xxxx) in Section 1. Please refer to
SSN Applied For section.

o The University designated I-9 user must review the
employee’s documents and fully complete Section 2 of the
Form I-9 within three (3) business days of the first day of
work for pay.

NOTE: If you hire a person for fewer than three
business days, Sections 1 and 2 of Form I-9 must be
fully completed as the time of hire — in other words,
by the first day employment for pay begins.




WHEN IS THE FORM I-9 COMPLETED?
(CONTINUED)

o Non-U.S. Citizens whose work authorization is
expiring

o If the work authorization of a non-U.S. citizen is
about to expire, a new or reverified Form I-9 must
be completed prior to the expiration date.

e A new Form I-9 is required if an electronic Form I-
9 1s not on file. However, do NOT submit the
new Form I-9 to E-Verify.

o Current employees who were hired after November 6,
1986 and who are assigned to a federal contract must
complete the Form I-9 and E-verification within
thirty (30) days of being assigned to the federal
contract. Employees will be notified.




WHERE IS THE FORM I-9 COMPLETED?

o Generally, the Form I-9 1s completed in the following
locations:

 Employees with a SSN can complete Section 1 of the Form I-9:
Online at www.newi9.com

In-person at locations identified on the next slide

« U.S. Citizens - Section 2 of all Form I-9s for U.S. citizens
o Staff members: Divisional HR Offices
o Faculty and house staff: Academic departments



http://www.newi9.com/

WHERE IS THE FORM I-9 COMPLETED?
(CONTINUED)

o Postdoctoral fellows:
Homewood - Student Employment Services (SES)
Other schools — Academic departments

o Graduate students:
Homewood — Student Employment Services (SES)
Public Health — Academic departments
Other schools — Academic departments

o Undergraduate student employees:
Homewood - Student Employment Services (SES)
Other schools — Academic departments

e Non-U.S. Citizens — Section 2 of all Form I-9s

o Faculty, students and staff:
School of Medicine - Office of International Services
School of Public Health/School of Nursing Staff — Divisional HR

School of Public Health/School of Nursing Faculty and Students —
Academic departments

Homewood Faculty — Academic departments
Homewood Staff — Divisional HR
Homewood Students — SES

Peabody, SAIS or Carey Business School - completed by the
designated I-9 users in those schools respectively.




PROCESSING THE FORM I-9 AND E-
VERIFICATION AT REMOTE LOCATIONS

o The University operates and employs staff in most
states within the United States and in many foreign
countries. In many of these locations there is not an
administrative office and no one 1s designated as an I-9
user.

o Following are the steps to follow when a designated I-9
user 1s not available to complete the Form I-9 and E-
verification.

a. Send the employee a letter (copying the Divisional
Human Resources Office) with the following
information

1. A statement indicating the University is an E-Verify
employer.

2. The requirement that the employee must complete the
Form I-9 on or before the first day of hire.




PROCESSING THE FORM 1-9 AND E-
VERIFICATION AT REMOTE LOCATIONS
(CONTINUED)

3.

Instruct the employee to present the Form I-9 with
istructions for completing Section 2 to a Notary Public.

Enclose Notarization Form for the Notary Public to
complete confirming that the original documents were
presented and viewed.

The employee is to fax the completed Form I-9 and the
statement signed by the Notary Public to the JHU
Divisional Human Resources Office (fill in with location
and fax number). The completed Form I-9 must be faxed
before the third day following the first day of work for pay.

The employee i1s to mail the original completed Form I-9
and the statement signed by the Notary Public to the JHU
Divisional Human Resources Office fill in address.

The Human Resources staff will review the
completed Form I-9. If the form is completed
correctly, the Form I-9 will be uploaded into the
Equifax I-9 Management System.




PROCESSING THE FORM 1-9 AND E-
VERIFICATION AT REMOTE LOCATIONS
(CONTINUED)

o In the event the Form I-9 is not completed correctly,
the Human Resources staff member will resolve
before uploading the Form I-9 to Equifax.




INSTRUCTIONS FOR EMPLOYEE

o Employee — Section 1

Instructions for the employee to complete the Form I-9
online:

e Sign on to www.newl9.com

» Insert employer code 11472
e Click “GO”

 Enter the text as shown

o C(Click “continue”

1-9 MANAGEMENT

Privacy Policy [£1 Help Contact Us [

Enter Employer Code,
11472, and then click "GO™



http://www.newi9.com/

INSTRUCTIONS FOR EMPLOYEE
(CONTINUED)

o Complete Section 1 of the Form I-9
o Name should match the name on record at the Social Security Administration,
or the Department of Homeland Security if a Social Security Card has not
been obtained
e A Post Office Box cannot be used for an address
o E-mail and phone number are optional; if you don’t enter an e-mail address or
phone you must enter “N/A” in the appropriate space




EMPLOYEE INFORMATION PORTION OF

SECTION 1

Employment Eligibility Verification UscIs
Department of Homeland Security o f‘;’? :;9

B No. 16150047

US. Cinzenship and Immigration Senvices Expires 03312016

P START HERE. Read Instructions carefully before completing this form. The instructions must be
available during completion of this form. ANTLDISCRIMINATION NOTICE: It is iegal to discnminate
aganst work-authonzed indriduals. Employers CANNOT specdy which document(s) they will accept
from an employee. The refusal to hwe an indradual because the documents have a future expiration
date may also constaute illegal discnmnation

( Engish | Esoadol )

|-2 I'\i:fi“:lzﬁs I-E Iﬂzq“x"

Does the empioyee aualdy for special pacement? O ves ® no yoars The®

Last Name (Famiy Neme) Fret Nome (Ghven Neme) Vgsle ntel

Other names used (¥ any)

Assress (Street Number and Neme) Azt Number Coy oc Town Sigte Zo Coce
| | I A

Dete of Bty US Secl Securty Number E-mal Lodress Telephone Number

(O yyyy) O SSN Apoled For (0pcone) (epoonel)

‘

Lecaton
| v
Eapioyment Date (mmBayyyy)

Enter full legal name

 If you have two last names
include both in last name field

 If last names are hyphenated,
include the hyphen.

 If you have two first names,
include both.

 If you only have one name,
enter that name into the last
name field. Enter “unknown” in
the first name field.

« Enter your middle initial. Enter
“N/A” if you have no middle
initial.

Other names used

« Maiden name

« Any other legal name you m
have used

« “N/A” if no other name or
maiden name




EMPLOYEE INFORMATION PORTION OF

SECTION 1 (CONTINUED)

Employment Eligibility Verification UsCIs
Department of Homeland Security o r‘;""cz;’

NGB No. 16150047

U.S. Cinzenship and Immugration Senvices Expires 03312016

P START HERE. Read Instructions carefully before completing this form. The instructions must be
available during completion of this form. ANTLDISCRIMINATION NOTICE: It is iegal to discnminate
aganst work-authonzed indriduals. Employers CANNOT specify which document(s) they will accept
from an employee. The refusal to hwre an indradusl because the documents have a futuwre expiration
date may also constaute illegal discnmmation

( Engish | Esoadol ) L8 Instructons LS Instnucconss

Does the empioyee aualty for specil placement? O ves © no yars Tng?

Last Name (Famiy Neme) Fret Name (Grhen Neome) Voole ntel Other names used (F any)

| | | I
At Number Cey or Town Supte Zp Cece

: e Il

ASress (Street Number and Neme)

Dete of Beth US Socul Securty Numter E-mal Aoaress Teleohone Number

| I A I

(O yyyy) O s5% Apsies For (0puonel) (eptionel)

Lecaton
| v
Empioyment Date (mmBayyyy)

|

Address

Enter your home address.
Enter “N/A” if you have no apt
number

You may not enter a PO box
number

If you have no street address,
enter a description of the
location of your residence
(intersecting streets)

Must be U.S. address or
address for border commuters
from Mexico or Canada




EMPLOYEE INFORMATION PORTION OF

SECTION 1 (CONTINUED)

Employment Eligibility Verification UsCIs
Department of Homeland Security o r:mcz?

NGB No. 16150047

U.S. Cinzenship and Immugration Senvices Expires 03312016

P START HERE. Read Instructions carefully before completing this form. The instructions must be
available during completion of this form. ANTLDISCRIMINATION NOTICE: It is #egal to discnminate
aganst work-authonzed indriduals. Employers CANNOT specify which document(s) they will accept
from an employee. The refusal to hwe an indradual because the documents have a future expiration
date may also constaute illegal discnmmation

( Engish | Esgada)) 12 Iostructons L8 Instruccones

Does the empioyee aualty for specil placement? O ves © no yars Tng?

Last Name (Famuiy Neme) Frst Name (Gven Neme) Ucole ntel Other names used (f any)

| | I I

Ascress (Street Number and Neme) Azt Number Cey or Town Seate Zo Cece

| | | [~

Dete of Betn US Secl Securty Number E-mal Agaress Telephone Number
(mosrry) O s5% Apsies For (oponel) (eptionel)

Lecaton
| v
Empioyment Date (mmBayyyy)

l

Date of Birth

* Enter date of birth

U.S. Social Security Number
* Must be entered

* Non-U.S. citizens who have

not received a SSN must
complete Section 1 with

a

designated I-9 user —link to

slide SSN applied for

E-mail and telephone number
« Entering information is voluntary

* If no information provided,
“N/A”

enter




EMPLOYEE INFORMATION PORTION OF

SECTION 1 (CONTINUED)

Employment Eligibility Verification UsCIs
Department of Homeland Security o r:mcz?

NGB No. 16150047

U.S. Cinzenship and Immugration Senvices Expires 03312016

P START HERE. Read Instructions carefully before completing this form. The instructions must be
available during completion of this form. ANTLDISCRIMINATION NOTICE: It is #egal to discnminate
aganst work-authonzed indriduals. Employers CANNOT specify which document(s) they will accept
from an employee. The refusal to hwe an indradual because the documents have a future expiration
date may also constaute illegal discnmmation

{ Engish | Espadol )

LS lostructans LS Instrucconses

Does the empioyee aualty for specil placement? O ves © no yars Tng?

Last Name (Famuiy Neme) Frst Name (Gven Neme) Ucole ntel Other names used (f any)

| | I I

Ascress (Street Number and Neme) Azt Number Cey or Town Seate Zo Cece
| | | [~

Dete of Betn US Secal Securty Number E-mal Agaress Telephone Number
(mosrry) O s5% Apsies For (oponel) (eptionel)

Lecaton
| v

Empioyment Date (mmBayyyy)

Location

Non-US Citizen faculty, staff and
student

Students from KSAS and WSE
Students from other JHU schools
Work location Baltimore/DC
Work location California

Work location New Mexico

Work location Arizona

Work location Bologna

Other work location

Employment Date

If the employee has been offered
and accepted a position, but has
not yet started to work, use the
current date or a future hire date if it
has been determined.

If the employee has started to work,
the hire date in SAP must be us




COMPLETION OF EMPLOYEE
ATTESTATION PORTION SECTION 1

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

| aiiesl. under penalty of parjury, that | am [check o of the Tollwsng) @

T\ citizen of the United States

& nonciigen national ol ha Unfed Stales (see Insuchons)

O & 1awiul parmanand resident  (Align Registration NumberUSCIS Humber) |
O & mhien aumorized to wodk unkil  (espirstion dabe if applicable maniddhy )

H| Emplcyeq 5 an alien whose work Juthorization $oes neod xping o has no specic arpiration dale
Bar thair emiploymant authonzaton

For alang auihonIed i nonk. pnowice your lan Reguairanen NumbenLiSCIE Number OR Form [-34
Agmisson NumBar

1. Align Regisration MumbarlSCIES Number
OR
2. Foom 194 Aamission ;[

I you abined your admission numbsr (Form |-84) from CBP (Custems and Bardar Probection) in
connection with your amival in he United Siates, includs the foliowing

Forgign Passpon Numbsr |

Couniry of Issuance | -

[0 Emgloyes oblaingd Form -340-344 number within the L' 5. grentared the U5, withgul a
Toreign passent (558 AeirLciondl

Lt Nase (Fasiy N Firiet Nvmg (Gaka Naos)

aggress (Sieed Numbar and Name)

City or Teava Srate Zip Cade
| =

[ By chaciies this beo, | s & armpicyer represeintog, Suthorize the minimum and misimum age requinemenss 1
bt wakeed alowing his naridus to be empioyed

Gncel | [ conoeue

A citizen of the United States

Employee will click on the
radio button next to “A citizen
of the United States”.

No further information is
needed and the employee
will move to the Employee
Electronic Signature and
click “Continue” at the
bottom of the screen.




COMPLETION OF EMPLOYEE ATTESTATION
PORTION SECTION 1(CONTINUED)

A noncitizen national of the

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

| aiiesl. under penalty of parjury, that | am [check o of the Tollwsng) @
O & citizen of the United States
-k npnciigen nalional ol e Unfed Slales (e insuchong)
O & 1awiul parmanand resident  (Allen Registration NumberUSCIS Humber) |
O & mhien aumorized to wodk unkil  (espirstion dabe if applicable maniddhy )

H| Emplcyeq 5 an alien whose work Juthorization $oes neod xping o has no specic arpiration dale
Bar thair emiploymant authonzaton

For alang auihonIed i nonk. pnowice your lan Reguairanen NumbenLiSCIE Number OR Form [-34
Agmisson NumBar

1. Align Regisration MumbarlSCIES Number
OR
2. Foom 194 Aamission ;[

I you abined your admission numbsr (Form |-84) from CBP (Custems and Bardar Probection) in
connection with your amival in he United Siates, includs the foliowing

Forgign Passpon Numbsr |

Couniry of Issuance | v

[0 Emgloyes oblaingd Form -340-344 number within the L' 5. grentared the U5, withgul a
Toreign passent (558 AeirLciondl

Lt Nase (Fasiy N Firiet Nvmg (Gaka Naos)

aggress (Sieed Numbar and Name)

City or Teava Srate Zip Cade
| =

[ By chaciies this beo, | s & armpicyer represeintog, Suthorize the minimum and misimum age requinemenss 1
bt wakeed alowing his naridus to be empioyed

Gncel | [ conoeue

United States

A noncitizen national of the
United States is a person born in
America Samoa, certain former
citizens of the former Trust
Territory of the Pacific Islands,
and certain children of
noncitizen national born abroad.
This category has a very limited
population, and I-9 Users who
have an employee who has
made this selection should make
sure that it is accurate.

No further information is needed
and the employee will click
“Continue” at the bottom of the
screen.




COMPLETION OF EMPLOYEE ATTESTATION
PORTION SECTION 1 (CONTINUED)

. Lawful permanent resident

Il ocervents oo o wih o Complebon s fom. e e « An employee who is not a US
citizen who resides in the US
under legally recognized and
lawfully recorded permanent
residence as an immigrant.

» Click the radio button opposite
“A lawful permanent resident”

I attesl, undar penalty of parjury, hat | am [check one of he lollesing) @
O & citizen of the United States
) & ngncficen naticnal of e Uniied Stales (see instrucions)
A latul parmanasd resident  (Alien Registralion NumberUSCIS Humber) |
22 4 alien AMONTED 10 Wedk until  (Expirabon d30 if policatie. manisdy ) I_

[ Empicyes is an alien whose work authorization $oe5 nol exping of has no Specilc qupiration date
for their emgployment auhenzabion

For aliens avthonzed lomonk, provice your Allan Regisiabion Numberi/SCIS Number DR Form 154
Admission Numbar

1. Alien Registration HumberLISCES Humber
oR

°
2 Form -84 Admission :I

I o oblained yowr admission nismber (Form |-24) from CBP (Custems and Border Frataction] in
CONNSCHon Wilh FOur amival i e United Sates, includs the BBXwing

Forgign Passpon Mumbar |

Counfry of ts5LaNce | | \-

[0 Emgloyes obl@ingd Form 1-944-324 number within the LL3. orentared the U 2. without a
Torgign passE0m (e wnsirucions)

Lokt Haoe (Feniy Rpme)

Firat Haoe (5hea Naoe)

agaresy [Sineet Number and Nama)

City or Tays Srate Zip Coda

w

[] B cheching this bece, | e in arvgioysr reprasinmintig, SutheriDe the minimum ang MU SH requiniirests i

be wakeed alowing this ndeidus’ Bo be employed

Caesl | [ contewe

* No further information is needed
and the employee will click e

Enter your Alien Registration
Number

* The employee may enter either
their Alien Registration Number
(A-Number) or USCIS Number
in the field. At this time, the
USCIS Number is the same as
the A-Number without the “A”
prefix.

“Continue” at the bottom of the
screen.




COMPLETION OF EMPLOYEE ATTESTATION
PORTION SECTION 1 (CONTINUED)

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

| aiiesl. under penalty of parjury, that | am [check o of the Tollwsng) @

O & citizen of the United States

& nonciigen national ol ha Unfed Stales (see Insuchons)

O & 1awiul parmanand resident  (Allen Registration NumberUSCIS Humber) |
4 alien aumhonzed to wodk unltil  (expiration date if applicable meniddly )

[] Empicyen is an alien whose work suthorization dons Nl exping of has N SpCEC QIpEanan cale
for i Smploymiant aumhonzation

For alang auihonIed i nonk. pnowice your lan Reguairanen NumbenLiSCIE Number OR Form [-34
Agmisson NumBar

1. Align Regisration MumbarlSCIES Number
OR
2. Foom 194 Aamission ;[

I you abined your admission numbsr (Form |-84) from CBP (Custems and Bardar Probection) in
connection with your amival in he United Siates, includs the foliowing

Forgign Passpon Numbsr |

Couniry of Issuance | -

[0 Emgloyes oblaingd Form -340-344 number within the L' 5. grentared the U5, withgul a
Toreign passent (558 AeirLciondl

Lt Nase (Fasiy N Firiet Nvmg (Gaka Naos)

aggress (Sieed Numbar and Name)

Gy & TEnis Stale Zip Coda

| -

[ By chaciies this beo, | s & armpicyer represeintog, Suthorize the minimum and misimum age requinemenss 1
bt wakeed alowing his naridus to be empioyed

Gncel | [ conoeue

Alien authorized to work

« An employee who is not a citizen
or national of the United States,
or a lawful permanent resident,
but is authorized to work in the
UsS.

» Click the radio button next to “An
alien authorized to work”

« Enter the date that work
authorization expires in the box
next to “(expiration date if
applicable, mm/dd/yyyy)”.

* If the employee has no
expiration date (refugees,
asylees, and certain others),
check the box next to “Employee
is an alien whose work
authorization does not expire or
has no specific expiration date @
for their employment
authorization”.




COMPLETION OF EMPLOYEE ATTESTATION
PORTION SECTION 1 (CONTINUED)

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

| aiiesl. under penalty of parjury, that | am [check o of the Tollwsng) @

O & citizen of the United States

& nonciigen national ol ha Unfed Stales (see Insuchons)

O & 1awiul parmanand resident  (Align Registration NumberUSCIS Humber) |
4 alien aumhonzed to wodk unltil  (expiration date if applicable meniddly )

H| Emplcyeq 5 an alien whose work Juthorization $oes neod xping o has no specic arpiration dale
Bar thair emiploymant authonzaton

For alang auihonIed i nonk. pnowice your lan Reguairanen NumbenLiSCIE Number OR Form [-34
Agmisson NumBar

1. Align Regisration MumbarlSCIES Number
OR
2. Foom 194 Aamission ;[

I you abined your admission numbsr (Form |-84) from CBP (Custems and Bardar Probection) in
connection with your amival in he United Siates, includs the foliowing

Forgign Passpon Numbsr |

Couniry of Issuance | -

[0 Emgloyes oblaingd Form -340-344 number within the L' 5. grentared the U5, withgul a
Toreign passent (558 AeirLciondl

Lt Nase (Fasiy N Firiet Nvmg (Gaka Naos)

aggress (Sieed Numbar and Name)

City or Teava Srate Zip Cade
| =

[ By chaciies this beo, | s & armpicyer represeintog, Suthorize the minimum and misimum age requinemenss 1
bt wakeed alowing his naridus to be empioyed

Gncel | [ conoeue

An alien authorized to work
who has obtained their Alien
Registration Number/USCIS
Number completes #1.

The employee may enter either
their Alien Registration Number
(A-Number) or USCIS Number
in the field. At this time, the
USCIS Number is the same as
the A-Number without the “A”
prefix.

No other information needs to
be entered in this part of Section
1

Click “Continue”




COMPLETION OF EMPLOYEE ATTESTATION

PORTION SECTION 1 (CONTINUED)

I am avware that tederal Law provides Tor iImprisconmaent and'on Iines Tor false stalements or use of
Talse JOCLITENCE N CONMBCTON with the complation of this form,

I attest, undar penalty of parury, that | am (check one of the Tollowing) @

(2 & citizen of the United States

O & noncligen natienal of e Unied States (see nstuchons)

73 & lawhul permanes resident  (Alien Registration MumberUSCES Humber) |
\/ A alien authonzed to work unlil  (expiration dabe il applicalbie men/adiy)

| Emplceg is an allen whoss work authorization $oes neod goping or has ne specic erpiration dale
o their employmant authonzaton

For aligng uihonzed jomork. proyce your Ales Reguimaion NumbenlrSCIE Number OR Form |- 54
AOmEs0n NumSar

1. alien Regisration NumbanLUSCIS Number |
OR
2 Form 1948 Admissiol

1 yed oblained yourr admission namEer (Form l-24) from CBP (Customs and Border Pibaction] in
connaction wilh your amival in e United Siales. include the foliowing

Faorgign Passpor! Numbar [

Counfry of lssuance : |

[ Emgloyes ablaingd Form -841-324 numEer within the LS. or entared e L3, withowl a
Toreign paEsport (see Mastruckana)

Lok Havme (Fiaeiy o) Firwt s (Grma Nams)

agdress (Rieat Numbar and Nams)

ity or Terars Seain Zip Codde
[ -

D By chRocing thu B, | &k B8 SMOETST MOrasaintve, SuthorDe [ Mnimum 3Nd MLCMUR 308 MIGUINIMSnD 32

be waked alowing s ndvdus’ o be empipyed

cancel | | Contrue

An alien authorized to work
who has not received an Alien
Authorization Number/USCIS
Number completes #2.
« Enter the 1-94 Number
« **Beginning April 30, 2013,
persons entering the US
through air or sea will no
longer receive a paper 1-94.
Foreign visitors will be able
to print a paper [-94 from
www.cbp.gov/I94
« Enter the foreign Passport
Number
» Click “Continue”

= [ /
2. Form 1-94 Aamission |38362954188

¥ you ODLINGT yOur FCMISSION NUMBA (Form 1-94) rom CBP (Customs and Border Protection) in
CONNACHON Wl yOUr 2rival in e Unted States, InCuce the foBowing

Forewpn Passport Number [656355214 <—'
Country of tssuance : |

[ Employee obtained Form -944-93A number within the US. or entered e U S without 2
1006490 PISSPON (289 NITLCTONS)



http://www.cbp.gov/I94

COMPLETION OF EMPLOYEE ATTESTATION
PORTION SECTION 1 (CONTINUED)

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

I attest, under penalty of perjury, that | am [check one of the Tolicwing) @

) & citizen of the United States

O & nancizen nalional of e Uned States (ee insuchions)

& lawtul permanent rasident  (Alian Registration NumbenUSCIS Number) |
2 alien auhonized fo work until - (expiration dabe if applicatie memniedy )

H| Emplcyeg |5 an alien whoss work Juthorization $oes neod exping o has ne specilc axpiration dale
Bor thair employmant aumhonzaton

For aliarg auinonzed iononk. prorce your las Regueiraion NumbedLiSCIE Number OR Roem [-34
Agmisson NumBen

1. Alin Registration HumoerUSCIS Number
oR

2. Fomm 34 Admission

I you ablained yousr admission nismEer (Ferm -24] from CBP (Custems and Border Probaction] in
connaction wilh your amical in e United Sales. include the foliowing

Fargign Fasspor Numbsr r

Counfry of Issuance : |

[ Emgloyes ablaingd Form -340-324 numer within the LS. or entared the L5, withoul 3
foreign passpo (568 Matuciana)

Lot Hame (Fiasniy o) Firw! Bame (Gama Mame)

dgdress (St Numbar and Nama)

Ciiy or T Staie Zip Do

| -

[ B creciors; ths B, | M &N SMORHSr PESRESENt, ButharDe (e mnimum 50 MOXmus 84 Fegunsmesty 1o
b wabvesd alowing his ndeedua’ 5o be empioyed

Cancel | [ Contiaie

Some employees may have obtained
their admission number from USCIS
within the US, or entered without a
foreign passport. Those employees
should check the box at the bottom of
#2 indicating this, and leave the foreign
passport and Country of Issuance
fields blank.

» Click “Continue” unless employee
had assistance completing Section
1 of the form

« If you assisted the employee, you
must fill out the
Preparer/Translator Certification
before clicking “Continue”




COMPLETION OF ATTESTATION PORTIONS OF
SECTION 1

This section should be completed when:
« A parent or guardian completes Section 1 for a minor under 18 years of

age.

or

« If you are aiding an employee who has difficulties completing the form.

You should not be completing the form for employees who are able to
complete Section 1 themselves.

Last Mame [Family MName) First Name [Given Name)

Address (Street Number and Name)

City or Town

State

Zip Code

I Cancel I’ Continug ]

If you go in through 1-9 Management refer to slide 99 °




PREPARER/TRANSLATOR SIGNATURE

Name: jldkja d attakid;k n
Other Names Used: jdk;jl
U.S. Social Security Number: 111-11-1111
Date of Birth: 01/11/1971
Address: nfa Apt na
na, 1A 21214
E-mail Address: na
Telephone Number: na
Hire Date:: 06/01/2013
Work Status: A Citizen of the United States
Alien Registration
Number/USCIS Number: T
I-94 #:
Alien Work Until Date:
Foreign Passport Number:
Country of Issuance:
Obtained I-94 from USCIS:

# Change Information

Preparer Summary
Preparer Last Name: na
Preparer First Name: na
Preparer Address: na, na, OH 21214

m

™ Change Information

Preparer Electronic Signature (English | Espafiol)

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

I Back I[ Cancel H Continue

Terms and Conditions € 2013 Equifax Workforce Solutions, a/k/a TALX Corporation, 2 wholly owned subsidiany of Equifax Inc., Atlantz, Georgia. All rights reserved.




COMPLETION OF EMPLOYEE ATTESTATION

PORTION SECTION 1

( Englsh | Esoatal ) 18 herucrons 18 Inetrucconas
;hbmlmnonﬂlouldbo d and completed by the employee who prepared the 19
orm.

After verfyng that the nformation § Comect, complate the sEnature Diock at the bottom of the page
You can make changes to the nformation dy Ackng on the Ink below the nformaton

Name: Austn Barrymore
Other Names Used:
U.S, Social Security Number: $87.00-678%
Date of Birth: 04/01/1970
Address: 107 N Man St
St. Lous, MO 63146
£-mad Address:
Telephone Number:
Employment Date:
Work Status: A Czzen of the Unted States
Alen Registration
Number/USCIS Number:
194w
Allen Work Until Date:
Foresgn Passport Number:
Country of Issuance:
Obtamed 1-94 from USCIS:

% (nange ln‘armaton

\_,-/

lectronic Signature  (Englss | Esada)
D8y checkng this checibox 1 2ttest to the folowng

o [ am aware tat fedenal Bw provdes for morsonment and/or fnes for fase atements or use of
false cocuments n connectivn with the completion of ths form,

o Junderstand that the employer may eectroncaly verfy my work JuthorZation weh the Unted
States govemmant

o I my work authorzation s verfied with the Unted States govemment, | authorze my Secton 1
SACTIron $0Nature T0 De automatcaly 20pked 20 the documents the emplyer wil provide me
should | contest/not contest the verfication results,

[ Back ][ Cancel ][(oc:m.e]

Employees should review all of
their information.

Changes can be made if needed
by clicking “Change Information”

Employees should read the
attestation statements.

Click the check box
Click “Continue”

The Electronic Signature is
available in Spanish




COMPLETION OF EMPLOYEE ATTESTATION
PORTION SECTION 1 (CONTINUED)

o There will be a message that includes a list of documents
(unexpired) to be presented.

o Select the document/s to present to complete the Form I-9
and take the document/s to the identified Form I-9 user
who will complete Section 2 of the Form I-9 on behalf of the

University.




COMPLETION OF SECTION 2 For U.S.
CITIZENS

o I-9 User —Section 2

e Section 2 must be completed no later than the 34 business day
after the employee begins work for pay.

o I-9 users access an employee’s pending I-9 at
https://login.johnshopkins.edu/i9

o I-9 users use JHED ID and password
- Select Johns Hopkins University

e C(lick on the Pending link and search for the employee’s Section 1
information by name. A tutorial on searching the Equifax database
can be found at http://www.i9express.com/Demos/.

¢ Click on the name of the employee you are looking for to view Section
1 and to complete Section 2. If you see the duplicate SSN screen,
please see the next slide.

» Review the Section 1 information with the Employee.

 Make any necessary corrections to Section 1.



https://login.johnshopkins.edu/i9
http://www.i9express.com/Demos/

COMPLETION OF SECTION 2 For U.S.

CITIZENS — (CONTINUED)
o Steps for Completion

e Change the hire date field if the hire date is known.

o If the employee has started to work, the hire date in SAP must be
used.
o Examine the original document(s).

e Enter the document(s) information including the issuing
authority, and the document number and expiration date, if any.
Additional information about acceptable documents can be found
on the I-9 Central website.

 The employee selection of an unexpired U.S. Passport will require
the I-9 user to make a copy of that document.

o Electronically sign the I-9 form.



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=84c267ee5cb38210VgnVCM100000082ca60aRCRD&vgnextchannel=84c267ee5cb38210VgnVCM100000082ca60aRCRD

COMPLETION OF SECTION 2 FOR U.S.
CITIZENS — (CONTINUED)

o Documents

The employee determines the documents s/he wishes to present from the list of
acceptable documents.

The employer cannot determine or specify the documents the employee presents.

The University designated I-9 user must physically examine each original
unexpired document the employee presents to determine if it reasonably
appears to be genuine and relates to the person presenting it. The designated I-
9 user and the employee must both be physically present during the
examination of the employee’s documents.

An employee’s citizenship status will determine the acceptable documents that
can be presented.

o If a List A document(s) is selected, you cannot accept documents
from List B or List C.

o If a document from List B is selected, you will also need a document
from List C, and vice versa, but no document from List A.

Any document from List B MUST bear a photograph.

Beginning October 31, 2010, only certified copies of Puerto Rico birth certificates
issued on or after J uly 1, 2010 are acceptable for Form I-9 purposes. Beginning
October 31, 2010, if an employee presents for List C a birth certificate issued by
the Vital Statistics Office of the Commonwealth of Puerto Rico, the I-9 user
must look at the date that the certified copy of the birth certificate was issued to
ensure that it is still valid.

An employee who wishes to present a document that has been lost, stolen, or
damaged must present a receipt for the replacement of the document from the
granting agency within three (3) days of the first day of work for pay. The
replacement document must be presented within 90 days.




COMPLETION OF SECTION 2 — SCREEN VIEWS

e Click on the Pending link to search for the employee’s
Form I-9.

I-9 €Xpress- s
S S « Test User 2
‘Home 2 Pr‘wacy-Poicy Help 51 L‘ogpu& :-.'lol'nsl-loph'nsulii gs!'ity

NP

Main Menu

@ . Quick Search Refresh

Create a new 1-9 online and sign it with P
slectroric sgnatures. Eorid 2 X

Reverification Due 0 7
Report ' E-erify Issues 0 i
Search for employees by entering a First / Refresh All

_ or Last Name, SSN, Location, 1-9 Type, Click "Refresh’” or "Refresh
- or all of the above.

All" to view the number of I-9s

in each category
My Account

Click a category to see a list of the I-9s that
need an action taken

Terms and Conditions Copyright © 2009 TALX Corporation. All Rights Reserved




COMPLETION OF SECTION 2 — SCREEN
VIEWS — (CONTINUED)

o View list and search for the employee’s pending Form I-9.

o Click on the name of the employee to complete Section 2.

I'9 ()/mr ess” Test User 2

Home 5 Privacy Policy Help 1 Logout £ Johns Hopkins University

M Search For Employees
m Select one or more search criteria below to search for employees.
First Name: Last Name: SSN: Type of I-9:
.
| | | | [Pending >
[ My Account [ Location:
(All) » CTY-California v
Hire Date:
. (st
Search Results: Pending
To view Section Type:
E=E-Verify, C=Complete, P=Pending, R=Reverification, =SSN Applied For, M=Missing, I=Invalid (Red=Problem,
1 or complete A
! i j= geni)
Section 2, cllck\gy_pe’ Mame Location SSN  Hire Date E-Verify Status
on the Day, Green 1498
employee's P Green, Day 1497
Hania P Miller, John L CTY-California 4223 10/08{2009
P Travis, Dorothy CTY-California 0003  10/11/2009

Showing 1-4 of 4

Export to Excel

Check SSN




COMPLETION OF SECTION 2 — SCREEN
VIEWS — (CONTINUED)

1-9 MANAGEMENT
Home % Privacy Policy =1 Help ! Logout=1

A duplicate SSM has been detected. If Person A and Person B are the same person, click Same. If they are not the
same person, click Different.

Person A (already on file) Person B (new entry)
F— First hame: * JOhT First Name: JOhIl
e Middle Initiak Middle Initiak
Last hame: 1) Q€ Last Name: . [ )Oe
poi Group: None
Location: Default
Status: Act

Adi

1HH I
@ T

Terms and Conditions 1 2013 Eaquifax Workforce Solutions, a/k/a TALX Corporation, 2 wholly owned subsidiary of Equifax Inc., Atanta, Georgia. All rights reserved,

If there is a duplicate SSN, you will see this screen. If
it is the same person, click “Same”




COMPLETION OF SECTION 2 — SCREEN
VIEWS — (CONTINUED)

o To view information 1n Section 1 or if information in
Section 1 needs correction, click on “Change Section 1
Information”

9 ¢ Xpress TALX
e ... e P U—
m The evpierne WAt peveie 4 00000 1D 1 Sewer Dhed Gey

e Ot Lecatum,
EN Woncsion Bebma0C 5]
== oo s | B
CI— T
St the set of by e
TH Pmirras TRat 2Ove Dl Kartly 3d S/TNGITON 10 Wk N the Unted SEates By Jresnting 59 the
o ther L LA O I b e C caturment.
RORPt NACHNG TNt an v Y wopked for 30 it Drplyent Auharmton Sooument (Fa |14,
for a0 mtenaon of 37 eQIeg Forn 1066 & MOT ACCEPTARE groof of erpoyment athorzation R Fomn 345,




COMPLETION OF SECTION 2 — SCREEN VIEWS —

(CONTINUED)

o Correct the hire date if
necessary.

o Review the presented
documents.

o Select the documents
from the drop down
list/s. Do not over
document. There should
be either one document
from List A OR one
document each from
Lists B and C.

o The available documents
will be based on the
employee’s response
to citizenship status
in Section 1.

o Click “Continue”.

P S [T ST TP W Tl (T | [ e el it
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u hirom Sechon | it
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Thuie S s 0] [0l (T T ] e 1) el i £l |Feie] SO0 [ [reiriaerafg I
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COMPLETION OF SECTION 2 — SCREEN
VIEWS — (CONTINUED)

For a list of acceptable List B and C documents to be presented, please
see Citizenship Status/Document Matrix on the USCIS website.
Complete the required fields. Click continue

8
5

LT B GOt - Getwer's Lioese Busund By Sate tr Pasumsaon with Mato

!l

HI
I
|



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=31d51a48b9a2e210VgnVCM100000082ca60aRCRD&vgnextchannel=31d51a48b9a2e210VgnVCM100000082ca60aRCRD

RECEIPTS FOR A LOST, STOLEN, OR
DAMAGED DOCUMENT

o In certain circumstances, employers must accept a receipt in lieu of a List A, List B,
or a List C document if one is presented by an employee

o Acceptable receipts an employee can present are listed on slide 56.

o When the employee provides an acceptable receipt, enter the document title in
Section 2 of Form I-9, click the “receipt” box

o When the employee presents the actual document, cross out the word “receipt” and
any accompanying document number and expiration date, insert the number from
the actual document presented, and initial and date the change

o 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 I-766) i1s NOT acceptable proof of employment
authorization on Form I-9. Receipts are never acceptable if employment lasts less
than three business days




ACCEPTING A RECEIPT FOR A LOST,
STOLEN, OR DAMAGED DOCUMENT

There are only three types of acceptable receipts:

o A receipt showing that the employee applied to replace a
document that was lost, stolen or damaged

An employee may present a receipt for the application for the replacement
of any List A, List B, or List C document. This receipt is valid for 90 days.
When it expires, the employee must show the employer the replacement
document.

o The arrival portion of Form I-94/I-94A with a temporary I-551
stamp and a photograph of the individual

A lawful permanent resident may present this List A receipt instead of
showing his or her Permanent Resident Card (Form I-551) to show
evidence of both identity and employment authorization. This 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. When it expires,

the employee must show the employer his or her Permanent Resident
Card (Form I-551).




ACCEPTING A RECEIPT FOR A LOST, STOLEN,
OR DAMAGED DOCUMENT — (CONTINUED)

o

Departure portion of Form I-94/I-94A with a refugee admission
stamp

A refugee may present this List A receipt to show evidence of both
1identity and employment authorization. This receipt is valid for 90

days. When the receipt expires, the employee must show the employer
either an Employment Authorization Document (Form I-766) or a
combination of a List B document and an unrestricted social security card.

Employers can accept a receipt for the application for
replacement of a lost, stolen or damaged employment
authorization document.

Employers cannot accept a receipt for the application for
an initial or renewal employment authorization.

Employers cannot accept receipts if employment will last
less than three days.




ACCEPTING A RECEIPT FOR A LOST,
STOLEN, OR DAMAGED DOCUMENT — —
(CONTINUED)

fs s receipt What st the
Who nay peesemt | PO O How bong Is this engioyee present at
Receipt his. recespt? e, | receipt vatia? the end of the receipt
And o identity? Vallity pecied?
A recept or & replacement A empioyees A recept futss S0 days from The actusl documentt for

of & o2t Solen, o damaged Grte of hire Of, for Whch the recest wet
documant woued

The armvpl poron of e Form Laowtd Permanent Legd the expuraton The actusl Form F254

HO4 or FO4A containing & Resderts dote of the Temporary | (Permanent Residere
Teergorary 551 Samp and F55A st o, 10 Cord, or “preen o)
pretogrech expiration dete, ohe

The departure portion of Form Refugees
HO4 or FO4A with an unespred
refugee admssion Stame

90 days from An unexpured EAD (Foem
dste of tire o¢, for F756) of 8 combirestion
reverficaton, Ue of o void Ui B document

SRhOrDabon expres Socksl Securty cord




RECORDING A RECEIPT FOR A LOST,
STOLEN, OR DAMAGED DOCUMENT

Select the set of document(s) presented by the employee:

The employee must prove their identity and authorization to work in the United States by presenting to
the employer either 1 List & -OR- 1 List B and 1 List C document.

A receipt indicating that an individual has applied for an initial Employment Authorization Document (Form I-
766) or for an extension of an expiring Form I-766 is NOT ACCEPTABLE proof of employment authorization
for Form 1-9. Receipts are NEVER ACCEPTABLE if emnployment lasts fewer than three business days.

@ List A
List A proves identity AND work authorization:

éplﬂﬂnent Receipt
U.5. Passportor U.S. Passport Card Ek

) List Band C Indicate document  Click on Replacement Receipt
List B proves identity: Replacement Receipt
List C proves work authorization: Replacement Receipt

] Employee terminated before completing I-9

[ Back ][ Cancel ][Continue




RECORDING A RECEIPT FOR A LOST, STOLEN,
OR DAMAGED DOCUMENT — (CONTINUED)

If no receipt
Enter Document and Receipt Information

- number is
Section 2 - Emplover Review and Verification avai |ab I e
The armployer must axemine the dacurmentis) presented by the amployes and racord the Esung authonty, “ ' ”
dacurment nurnbes, and documant axpiration date, ¥ any, enter N/A
List B document - Driver's Licensea or 1D Card Issued by State or Possassion with Photo 77

Issuing Authoriog:
Choose the Stste ar Terntory on the Drivars Licansa or 1.+

Document : | 1. Enter the name of the(lssuing

Authority

Expiration Date (mm/dd;/yvyyy):

List C document - Sodal Sacurity Account

ber Card Authorized for Employment

2. Enter the Receipt Number if

Issuing Authority:

_ | there is one.
Receipt #:
| Renlacemant Recept . . .
Expiration Date (ow/ddivyryl: . 2. The Expiration Date will dafault
12/27/2011 - based on the type of

ument
| Bk || cCancel || contiue
4. Click "Continue"




RECORDING A RECEIPT FOR A LOST, STOLEN,
OR DAMAGED DOCUMENT — (CONTINUED)

o An I-9 completed with a receipt for a document
cannot be processed through E-Verify until the

replacement document 1s received.

o The department 1s responsible for tracking the
expiration dates of the receipt through the BW
Work and Visa Authorization Report

o Link to job aid HRSS site




UPDATING A RECEIPT FOR A LOST,
STOLEN OR DAMAGED DOCUMENT

o When the employee presents their replacement
document, you must update the I-9 in Equifax.

o Search for the employee and bring up the I-9.

(see slide 48) _
o

| @ The -8 was successfuly addad.

Hame: ke Raceph
Makden Hame:
Soclal Security & -0-1232 HChangs S50
Birth Date: 04/01/1570
Address: 123 Main
Sk, Lowes, MO 63146
Employment Date: 05/26/2011
TWH Hire Date:
Tarmination Date: % Chzrge Tanmingtion Date
Work Status: 4 Crizen of the United States
Alen #:
T-94 &
Reverification Due Date: 12/27/2011
Hire Code: 1CaAYHFZZI1LC2
Group: Test Group 004

Location: 5t Lous wWihange Locabon
Previous Locations:
EE's Current Visa: wihange EE's

Audit Report: Vew/ Downlbad

Click on| "Receipt
| [ mewrs | [wpload 5 | Update

[_Recept Update ]—




UPDATING A RECEIPT FOR A LOST, STOLEN OR

-

DAMAGED DOCUMENT — (CONTINUED)

Name: Mike Recaipt

Receipt Update

Update 3 racept on the Emplayesa's 1-0 with the replacement documant.

The Employes’s -9 contains the falowing racepts:
+ Replacement receipt for Social Security Account Humber Card Authorized for Employment

Select which recapts are beng updated:
Socid Securty Account Number Card Authorized for Employment

[ Cangel | [ Continue ]

Receipt Update in

Update 2 recept on the Employee's 1.2 with the replacement document.

Name: Mike Recebt

List C document - Socal Security Account Number Card Authorized for Employment
For a Social Security Card

Issuing Authority:

SSA / must indicate that the num
Sodial secuw-m): card matches the Social S¢
SRE00:1 entered in Section 1.

The number on the document & the seme

‘'eplacement, you
per on the new
curity number

L Back ] [ Cancel ] [ Contnue ] D




UPDATING A RECEIPT FOR A LOST, STOLEN OR
DAMAGED DOCUMENT — (CONTINUED)

o If the Form I-9 was eligible for E-Verify when it was
completed, Equifax will automatically submit it to E-Verify
when all replacement receipts are updated.

o The I-9 User must track the I-9 through the E-Verify
process, including any: Photo Matching; DHS or SSA
Incompletes or TNCs; and closing out
authorizations.

o You can view the Receipt Update on the Employee Detail
Page.

I-9 History

Hire/Entry  Type (dlick to view) E-Verify Actions
9/28/2011  Original 19 Receipt £ view Heatory 1 Attach File

09/23/2011 Receipt Update — B view: History W Attach File




UPDATING A RECEIPT FOR A LOST, STOLEN OR
DAMAGED DOCUMENT — (CONTINUED)

o Please refer to I-9 Central as a resource on
receipts



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=b1151921c6898210VgnVCM100000082ca60aRCRD&vgnextchannel=b1151921c6898210VgnVCM100000082ca60aRCRD

OMPLETION OF SECTION 2

« Complete the information required. Please be sure to check what you
have entered against the document to avoid errors.
* Click “Continue”

Gection 2 - Employer Review and Yerification

Please enter the employment information and the document(s) presented by the employee.

Upload 1-9 The employee must provide a photo ID to prove their identity.

Search For Employees

Reports Hire Date: Location:
Bj17/2013 Work location Balimore/DC [=]

Administration

t Change Section 1 Information

£ View and Print Employee Receipt

Select the set of d (s) d by the employ

The employee must prove their identity and authorization to work in the United States by presenting to the
employer either 1 List A -OR- 1 List B and 1 List C document.

A receipt indicating that an individual has applied for an initial Employment Authorization Document (Form 1-766) or
for an extension of an expiring Form I-766 is NOT ACCEPTABLE proof of employment authorization for Form 1-9.
Receipts are NEVER ACCEPTABLE if employment lasts fewer than three business days.

O List A
List A proves identity AND work authorization: [[Receipt (e.q., replacement) what's This?

[-]

st Band C
List B proves identity:
List C proves work authorization: Receipt (e.g., replcement) whsts This»

| [

©) Employee terminated before completing I-9

Receipt (e.g., replacement) whst's This?




Continue |

COMPLETION OF SECTION 2 — (CONTINUED)

* Read and complete the section on the Employer Electronic
Signature.
*Make sure that you check the box before continuing

o Employer Electronic Signature (English | Espanol)l attest, under
penalty of perjury, that I have examined the document(s) presented by the
above-named employee, that the above-listed document(s) appear to be
genuine and to relate to the employee named, that the employee began
employment on 4/30/2011 and that to the best of my knowledge the
employee 1s authorized to work in the United States. My electronic
signature i1s my authorization for any change indicated by [C] in Section
1.

o I also attest to the following:

e T understand the employee's work authorization will be verified
electronically with the United States government.

e T authorize my Section 2 electronic signature to be automatically
applied to the documents provided to the employee should the
employee contest/not contest the verification results.

e I am not using government verifications for pre-screening purposes or
discriminating against any employee who receives a tentative
nonconfirmation response.

.I have read and agree with the certification statement above.




INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITH SSN

o Complete Section 1 of the Form I-9 (see slide 31)

o Name should match the name on record at the Department of Homeland

Security
e A Post Office Box cannot be used for an address

e Must be U.S. address or address for border commuters from Mexico or Canada

o FE-mail and phone number are optional; must enter N/A

o Select from the location menu
* Non-US Citizen faculty, staff and student




INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITH SSN — (CONTINUED)

Employee Review

This information should be reviewed and completed by the employee who prepared the I-9
form.

After verifying that the information is correct, complete the signature block at the bottom of the page.
You can make changes to the information by clicking on the link below the information.

You must present a photo ID to prove your identity for the employer to complete Section 2. After
completing Section 2 of your I-9 the employer will electronically verity your work authorization with the
United States government.

Name: Imaginary Person
Maiden Name:
Social Security #: 223-56-4412

mrth Date: 04/12/ 105 If any information is incorrect,

Address: 1 Capitol Street click on “Change Information” to
Baltimore, MD 21213
Hire Date: 07/01/2011 return to the Form I-9 and make
Work Status: A Citizen of the United States COTreCtionS
Alien #:
I-94 #:

Alien Work Until Date:
# Chanage Information




INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITH SSN — (CONTINUED)

For a list of acceptable documents to be presented, please see
Citizenship Status/Document Matrix on the USCIS website.



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=31d51a48b9a2e210VgnVCM100000082ca60aRCRD&vgnextchannel=31d51a48b9a2e210VgnVCM100000082ca60aRCRD

COMPLETION OF SECTION 2 FOR A NON-
US CITIZEN WITH SSN — (CONTINUED)

o I-9 User —Section 2

e Section 2 must be completed no later than the 3'd business day after the
employee begins work for pay.

e I-9 users access an employee’s pending I-9 at https://login.johnshopkins.edu/i9
I-9 users use JHED ID and password
« Select Johns Hopkins University

» Search for the employee’s Section 1 information by name. A tutorial
on searching the Equifax database can be found at
http://[www.19express.com/Demos/.

* Review the Section 1 information with the Employee.

o Hire date

o If the employee has been offered and accepted the position, but has
not yet started to work, use the current date or a future hire date if it
has been determined.

o If the employee has started to work, the hire date in SAP must be
used.



https://login.johnshopkins.edu/i9
http://www.i9express.com/Demos/

COMPLETION OF SECTION 2 FOR A NON-

US CITIZEN WITH SSN — (CONTINUED)
o Steps for Completion

o The I-9 User accesses the I-9 Management site at
https://login.johnshopkins.edu/i9

e C(Click on the Pending link to search for the employee’s Form I-9.
* View list and search for the employee’s name.

o Click on the name of the employee you are looking for to view Section
1 and to complete Section 2. If you see the duplicate SSN screen,
please see slide 48

e Enter the hire date. If the employee has started to work, the hire date
in SAP must be used. Correct the hire date in the hire date field.

o Examine the original document(s).

e Enter the document(s) information including the issuing authority,
and the document number and expiration date, if any. Additional
information about acceptable documents can be found on the 1-9
Central website.

e The employee selection of a Form 551 Permanent Resident Card,
Form I-766 Employment Authorization Document or a Florida or
Mississippl or North Dakota driver’s license will require the I-9 user
to make a copy of that document.

» Electronically sign the I-9 form.
e For all new hires, submit to E-Verify.



https://login.johnshopkins.edu/i9
http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=84c267ee5cb38210VgnVCM100000082ca60aRCRD&vgnextchannel=84c267ee5cb38210VgnVCM100000082ca60aRCRD

COMPLETION OF SECTION 2 FOR A NON-
US CITIZEN WITH SSN — (CONTINUED)

o Documents

 The employee determines the documents s/he wishes to present from the list of
acceptable documents.

e The employer cannot determine or specify the documents the employee presents.

e The University designated I-9 user must physically examine each original
unexpired document the employee presents to determine if it reasonably
appears to be genuine and relates to the person presenting it. The designated I-
9 user and the employee must both be physically present during the
examination of the employee’s documents.

 An employee’s citizenship status will determine the acceptable documents that
can be presented.

o If a List A document(s) is selected, you cannot accept documents
from List B or List C.

o If a document from List B is selected, you will also need a document
from List C, and vice versa, but no document from List A.

* Any document from List B MUST bear a photograph.

e Beginning October 31, 2010, only certified copies of Puerto Rico birth certificates
issued on or after J uly 1, 2010 are acceptable for Form I-9 purposes. Beginning
October 31, 2010, if an employee presents for List C a birth certificate issued by
the Vital Statistics Office of the Commonwealth of Puerto Rico, the I-9 user
must look at the date that the certified copy of the birth certificate was issued to
ensure that it is still valid.

 An employee who wishes to present a document that has been lost, stolen, or
damaged must present a receipt for the replacement of the document from the
granting agency within three (3) days of the first day of work for pay. The
replacement document must be presented within 90 days. Refer to slide 56




INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITH SSN — (CONTINUED)

L - =, » Select the
o Pyt Lepoyee Secapd appropriate
_— —— documents

nammmmwmwm:am-mmmwwmmu-

vvroctu 00 DEVOL! N ippied S mww Oocummnt, (Foem 1. 268)
!wnm ncw-w!aw 706 8 NOT ACCIPTARLE proef of W.Nulv&m#
Recepts wre MEVER ACCEP TARLE £ evpioymect Bits fower 5an “hiae Duanes tavs

Lnt A prowes Mentily AND work ssthorization:
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INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS

Section 2 - Employer Review and Yerification

The employer must examine the document(s) presented by the employee and record the issuing authority,
docurnent number, and document expiration date, if any.

List A document - Foreign Passport with I-94 or I-94A and I-20

Issuing authority {(country):
Choose the Issuing Authority on the Foreign Passport... E| Sample Document

Passport #:

Passport expiration date (mm/dd/yyyy):

I-04 #:

[ The number on the document is the same

1-94 expiration date (mm/dd/vyyvy):

@ Document has an expiration date
©) The document does not have an expiration date
) Document states ‘DS

I-20 #:

1-20 expiration date (mm/dd/vyyyy):



INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —

(CONTINUED)

Lawful Permanent Resident can present
 Permanent Resident Card or Alien Registration Receipt Card
(Form I-551), OR
» Foreign passport with temporary 1-551 stamp or printed notation on
a MRIV

An Alien Authorized to Work can present
« Employment Authorization Document (Form 1-766), AND
» Foreign passport with Arrival/Departure Record (Form [-94)

* Note: Some individuals who present these List A documents, such
as certain nonimmigrant students and exchange visitors, must also
present additional documentation in order to prove their work
authorization in the United States.

* Insert info from Employer Handbook 14-21 °



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=cd831a48b9a2e210VgnVCM100000082ca60aRCRD&vgnextchannel=cd831a48b9a2e210VgnVCM100000082ca60aRCRD
http://www.uscis.gov/portal/site/uscis/template.PRINT/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=5bb767ee5cb38210VgnVCM100000082ca60aRCRD&vgnextchannel=5bb767ee5cb38210VgnVCM100000082ca60aRCRD

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —

(CONTINUED)

Electronic 1-94

U.S. Customs and Border Protection
Becuring America s Borders

Non US citizens who have entered

the US at an airport or sea port, will kil i i St
nOt be g|Ven a paper |_94 form a‘S Aomission (1-84) Record Number: 695000888062
they have in the past. They will need Admit Unti Date (MAVDOIYYYY}: 10102012
to access and print it from the Detait provided on Admissiont 34 form:
Customs and Border Protection C— u
website, www.cbp.gov/i94 P——— Une
Berth Date (MMODOYYYYE 01011550
Passport Number: P201221)
Passport Country of Issuance: Mexico

Date of Entry (MMDOYYYYE: 04112012

Clans of Adms wont 01

Individuals can visit www.cbp.gov/194 to retrieve a copy of

their electronic Form 1-94



http://www.cbp.gov/i94

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

Foreign passport with Form 1-94 or Form 1-94A, Arrival/Departure

Report bearing the same name as the passport and containing an
endorsement of the alien’s nonimmigrant status that authorizes such alien
to work for a specific employer incident to this status.

This document may only be used if the period of endorsement has not yet
expired and the proposed employment does not conflict with any
restrictions or limitations listed on Form 1-94 or I-94A, Arrival/Departure
Report .




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

Foreign Students in F-1 Nonimmigrant Status Participating in Curricular
Practical Training

Curricular practical training allows students to accept paid alternative work/study,
internships, cooperative education or any other type of required internship or
practicum that employers offer though cooperative agreements with the student’s
school. The training must be related to the student’s field of study. A student may
begin curricular practical training after the Designated School Official has
completed the Form 1I-20, Certificate of Eligibility for F-1 Students Status
endorsement page. The DSO-endorsed Form [-20, Certificate of Eligibility for F-1
Students Status together with the student’s Form [-94/94A indicating F-1
nonimmigrant status is evidence of employment authorization.

For Form [-9 purposes, the combination of the following documents is considered a
List A document, evidencing both identity and employment authorization:

The student’s unexpired foreign passport

Form 1-20 with the Designated School Official’'s endorsement for employment on
page 3

Avalid Form 1-94 or |-94A, Arrival/Departure Report indicating F-1 nonimmigrant
status



http://www.uscis.gov/portal/site/uscis/menuitem.5af9bb95919f35e66f614176543f6d1a/?vgnextoid=31b3ab0a43b5d010VgnVCM10000048f3d6a1RCRD&vgnextchannel=db029c7755cb9010VgnVCM10000045f3d6a1RCRD
http://www.cbp.gov/linkhandler/cgov/toolbox/forms/arrival.ctt/arrival.pdf

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

For a list of acceptable List B and C documents to be presented, please
see Citizenship Status/Document Matrix on the USCIS website.
Complete the required fields. Click continue



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=31d51a48b9a2e210VgnVCM100000082ca60aRCRD&vgnextchannel=31d51a48b9a2e210VgnVCM100000082ca60aRCRD

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

Exchange Visitors and Students

« Each year thousands of exchange visitors, international students, and
their dependents come to the United States to study and work.

« Exchange Visitors (J-1s)

« The Department of State administers the exchange visitor program
and designates exchange visitor program sponsors. Responsible
officers within the program issue Form DS-2019, Certificate of
Eligibility for Exchange Visitor (J-1) Status Exchange visitors come
to the United States for a specific period of time to participate in a
particular program or activity, as described on their Form DS-20109.

* Only J-1 exchange visitors may use Form DS-2019 for
employment when such employment is part of their program
Currently, the Department of State designates public and private
entities to act as exchange sponsors for the following programs:




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —

(CONTINUED)

EXCHANGE VISITOR PROGRAMS

SECOMNDARY STUDENT

ASSOCIATE DEGREE STUDENT

BACHELOR'S DEGREE STUDENT

MASTER"S DEGREE STUDENT

DOCTORAL STUDENT

Pilot Programs

NON-DEGREE STUDENT

Summer work,/travel: Australia

STUDENT INTERN

Summer work,/travel: MNew Zealand

TRAINEE (SPECIALTY)

Intern work,/travel: Ireland

TRAINEE (NON-SPECIALTY)

TEACHER

PROFESSOR

INTERMATIONAL VISITOR

ALIEN PHYSICIAN

GOVERMMENT VISITOR

RESEARCH SCHOLAR

SHORT-TERM SCHOLAR

SPECIALIST

CAMP COUNSELOR

SUMMER WORK,/TRAVEL

Al PAIR

TRAINEE

INTERM

Work,/English Study/travel: squm Korea




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

« High school or secondary school students and international visitors are
not authorized to work.

« Other J-1 students may be authorized by their responsible officer for
part-time on-campus employment pursuant to the terms of a scholarship,
fellowship, or assistantship or off-campus employment based on serious,
urgent, unforeseen economic circumstances as authorized the
responsible officer of the school. J-1 students may also be authorized for
a maximum of 18 months (or, for PhD students, a maximum of 36
months) of academic training during or immediately after their studies J-1
academic training includes paid off-campus employment and/or unpaid
internships that are part of a J-1 student’s program of study.

« The J-1 student’s responsible officer must authorize employment in
writing for academic training. Special rules apply to student interns
Employment for other J-1 exchange visitors is sometimes job- and site-
specific or limited to a few months. For more information about these
categories and their employment authorization, please contact the
responsible officer whose name and telephone number are on Form DS- e
2019 or the U S Department of State’s website at
www.exchanges.state.gov.



http://www.exchanges.state.gov/

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —

(CONTINUED)

USCIS does not issue Employment Authorization Documents
(Forms I-766) to J-1 exchange visitors. However, they are issued
several other documents that, when presented in combination, are
acceptable under List A of Form [-9: unexpired foreign passport,
Form 1-94/Form 1-94A and Form DS-2019. If the employee presents
this combination of documents when completing Form I-9, ensure
that he or she enters his or her admission number from Form [-94/ |-
94A in Section 1.
You should enter in Section 2 (or Section 3 if reverifying) under List
A the exchange visitor’s:
» Unexpired foreign passport number, issuing authority, and
passport expiration

date,
 11-digit Form 1-94/Form I-94A number and its expiration date

(including duration of status, which is indicated on the card as
“D/S”), and the

* Form DS-2019 number (SEVIS number (ex. N ) and
expiration date of employment authorization listed on the form.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

Some exchange visitors may extend their status If you have questions
about any exchange visitor’s continued employment authorization,
contact the responsible officer whose name and telephone number
are on Form DS-20109.

Dependents of a J-1 exchange visitor are classified as J-2
nonimmigrants and are only authorized to work if USCIS has issued
them an Employment Authorization Document (Form I-766) A J-2
nonimmigrant’s foreign passport and Form [-94/Form 1-94A are not
evidence of identity and employment authorization for purposes of
Form [-9.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

 F-1and M-1 Nonimmigrant Students

Foreign students pursuing academic studies and/or language
training programs are classified as F-1 nonimmigrants, while
foreign students pursuing nonacademic or vocational studies
are classified as M-1 nonimmigrants. Designated school
officials at certified schools issue Form 1-20, Certificate of
Eligibility for Nonimmigrant (F-1)/(M-1) Students. F-1
nonimmigrant foreign students may be eligible to work under
certain conditions.

There are several types of employment authorization for
students, including:

1.
2.
3.

4.

On-campus employment,

Curricular practical training,

Off-campus employment based on severe economic
hardship,

Employment sponsored by an international organization,
and

Optional practical training (OPT)




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

On-campus employment does not require designated school
official or DHS approval but is limited to 20 hours a week
when school is in session.

On-campus employment must be performed on the school’s
premises (including on-location commercial firms that provide
services for students on campus, such as the school
bookstore or cafeteria), or at an off-campus location that is
educationally affiliated with the school.

Employment with on-site commercial firms, such as a
construction company that builds a school building, is not
deemed on-campus employment if it does not provide direct
student services For more information about on-campus
employment, you should contact the Student and Exchange
Visitor Program (SEVP) at www.ice.gov.



http://www.ice.gov/

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

* The F-1 student’s unexpired foreign passport in combination with his or her
Form 1-94/Form 1-94A and I-20 indicating F-1 nonimmigrant status would
qualify as a List A document for Form 1-9 purposes.

« Curricular practical training allows students to accept paid alternative
work/study, internship, cooperative education, or any other type of required
internship or practicum that is offered by sponsoring employers through
cooperative agreements with the school. The curricular practical training
program must be an integral part of the curriculum of the student’s degree
program. The designated school official must authorize curricular practical
training.

» The following documents establish the student’s identity and employment
authorization for Form 1-9 purposes and should be entered in Section 2
under List A of Form I-9:

» The student’s foreign passport;

* Form I-20 with the designated school official’'s endorsement for
employment on page 3; and

« Avalid Form [-94/Form I-94A indicating F-1 non-immigrant status$




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

« Ensure that the student enters his or her admission number from
Form [-94/Form [-94A in Section 1.

» For the other types of employment available to eligible foreign
students, employment authorization must be granted by USCIS,
and will be evidenced by an Employment Authorization Document
(Form I-766) issued by USCIS.

« Border commuter students who enter the United States with an F-1
visa may only work as part of their curricular practical training or
post-completion practical training.

« M-1 students may only accept employment if it is part of a practical
training program after completion of their course of study USCIS
will issue the Employment Authorization Document (Form 1-766)
with authorization granted for a maximum period of six months of
full-time practical training, depending on the length of the students’
full-time study.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —

(CONTINUED)

« The dependents of F-1 and M-1 foreign students will have an F-2 or
M-2 visa and are not eligible for employment authorization

Section 1. Employee Information and Attestation (Eimployees must complele and sion Section 1 of Form =3 no later
than the firet day of employment but not bafore accepling & job affer )

Last Marmes [Family Naree] Firs! Mame (Givan Maree) Miccle Initial | Cther Mames Used (7 any)
Tres Michalle k4 WA

Address (Sire| Nuwber and Wame) Agl, Nymber | Gity or Town St Zip Code
TE9 W, Mein Strect B Collegeville D 12345

Dale of Bimh gmrvnddyed |US Socal Secunity Humber | E-mail Address

07/21/1994 coolfeo)[e 0o 0] michellatrastamail . con

Tebsphone Wumbes
(301) 123-4%67

| am aware that federal law provides for imprisanment and'or fines for false statemants or usa of false documents in
eonnection with the completion of this form

| attest, under penalty of perjury, that | am [chesck one of the following):
[ A citizen of the United States

| A rercitizen natenal of the United Siates (See instuctions)

| A lawful permanent resident (Alisn Registralion Number'USS1S Number):

[] An alien aurhorized 1o wark unil (expiration date, I applcable, mmiddigyy)

. Jome aliens may write "NiA" in this fiskd.
(See insfruchions)

For aliens suthoreed io work, prowide your Afen Registrabion NumbenUSCIE Number OR Form 1-94 Admission Nomber,
1. Aben Regeiratiorn NumbadLISCIS Number:

D A0 Bardode
R OO0 00000 @0 DD Do Mo Write i This Space
@ 2. Form 1-94 Admission Number — S

I you ablained your admission number fiem GEP in connection with your arrival in the United
States. include the following:

Foreign Passpor Numper; 00XX00000

Conriry of lesuance: © " CF

Some akens may wiite "NIA" onthe Foreign Passpord Number and Country of ssuance fields. (See insfroctions )

CZ) Signavra of Employas: '-}-I'I.‘I. Ra a —hacy

Dats fmmidafggsd: 06 /30,2013

Completing Section 1 of Form I-
9 for Students in Curricular
Practical Training

1. Student completes Section
1 and enters his or her 11-
digit Form 1-94/Form [-94A
number

2. Student signs and dates
the form




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

mployer or presentafive Review a T on

EMBtoyK OF 1ol AU 26 rONBSONaVS st cormle and s Section 2 witin 3 buskioss days of 11 empoyee's V3l day of employmen. You Complet|ng SeC“On 2 Of Form

mrs! physically exormine cne document from Lat & OF exermies o combirration of pae oeeamen fo Lis! B and ore documen fom List © as lsbed on

iz "Lisls of Ascepiabic Dociutanis” o the ne pege of Vs form. For sach docomisl youl eview, recoud Mes Molfowing dnformaiion. docurmand B, - .
|mwwmwm andexaraten dais dery ) | -9 for Students in Curricular
Employes Last Marme, Firat Name and Middle Intial frem Seclien ¥ Toos, Michelle 3 . . .

@ List A OR 1_]“= AND List & Practlcal Tralnlng

ity srd Employment Authorizadion Employment Authorization

Locumanrt Tita: Dacumant T s’ Cocumrant Tite

@ lm :N#';:\' st |amusirg Authorit Tasamg Authrity
o T ep—rr— —— 1. Enter the student’s name from
00X O0D00D0 . -
Exradon ot iy Fapraton e W o) Faaeaten D i | Section 1 at the top of Section 2
Coaumert 2. Enter the student’s foreign
PO passport number, Form |-

oty 94/Form 1-94A and Form [-20

(P ralinn Diats [¥ sRprBdy 7

e— o o e < pace that specifies that you are his or
Toing Rtherty her approved employer as shown
oot s 3. Enter the date employment
e began
Crtification 4. Employer or authorized
| artest, under penalty of perjury, that (1) | have examined the document(s) presentad by tha above-named employese, |2) the .
v u 4 !’ gl n Ll L] n , @l L
above-listed dacument(s) appear 1o ba ganuine and to rolate to tha emplayoa namod, and {3} o the best of my knowledge the representaﬂve attests to
employee is auvthorized to work in the United States. . L.
The employee's first day of employment (mmtatyyyy): 75/ 2072015 (See instructions for exemptions.) phys|ca||y examining the
(O R (o, TP Lo e e documents provided by signi
oy oo S réiitmmioieqmations | and dating the signature an
e e o | | datefields.

5. Enter the business name and
address




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

Optional Practical Training (OPT) for F-1 Students— EAD
required

OPT provides practical experience in an F-1 academic student’s
major area of study. An F-1 academic student may engage in OPT
while studying and may work up to 20 hours per week while school
IS in session and fulltime (20 or more hours per week) when school
IS not in session. After completing their course of study, students
also may engage in OPT for work experience. USCIS may
authorize an F-1 academic student to have up to 12 months of
OPT upon completion of his or her degree program. Some F-1
students may be eligible for an extension of their OPT, as
described below. The designated school official must update Form
I-20 to show that he or she has recommended OPT and to show
the date employment can begin OPT employment must be directly
related to the student’s field of study noted on Form I-20. The
student cannot begin OPT until USCIS has granted his or her
application for employment authorization.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —

(CONTINUED)

Section 1. Employee Information and Attestation ([Emplayeas mirs! camplate a0 sign Saction 1 of Form L8 o s
tivan the first day of emplayment, bui nol before accepling & ob offer.)

Last hame [Famiy fNoma) First Name {zaivi Mawis) Middli bnicial (Ot hamies Lsied (i anp)

Louia Paul W N/A

Addrags [ Sireal Mombar and Nama) fpt Mumbar City or Town Siate fip Coda

123 Inivarsicy Screet E Coallageville MO 12345

Data of Bith (mmdidiyey) (U Secal Secwnty Mumbser | E-mail Addresa Telephone Munber
03/02/1594 [o 0 0-00][0 0 0 0]|pavllouistenail. com 1301} 765-4321

| am awaro that federal lww provides for imprisonmant andlor fines for false statoments or use of false dacumants in
cennection with the completion of this form,

1 attest, under penalty of parjury, that | am (check one of the following):
[] & citizen of the United Statss

[ ] A noncitizen national of the Uniled States (See instractions)

] & sl parmanent resident [Alien Fegistration MumbenISCIS Nurrkar):

[] £ aker autorized te werk until (24praten dae, if applicable, mmddiypyys D80 31 2005 nnn sl may weiks “MIAT in this feld,
(Sera nstrchions)

For afens autionized [0 wok, prowide oo Ahey) Regrsirayion NomDenWSCIS Nurmiky OR Form 1294 Acrrission Mumbsr,

1. Alien Registration NurbenUSCIS Numper:_ - = & 4 2 6 7 8 %
R 3-0 Barcade
n Da Wat Write in This Space

2. Form |-84 Admission Numbar:

It you obtanad your acmissien numbar from CBP in connection with your arrival in fhe Uniled
States. incude the fallowing:

Feresgn Pagspen Number:

Country of Issuance:

Soma abans may write "MA" on the Foraign Passport Mumiar and Country of lssuance fialds. (Soe insfruchions)

@ gignare ol Evplopes:. ogqul. W Lm-i.j Dote fmntdtyyyyl: 06/30/2013

Completing Section 1 of
Form I-9 for F-1
Nonimmigrant Students
with OPT

1. F-1 nonimmigrant

student completes
Section 1

2. Student signs and

dates the form




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —

(CONTINUED)

ONO,

OO

@

(Ermployera or e

Section 2. Emplu:rar or .huﬂlori,md Representative Review and Verification
it st beter ord aige Seotior 2 withit J besitess days of T ermloyee s il day of enpiopemrant. Yoo
mmymnxm“mrmmnmmauWNMWMm Lis! B and ofg documsl rom Lisi G 85 [sed or
she “Lists of Accepiable Documents™on ihe nest page of this fam. For esch document you review, record e follewing information. docorme K,
ISSLANG SRy, tocumasi fueThar, and expiebion dete. ¢ arr.)

Employee Last Hame, First Mame and Middle Iritlal from Section 11 [ oyls, Faul W

List & OR List B AND ListC

Idertity and Employment Authorization Identity Employmeni Asthorization
Diocumant Title Dacumant Title: Dozumant Titke:

BAD
I33usng Authonty. IssuEng Autharily EEuaing Auharity.

O3
Diocurmant Mumbar Doeumant Mumbsr: Dozumant Mumbaor
00000000 &
E spiaion Diate (I e {immtioiosmd: Eapiestion Dala (i seplmmidctpyl Expiration Daie (i anglfmovidgpy)
08/31/2015
Dioeurmant Title:
I3suiag Authonty.

Diacurmant Mumbar:

Expirction Date (F anvl frmidadoyl:

Drocument Tike:

Isauing Autharty:

Document Mumber:

Expiration Dale (i ey fremiday gy

1.0 Barcode

Crr Mot Write In This Space

Certification

| atiest, under penalty of perjury, that (1] | have examined the document(s) presented by the above-named employes, (2] the
above-listed document(s) appear to be genuine and to relate to the employes named, and () to the best of my knowledge the

employes ks autherized 1o wark in the United States.

The employes's first day of employmant [mmiddyyyyl 0&/30/2013

(Seo instructions for oxomptions.)

Signaiure of Employer or Autoi

ek fmimetiibiyyyr)

::xﬂmm-lé-—- 0530 /2013

Tithe of Employer o Authoneed Represenialive

Froject Managecr

4%é Linux Avenuse

Firsd Name (Taivar Name)

Timothy

ﬂmmr‘s&mﬁﬁn Oiganization Address (Sreel Numbsr aod Name) Ciql
windowswille

Empioyers Husiness of Organizason Name
Computer Technology, Inc.

Siata
MD

Zip Code
12345

B W

Completing Section 2 of
Form [-9 for F-1
Nonimmigrant Students
with OPT

Enter the student’s name from
Section 1 at the top of Section 2
Enter the student’s Employment
Authorization Document (Form
[-766) as shown

Enter date employment began
Employer or authorized
representative attests to
physically examining the
documents provided by signing
and dating the signature and
date fields

Enter the business name ar@
address




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

F-1 OPT STEM Extension

 An F-1 academic student who received a bachelor’s, master’s, or
doctoral degree in science, technology, engineering, or mathematics
(STEM) may apply for a one-time 17-month extension of his or her OPT.
To qualify, a student must have completed a degree included in the DHS
STEM Designated Degree Program List found on ICE’s website at
http://www.ice.gov/sevis/stemlist.htm. You must be enrolled in E-Verify in
good standing and provide your E-Verify company identification number
to the student for the student to apply to USCIS for the STEM extension
using Form [-765, Application for Employment Authorization. ASTEM
student may change employers, but the new employer must be enrolled
in E-Verify before the student begins work for pay.

 If the student’'s Employment Authorization Document (Form 1-766)
expires while his or her STEM extension application is pending, he or
she is authorized to work until USCIS makes a decision on his or her
application, but not more than 180 days from the date the student’s initial @
OPT Employment Authorization Document (Form |-766) expires.



http://www.ice.gov/sevis/stemlist.htm

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

» The student’s expired Employment Authorization Document (Form |-
766), together with his or her Form 1-20 endorsed by the designated
school official recommending the STEM extension are acceptable proof
of identity and employment authorization for Form 1-9 purposes. Enter
these documents in Section 2 under List A of Form 1-9. You should
reverify employment authorization no later than 180 days from the
expiration date of the previous Employment Authorization Document
(Form [-766).




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

H-1B Specialty Occupations

U S businesses use the H-1B program to temporarily employ foreign workers
In a specialty occupation that requires theoretical or technical expertise in a
certain field, such as science, engineering or computer programming. As a
U.S. employer, you may submit a Form [-129, Petition for a Nonimmigrant
Worker, to USCIS for nonimmigrants who have certain skills, provided those
individuals meet established requirements. You must also include an
approved Form ETA 9035, Labor Certification Application, with Form [-129.

A newly hired employee with H-1B classification

If USCIS approves your petition, you will receive Form [-797, Notice of
Approval, from USCIS, which indicates that the foreign worker has been
approved for H-1B status. Once your employee begins working for you, you
must complete a Form 1-9 for this employee.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

H-1B continuing employment with the same employer

For an H-1B worker to continue working for you beyond the expiration of his
or her current H-1B status, indicated by the expiration date on his or her
Form 1-94/Form 1-94A, you must request an extension of stay before his or
her H-1B status expires. Upon submitting a timely filed Form 1-129 petition
seeking an extension of the employee’s status to USCIS, the employee is
authorized to continue to work while the petition is being processed for a
period not to exceed 240 days, or until USCIS denies your petition,
whichever comes first. Write “240- Day Ext ” and enter the date you
submitted Form 1-129 to USCIS in comments section. You must reverify the
employee’s employment authorization in Section 3 once you receive a
decision on the H-1B petition or by the end of the 240-day period, whichever
comes first.

See Completing Form [-9 for Nonimmigrant Categories when Requesting
Extensions of Stay below.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITH SSN —PRESENTING LIST A DOCUMENTS —
(CONTINUED)

H-1B employees changing employers (porting)

Under the American Competitiveness Act in the Twenty- First Century (AC-
21), an H-1B employee who is changing employers within the H-1B program
may begin working for you as soon as you file a Form [-129 petition on his or
her behalf. To qualify for AC-21 benefits, the new petition must not be
frivolous and must have been filed prior to the expiration of the individual’s
period of authorized stay. You must complete a new Form 1-9 for this newly
hired employee An H-1B employee’s Form 1-94/Form 1-94A issued for
employment with the previous employer, along with his or her foreign
passport, would qualify as a List A document. You should write “AC-21" and
enter the date you submitted Form 1-129 to USCIS in comments section next
to Section 2 See Completing Form I-9 for Nonimmigrant Categories when
Requesting Extensions of Stay below. For more information about employing
H-1B workers, please visit www.USCIS.goV.



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=b1151921c6898210VgnVCM100000082ca60aRCRD&vgnextchannel=b1151921c6898210VgnVCM100000082ca60aRCRD

INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITH SSN

Electronic 1-94

U.S. Customs and Border Protection

Becuring America

Non US citizens who have entered

the US at an airport or sea port, will kil i i St
not be given a paper 1-94 form_ as s e
they have in the past. They will need ik O AT s
to access and print it from the Detait provided on Admissiont 34 form:
Customs and Border Protection C—— u
website, www.cbp.gov/i94 P——— .
Berth Date (MMODOYYYYE 01011550
Passport Number: P201221)

Passport Country of Issuance: Mexico
Date of Entry (MMDOYYYYE 04112012

Clans of Adms wont 01

Individuals can visit www.cbp.gov/194 to retrieve a copy of

their electronic Form 1-94



http://www.cbp.gov/i94

INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITH SSN — (CONTINUED)

o Complete the agreement section

o Click “continue” Section 2 Employer Signature

) 94 S




INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITH SSN — (CONTINUED)

o If the employee is not able to complete Section 1 in
www.newi9.com unassisted

o If the I-9 user serves as a translator, they must complete the
Preparer and / or Translator Certification section.

* A parent or guardian can complete Section 1 and the Preparer and / or
Translator Certification section for a minor under 18 years of age.



http://www.newi9.com/

INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITH SSN — (CONTINUED)

o The employee reviews all of the information entered for him/her.

o The employee reads and completes the electronic signature
statement




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

o The I-9 user completes Section 1 with the employee

The employee must report to the appropriate divisional HR office or academic
department.

For School of Medicine only — all non-US citizens without a SSN must report to the
Office of International Student, Faculty and Staff Services (OIS).

o Social Security Number

Because JHU is an E-Verify employer, all employees must enter a
valid social security number. A non US citizen employee who has
applied for, but not received a social security number must complete
section 1 with an I-9 User. T —

o Complete Section 1 of the Form I-9 |

Ossna
Name should match the name on the 1-94 SN Asind Fer

A Post Office Box cannot be used for an address

Must be U.S. address or address for border commuters from Mexico or Canada
I-9 user clicks “SSN Applied For” radio button
E-mail and phone number are optional; must enter N/A

o Select from the location menu

Non-US Citizen faculty, staff and student




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

Employment Eligibility Verification UscIs
Department of Homeland Security o f‘;’? :;9

B No. 16150047

US. Cinzenship and Immigration Senvices Expires 03312016

P START HERE. Read Instructions carefully before completing this form. The instructions must be
available during completion of this form. ANTLDISCRIMINATION NOTICE: It is iegal to discnminate
aganst work-authonzed indriduals. Employers CANNOT specdy which document(s) they will accept
from an employee. The refusal to hwe an indradual because the documents have a future expiration
date may also constaute illegal discnmnation

( Engish | Esoadol )

|-2 I'\i:fi“:lzﬁs I-E Iﬂzq“x"

Does the empioyee aualdy for special pacement? O ves ® no yoars The®

Last Name (Famiy Neme) Fret Nome (Ghven Neme) Vgsle ntel

Other names used (¥ any)

Assress (Street Number and Neme) Azt Number Coy oc Town Sigte Zo Coce
| | I A

Dete of Bty US Secl Securty Number E-mal Lodress Telephone Number

(O yyyy) O SSN Apoled For (0pcone) (epoonel)

‘

Lecaton
| v
Eapioyment Date (mmBayyyy)

Enter full legal name

 If you have two last names
include both in last name field

 If last names are hyphenated,
include the hyphen.

 If you have two first names,
include both.

 If you only have one name,
enter that name into the last
name field. Enter “unknown” in
the first name field.

« Enter your middle initial. Enter
“N/A” if you have no middle
initial.

Other names used

« Maiden name

« Any other legal name you m
have used

« “N/A” if no other name or
maiden name




INSTRUCTIONS FOR I-9 USER FOR NON-US

CITIZEN WITHOUT SSN — (CONTINUED)
Address

Employment Eligibility Verification UsCIs
Department of Homeland Security Form I-9

= a3 X SN ) OMB No, 1615.0047
US. Cinzenship and Immigration Senvices Expires 03 312016

)
P START HERE. Read Instructions carefully before completing this form. The instructions must be
available during completion of this form. ANTLDISCRIMINATION NOTICE: It is iegal to discnminate
aganst work-authonzed indriduals. Employers CANNOT specify which document(s) they will accept
from an employee. The refusal to hwre an indradusl because the documents have a futuwre expiration
date may also constaute illegal discnmmation

( Engish | Esoadol ) L8 Instructons LS Instnucconss

Does the empioyee aualty for specil placement? O ves © no yars Tng?

Last Name (Famiy Neme) Fret Name (Grhen Neome) Voole ntel Other names used (F any)

| | | I
At Number Cey or Town Supte Zp Cece

: e Il

ASress (Street Number and Neme)

Dete of Beth US Socul Securty Numter E-mal Aoaress Teleohone Number

| I A I

(O yyyy) O s5% Apsies For (0puonel) (eptionel)

Lecaton
| v
Empioyment Date (mmBayyyy)

|

Enter your home address.
Enter “N/A” if you have no apt
number

You may not enter a PO box
number

If you have no street address,
enter a description of the
location of your residence
(intersecting streets)

Must be U.S. address or
address for border commuters
from Mexico or Canada




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

Employment Eligibility Verification UsCIs
Department of Homeland Security o r:mcz?

NGB No. 16150047

U.S. Cinzenship and Immugration Senvices Expires 03312016

e
P START HERE. Read Instructions carefully before completing this form. The instructions must be
available during completion of this form. ANTLDISCRIMINATION NOTICE: It is #egal to discnminate
aganst work-authonzed indriduals. Employers CANNOT specify which document(s) they will accept
from an employee. The refusal to hwe an indradual because the documents have a future expiration
date may also constaute illegal discnmmation

( Engish | Esgada)) 12 Iostructons L8 Instruccones

Does the empioyee aualty for specil placement? O ves © no yars Tng?

Last Name (Famuiy Neme) Frst Name (Gven Neme) Ucole ntel Other names used (f any)

| | I I

Ascress (Street Number and Neme) Azt Number Cey or Town Seate Zo Cece
| | | [~

Dete of Betn US Secl Securty Number E-mal Agaress Telephone Number
(mosrry) O s5% Apsies For (oponel) (eptionel)

Lecaton
| v
Empioyment Date (mmBayyyy)

l

Date of Birth

« Enter date of birth

U.S. Social Security Number

* Must be entered

 Non-U.S. citizens who have
not received a SSN must
complete Section 1 with a
designated I-9 user —link to
slide SSN applied for

E-mail and telephone number

« Entering information is voluntary

* If no information provided, enter
“N/A”




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

Employment Eligibility Verification UsCIs
Department of Homeland Security o r‘;"."c;-’
U.S. Citizenship and Immigration Services Erpes 0331 2016

P START HERE. Read Instructions carefully before this form. The Instructions must be
available during completion of this form. ANTLDISCRIMINATION NOTICE: It is iegal to discnminate
aganst work-authonzed indriduals. Employers CANNOT specify which document(s) they will accept
from an employee. The refusal to hwre an indradusl because the documents have a futuwre expiration
date may also constaute illegal discnmmation

{ Engish | Espadol )

LS lostructans LS Instrucconses

Does the empioyee aualty for specil placement? O ves © no yars Tng?

Last Name (Famiy Neme) Fret Name (Grhen Neome) Voole ntel Other names used (F any)

| | I I

Azt Number Cey or Town Seate Zo Cece

I I | =l

ASress (Street Number and Neme)

|

Dete of Beth US Socul Securty Numter E-mal L00ress

| I A I

(=n0Syryy) O ssx Asoled Fer (007N

Lecaton
| v

Empioyment Date (mmBayyyy)

Location

* Non-US Citizen faculty, staff and
student

Employment Date

» If the employee has been offered
and accepted a position, but has
not yet started to work, use the
current date or a future hire date if it
has been determined.

» If the employee has started to work,
the hire date in SAP must be used.

« Select “SSN Applied For” radio
button




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

| aiiesl. under penalty of parjury, that | am [check o of the Tollwsng) @
O & citizen of the United States
-k npnciigen nalional ol e Unfed Slales (e insuchong)
O & 1awiul parmanand resident  (Allen Registration NumberUSCIS Humber) |
O & mhien aumorized to wodk unkil  (espirstion dabe if applicable maniddhy )

H| Emplcyeq 5 an alien whose work Juthorization $oes neod xping o has no specic arpiration dale
Bar thair emiploymant authonzaton

For alang auihonIed i nonk. pnowice your lan Reguairanen NumbenLiSCIE Number OR Form [-34
Agmisson NumBar

1. Align Regisration MumbarlSCIES Number
OR
2. Foom 194 Aamission ;[

I you abined your admission numbsr (Form |-84) from CBP (Custems and Bardar Probection) in
connection with your amival in he United Siates, includs the foliowing

Forgign Passpon Numbsr |

Couniry of Issuance | v

[0 Emgloyes oblaingd Form -340-344 number within the L' 5. grentared the U5, withgul a
Toreign passent (558 AeirLciondl

Lt Nase (Fasiy N Firiet Nvmg (Gaka Naos)

aggress (Sieed Numbar and Name)

City or Teava Srate Zip Cade
| =

[ By chaciies this beo, | s & armpicyer represeintog, Suthorize the minimum and misimum age requinemenss 1
bt wakeed alowing his naridus to be empioyed

Gncel | [ conoeue

A noncitizen national of the United

States

* A noncitizen national of the
United States is a person born in
America Samoa, certain former
citizens of the former Trust
Territory of the Pacific Islands,
and certain children of
noncitizen national born abroad.

 This category has a very
limited population, and I-9
Users who have an employee
who has made this selection
should make sure that it is
accurate.

* No further information is needed
and the employee will click

“Continue” at the bottom of the
screen. @




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

1 am pware that ipderal law provides Tor imprisonmend and'or fings Tor false stalements or use of
fTalse documsents n connaclion vwith the complation of this form,

I attesl, undar penalty of parjury, hat | am [check one of he lollesing) @
O & citizen of the United States
) & ngncficen naticnal of e Uniied Stales (see instrucions)
A latul parmanasd resident  (Alien Registralion NumberUSCIS Humber) |
22 4 alien AMONTED 10 Wedk until  (Expirabon d30 if policatie. manisdy ) I_

[ Empicyes is an alien whose work authorization $oe5 nol exping of has no Specilc qupiration date
for their emgployment auhenzabion

For aliens avthonzed lomonk, provice your Allan Regisiabion Numberi/SCIS Number DR Form 154
Admission Numbar

1. Alien Regisration HumbarSCIES Humbar
oR
2. Form 1-94 Aamission ;|

I o oblained yowr admission nismber (Form |-24) from CBP (Custems and Border Frataction] in
CONNSCHon Wilh FOur amival i e United Sates, includs the BBXwing

Forgign Passpon Mumbar |

Counfry of ts5LaNce | | \-

[0 Emgloyes obl@ingd Form 1-944-324 number within the LL3. orentared the U 2. without a
Torgign passE0m (e wnsirucions)

Lokt Haoe (Feniy Rpme) Firat Haoe (5hea Naoe)

agaresy [Sineet Number and Nama)

City or Tays Srate Zip Coda

| A

[ By checking this e, | m an amgisper repraseniniu, utharizg the minimum and muires Sg8 rejuingmenty i
be wakeed alowing this ndeidus’ Bo be employed

Caesl | [ contewe

* No further information is needed
and the employee will click @

Lawful permanent resident

* An employee who is not a US

citizen who resides in the US
under legally recognized and
lawfully recorded permanent
residence as an immigrant.

» Click the radio button opposite

“A lawful permanent resident”

« Enter your Alien Registration

Number

* The employee may enter either

their Alien Registration Number
(A-Number) or USCIS Number
in the field. At this time, the
USCIS Number is the same as
the A-Number without the “A”
prefix.

“Continue” at the bottom of the
screen.




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

| aiiesl. under penalty of parjury, that | am [check o of the Tollwsng) @

O & citizen of the United States

& nonciigen national ol ha Unfed Stales (see Insuchons)

O & 1awiul parmanant resident  (Allen Registration NumberUSCIS Humber [
4 alien aumhonzed to wodk unltil  (expiration date if applicable meniddly )

H| Emplcyeq |5 an alien whose work Juthorization $oes neod xping o has no specic arpiration dale
Bar thair emiploymant authonzaton

For alang auihonIed i nonk. pnowice your lan Reguairanen NumbenLiSCIE Number OR Form [-34
Agmisson NumBar

1. Align Regisration MumbarlSCIES Number
OR
2. Foom 194 Aamission ;[

I you abined your admission numbsr (Form |-84) from CBP (Custems and Bardar Probection) in
connection with your amival in he United Siates, includs the foliowing

Forgign Passpon Numbsr |

Couniry of Issuance | -

[0 Emgloyes oblaingd Form -340-344 number within the L' 5. grentared the U5, withgul a
Toreign passent (558 AeirLciondl

Lt Nase (Fasiy N Firiet Nvmg (Gaka Naos)

aggress (Sieed Numbar and Name)

Gy & TEnis Stale Zip Coda

| -

[ By chaciies this beo, | s & armpicyer represeintog, Suthorize the minimum and misimum age requinemenss 1
bt wakeed alowing his naridus to be empioyed

Gncel | [ conoeue

Alien authorized to work

« An employee who is not a citizen
or national of the United States,
or a lawful permanent resident,
but is authorized to work in the
UsS.

» Click the radio button next to “An
alien authorized to work”

« Enter the date that work
authorization expires in the box
next to “(expiration date if
applicable, mm/dd/yyyy)”.

* If the employee has no
expiration date (refugees,
asylees, and certain others),
check the box next to “Employee
is an alien whose work
authorization does not expire or
has no specific expiration date @
for their employment
authorization”.




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

| aiiesl. under penalty of parjury, that | am [check o of the Tollwsng) @

O & citizen of the United States

& nonciigen national ol ha Unfed Stales (see Insuchons)

O & 1awiul parmanand resident  (Align Registration NumberUSCIS Humber) |
4 alien aumhonzed to wodk unltil  (expiration date if applicable meniddly )

H| Emplcyeq 5 an alien whose work Juthorization $oes neod xping o has no specic arpiration dale
Bar thair emiploymant authonzaton

For alang auihonIed i nonk. pnowice your lan Reguairanen NumbenLiSCIE Number OR Form [-34
Agmisson NumBar

1. Align Regisration MumbarlSCIES Number
OR
2. Foom 194 Aamission ;[

I you abined your admission numbsr (Form |-84) from CBP (Custems and Bardar Probection) in
connection with your amival in he United Siates, includs the foliowing

Forgign Passpon Numbsr |

Couniry of Issuance | -

[0 Emgloyes oblaingd Form 940224 number within the L5 or entarad the U.5, withoul 3

Toreign passent (558 AeirLciondl

Lt Nase (Fasiy N Firiet Nvmg (Gaka Naos)

aggress (Sieed Numbar and Name)

City or Teava Srate Zip Cade
| =

[ By chaciies this beo, | s & armpicyer represeintog, Suthorize the minimum and misimum age requinemenss 1
bt wakeed alowing his naridus to be empioyed

Gncel | [ conoeue

An alien authorized to work who
has obtained their Alien
Registration Number/USCIS
Number completes #1.

The employee may enter either
their Alien Registration Number
(A-Number) or USCIS Number
in the field. At this time the
USCIS Number is the same as
the A-Number without the “A”
prefix.

No other information needs to
be entered in this part of Section
1

Click “Continue”




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

I am avware that tederal Law provides Tor iImprisconmaent and'on Iines Tor false stalements or use of
Talse JOCLITENCE N CONMBCTON with the complation of this form,

I attest, undar penalty of parury, that | am (check one of the Tollowing) @

(2 & citizen of the United States

O & noncligen natienal of e Unied States (see nstuchons)

73 & lawhul permanes resident  (Alien Registration MumberUSCES Humber) |
\/ A alien authonzed to work unlil  (expiration dabe il applicalbie men/adiy)

| Emplceg is an allen whoss work authorization $oes neod goping or has ne specic erpiration dale
o their employmant authonzaton

For aligng uihonzed jomork. proyce your Ales Reguimaion NumbenlrSCIE Number OR Form |- 54
AOmEs0n NumSar

1. alien Regisration NumbanLUSCIS Number |
OR
2 Form 1948 Admissiol

1 yed oblained yourr admission namEer (Form l-24) from CBP (Customs and Border Pibaction] in
connaction wilh your amival in e United Siales. include the foliowing

Faorgign Passpor! Numbar [

Counfry of lssuance : |

[ Emgloyes ablaingd Form -841-324 numEer within the LS. or entared e L3, withowl a
Toreign paEsport (see Mastruckana)

Lok Havme (Fiaeiy o) Firwt s (Grma Nams)

agdress (Rieat Numbar and Nams)

ity or Terars Seain Zip Codde
[ -

D By chRocing thu B, | &k B8 SMOETST MOrasaintve, SuthorDe [ Mnimum 3Nd MLCMUR 308 MIGUINIMSnD 32

be waked alowing s ndvdus’ o be empipyed

cancel | | Contrue

* An alien authorized to work who
has not received an Alien
Authorization Number/USCIS
Number completes #2.

« Enter the 1-94 Number

« **Beginning April 30, 2013,
persons entering the US
through air or sea will no
longer receive a paper 1-94.
Foreign visitors will be able
to print a paper [-94 from
www.cbp.gov/I94

« Enter the foreign Passport
Number

» Click “Continue”

= [ /
2. Form 1-94 Aamission |38362954188

¥ you ODLINGT yOur FCMISSION NUMBA (Form 1-94) rom CBP (Customs and Border Protection) in
CONNACHON Wl yOUr 2rival in e Unted States, InCuce the foBowing

Forewpn Passport Number [656355214 <—'
Country of tssuance : |

[ Employee obtained Form -944-93A number within the US. or entered e U S without 2
1006490 PISSPON (289 NITLCTONS)



http://www.cbp.gov/I94

INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

1 am avwvare that iederal Ly provides Tor iImprisonment and'or ings lor false siatemants o use of
Talse JOCUIMENts i ConnBaciinn with the Comiplation of this lorm,

I attest, under penalty of perjury, that | am [check one of the Tolicwing) @

) & citizen of the United States

O & nancizen nalional of e Uned States (ee insuchions)

& lawtul permanent rasident  (Alian Registration NumbenUSCIS Number) |
2 alien auhonized fo work until - (expiration dabe if applicatie memniedy )

H| Emplcyeg |5 an alien whoss work Juthorization $oes neod exping o has ne specilc axpiration dale
Bor thair employmant aumhonzaton

For aliarg auinonzed iononk. prorce your las Regueiraion NumbedLiSCIE Number OR Roem [-34
Agmisson NumBen

1. Alin Registration HumoerUSCIS Number
oR

2. Fomm 34 Admission

I you ablained yousr admission nismEer (Ferm -24] from CBP (Custems and Border Probaction] in
connaction wilh your amical in e United Sales. include the foliowing

Fargign Fasspor Numbsr r

Counfry of Issuance : |

[ Emgloyes ablaingd Form -340-324 numer within the LS. or entared the L5, withoul 3
foreign passpo (568 Matuciana)

Lot Hame (Fiasniy o) Firw! Bame (Gama Mame)

dgdress (St Numbar and Nama)

Ciy or T Seale Zip Codde
| -

[ B creciors; ths B, | M &N SMORHSr PESRESENt, ButharDe (e mnimum 50 MOXmus 84 Fegunsmesty 1o
b wabvesd alowing his ndeedua’ 5o be empioyed

Cancel | [ Contiaie

Some employees may have obtained
their admission number from USCIS
within the US, or entered without a
foreign passport. Those employees
should check the box at the bottom of
#2 indicating this, and leave the foreign
passport and Country of Issuance
fields blank.

» Click “Continue” unless employee
had assistance completing Section
1 of the form

« If employee had assistance you
must fill out the
Preparer/Translator Certification
before clicking “Continue”




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

* When the [-9 user completes Section 1 for a non-U.S. Citizen without
SSN, this section will be prepopulated with the I-9 user’s information.

e The default address is 1101 E. 33 Street, Baltimore, MD 21218 — DO
NOT CHANGE

Last Mame [Family MName) First Name [Given Name)

Address (Street Number and Name)

City or Town

State

I Cancel I’ Continug ]

Zip Code




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

Name: jldkja d attakid;k n
Other Names Used: jdk;jl
U.S. Social Security Number: 111-11-1111
Date of Birth: 01/11/1971
Address: nfa Apt na
na, 1A 21214
E-mail Address: na
Telephone Number: na
Hire Date:: 06/01/2013
Work Status: A Citizen of the United States
Alien Registration
Number/USCIS Number: T
I-94 #:
Alien Work Until Date:
Foreign Passport Number:
Country of Issuance:
Obtained I-94 from USCIS:

# Change Information

Preparer Summary
Preparer Last Name: na
Preparer First Name: na
Preparer Address: na, na, OH 21214

m

™ Change Information

Preparer Electronic Signature (English | Espafiol)

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

I Back I[ Cancel H Continue

Terms and Conditions € 2013 Equifax Workforce Solutions, a/k/a TALX Corporation, 2 wholly owned subsidiany of Equifax Inc., Atlantz, Georgia. All rights reserved.




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

{ Engish | Espadial ) 1S berucons |8 Instruccanss
;hsmlmuonmouldbe d and completed by the employee who prepared the 19
orm.

After verfyng that the nformation § Comect, complate the sEnature Diock at the bottom of the page
You can make changes to the nformation dy Ackng on the Ink below the nformaton

Name: Austn Barrymore
Other Names Used:
U.S, Social Security Number: $87.00-678%
Date of Birth: 04/01/1970
Address: 107 N Man S
St. Lous, MO 63146
£-mad Address:
Telephone Number:
Employment Date:
Work Status: A Czzen of the Unted States
Aben Registration
Number/USCIS Number:
194w
Allen Work Until Date:
Foresgn Passport Number:
Country of Issuance:
Obtamed 1-94 from USCIS:

Em lectronic Signature  (Engis® | Esaala) '

D8y checkng ths checkbox 1 attest to the folowng

o [ am aware tat fedenal Bw provdes for morsonment and/or fnes for fase atements or use of
false cocuments n connectivn with the completion of ths form,

o Junderstand that the employer may eectroncaly verfy my work JuthorZation weh the Unted
States governmant

o I my work authorzation s verfied with the Unted States govemment, | authorze my Secton 1
SACTIron $0Nature T0 De automatcaly 20pked 20 the documents the emplyer wil provide me
should | contest/not contest the verfication results,

[ Back ][ Cancel ][ (ontm.e]

Employees should review all of
their information.

Changes can be made if needed
by clicking “Change Information”

Employees should read the
attestation statements.

Click the check box
Click “Continue”

The Electronic Signature is
available in Spanish




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

o

There will be a message that includes a list of documents (unexpired) to
be presented.

Employee selects the document/s to present to complete the Form I-9.

The employer cannot determine or specify the documents the employee
presents

The University designated I-9 user must physically examine each original
unexpired document the employee presents to determine if it reasonably
appears to be genuine and relates to the person presenting it. The
designated I-9 user and the employee must both be physically present
during the examination of the employee’s documents.

An employee’s citizenship status will determine the acceptable
documents that can be presented.

o If a List A document(s) is selected, you cannot accept documents
from List B or List C.

o If a document from List B is selected, you will also need a document
from List C, and vice versa, but no document from List A.

Any document from List B MUST bear a photograph.




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

o

Beginning October 31, 2010, only certified copies of Puerto Rico birth
certificates issued on or after July 1, 2010, are acceptable for Form I-9
purposes. Beginning October 31, 2010, if an employee presents for
List C a birth certificate issued by the Vital Statistics Office of the
Commonwealth of Puerto Rico, the I-9 user must look at the date that
thelzlcer‘lci(fj’lied copy of the birth certificate was issued to ensure that it is
still valid.

Enter the document(s) information including the issuing authority, and
the document number and expiration date, if any. Additional information
about acceptable documents can be found on the I-9 Central website.

The employee selection of a Form 551 Permanent Resident Card, Form I-
766 Employment Authorization Document or a Florida, Iowa, Idaho,
North Dakota or Mississippi driver’s license will require the I-9 user to
make a copy of that document.

Electronically sign the I-9 form.

An employee who wishes to present a document that has been lost,
stolen, or damaged must present a receipt for the replacement of the
document from the granting agency within three (3) days of the first
day of work for pay. The replacement document must be presented
within 90 days. Refer to slide 53



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=84c267ee5cb38210VgnVCM100000082ca60aRCRD&vgnextchannel=84c267ee5cb38210VgnVCM100000082ca60aRCRD

INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

= S  Select the
SR——— appropriate
o S i documents

’W Oicumer.
bnm#mml«w 704 8 NOT ALCIPT mmaw.w-rvma
Recepts wre MEVER ACCEP TARLE £ evpioymect Bits fower 5an “hiae Duanes tavs

st A
Lnt A prowes Mentily AND work ssthorization:

Susthmdc

Lt 8 proves eatity: (0.5, eolcamert] yug '

LW € prowes work suthoneation ReCont (9.0, MOQOIYAT] i) D
-

Smployee termarated before comploting § 9




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

Section 2 - Employer Review and Yerification

The employer must examine the document(s) presented by the employee and record the issuing authority,
docurnent number, and document expiration date, if any.

List A document - Foreign Passport with I-94 or I-94A and I-20

Issuing authority {(country):
Choose the Issuing Authority on the Foreign Passport... E| Sample Document

Passport #:

Passport expiration date (mm/dd/yyyy):

I-04 #:

[ The number on the document is the same

1-94 expiration date (mm/dd/vyyvy):

@ Document has an expiration date
©) The document does not have an expiration date
) Document states ‘DS

I-20 #:

1-20 expiration date (mm/dd/vyyyy):



INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

Lawful Permanent Resident can present
 Permanent Resident Card or Alien Registration Receipt Card
(Form I-551), OR
» Foreign passport with temporary 1-551 stamp or printed notation on
a MRIV

An Alien Authorized to Work can present
« Employment Authorization Document (Form 1-766), AND
» Foreign passport with Arrival/Departure Record (Form [-94)

* Note: Some individuals who present these List A documents, such
as certain nonimmigrant students and exchange visitors, must also
present additional documentation in order to prove their work
authorization in the United States.

* Insert info from Employer Handbook 14-21 @



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=cd831a48b9a2e210VgnVCM100000082ca60aRCRD&vgnextchannel=cd831a48b9a2e210VgnVCM100000082ca60aRCRD
http://www.uscis.gov/portal/site/uscis/template.PRINT/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=5bb767ee5cb38210VgnVCM100000082ca60aRCRD&vgnextchannel=5bb767ee5cb38210VgnVCM100000082ca60aRCRD

INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITHOUT SSN

Electronic 1-94

U.S. Customs and Border Protection

Becuring America

Non US citizens who have entered

the US at an airport or sea port, will kil i i St
not be given a paper 1-94 form_ as s e
they have in the past. They will need ik O AT s
to access and print it from the Detait provided on Admissiont 34 form:
Customs and Border Protection C—— u
website, www.cbp.gov/i94 P——— .
Berth Date (MMODOYYYYE 01011550
Passport Number: P201221)

Passport Country of Issuance: Mexico
Date of Entry (MMDOYYYYE 04112012

Clans of Adms wont 01

Individuals can visit www.cbp.gov/194 to retrieve a copy of

their electronic Form 1-94



http://www.cbp.gov/i94

INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

Foreign passport with Form 1-94 or Form 1-94A, Arrival/Departure

Report bearing the same name as the passport and containing an
endorsement of the alien’s nonimmigrant status that authorizes such alien
to work for a specific employer incident to this status.

This document may only be used if the period of endorsement has not yet
expired and the proposed employment does not conflict with any
restrictions or limitations listed on Form 1-94 or I-94A, Arrival/Departure
Report .




INSTRUCTIONS FOR I-9 USER FOR NON-
US CITIZEN WITHOUT SSN — (CONTINUED)

Foreign Students in F-1 Nonimmigrant Status Participating in Curricular
Practical Training

Curricular practical training allows students to accept paid alternative work/study,
internships, cooperative education or any other type of required internship or
practicum that employers offer though cooperative agreements with the student’s
school. The training must be related to the student’s field of study. A student may
begin curricular practical training after the Designated School Official has
completed the Form 1I-20, Certificate of Eligibility for F-1 Students Status
endorsement page. The DSO-endorsed Form [-20, Certificate of Eligibility for F-1
Students Status together with the student’s Form [-94/94A indicating F-1
nonimmigrant status is evidence of employment authorization.

For Form I-9 purposes, the combination of the following documents is considered a
List A document, evidencing both identity and employment authorization:

The student’s unexpired foreign passport

Form 1-20 with the Designated School Official’'s endorsement for employment on
page 3

Avalid Form 1-94 or 1-94A, Arrival/Departure Report indicating F-1 nonimmigrant
status




INSTRUCTIONS FOR I-9 USER FOR NON-US
CITIZEN WITHOUT SSN — (CONTINUED)

For a list of acceptable List B and C documents to be presented, please
see Citizenship Status/Document Matrix on the USCIS website.
Complete the required fields. Click continue



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=31d51a48b9a2e210VgnVCM100000082ca60aRCRD&vgnextchannel=31d51a48b9a2e210VgnVCM100000082ca60aRCRD

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
DOCUMENTS — (CONTINUED)

Exchange Visitors and Students

« Each year thousands of exchange visitors, international students, and
their dependents come to the United States to study and work.

« Exchange Visitors (J-1s)

« The Department of State administers the exchange visitor program
and designates exchange visitor program sponsors. Responsible
officers within the program issue Form DS-2019, Certificate of
Eligibility for Exchange Visitor (J-1) Status Exchange visitors come
to the United States for a specific period of time to participate in a
particular program or activity, as described on their Form DS-20109.

* Only J-1 exchange visitors may use Form DS-2019 for
employment when such employment is part of their program
Currently, the Department of State designates public and private
entities to act as exchange sponsors for the following programs:




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE

WITHOUT SSN —PRESENTING LIST A
DOCUMENTS — (CONTINUED)

EXCHANGE VISITOR PROGRAMS

SECOMNDARY STUDENT

ASSOCIATE DEGREE STUDENT

BACHELOR'S DEGREE STUDENT

MASTER"S DEGREE STUDENT

DOCTORAL STUDENT

Pilot Programs

NON-DEGREE STUDENT

Summer work,/travel: Australia

STUDENT INTERN

Summer work,/travel: MNew Zealand

TRAINEE (SPECIALTY)

Intern work,/travel: Ireland

TRAINEE (NON-SPECIALTY)

TEACHER

PROFESSOR

INTERMATIONAL VISITOR

ALIEN PHYSICIAN

GOVERMMENT VISITOR

RESEARCH SCHOLAR

SHORT-TERM SCHOLAR

SPECIALIST

CAMP COUNSELOR

SUMMER WORK,/TRAVEL

Al PAIR

TRAINEE

INTERM

Work,/English Study/travel: Scpth Korea




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
DOCUMENTS — (CONTINUED)

« High school or secondary school students and international visitors are
not authorized to work.

« Other J-1 students may be authorized by their responsible officer for
part-time on-campus employment pursuant to the terms of a scholarship,
fellowship, or assistantship or off-campus employment based on serious,
urgent, unforeseen economic circumstances as authorized the
responsible officer of the school. J-1 students may also be authorized for
a maximum of 18 months (or, for PhD students, a maximum of 36
months) of academic training during or immediately after their studies J-1
academic training includes paid off-campus employment and/or unpaid
internships that are part of a J-1 student’s program of study.

« The J-1 student’s responsible officer must authorize employment in
writing for academic training. Special rules apply to student interns
Employment for other J-1 exchange visitors is sometimes job- and site-
specific or limited to a few months. For more information about these
categories and their employment authorization, please contact the
responsible officer whose name and telephone number are on Form DS- @
2019 or the U S Department of State’s website at
www.exchanges.state.gov.



http://www.exchanges.state.gov/

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
DOCUMENTS — (CONTINUED)

« USCIS does not issue Employment Authorization Documents
(Forms I-766) to J-1 exchange visitors. However, they are issued
several other documents that, when presented in combination, are
acceptable under List A of Form [-9: unexpired foreign passport,
Form [-94/Form 1-94A and Form DS-2019. If the employee presents
this combination of documents when completing Form I-9, ensure
that he or she enters his or her admission number from Form [-94/ |-
94A in Section 1.

* You should enter in Section 2 (or Section 3 if reverifying) under List
A the exchange visitor’s:

» Unexpired foreign passport number, issuing authority, and
passport expiration

date,

 11-digit Form 1-94/Form I-94A number and its expiration date
(including duration of status, which is indicated on the card as
“‘D/S”), and the

* Form DS-2019 number (SEVIS number (ex. N ) and
expiration date of employment authorization listed on the form.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
DOCUMENTS — (CONTINUED)

Some exchange visitors may extend their status If you have questions
about any exchange visitor’s continued employment authorization,
contact the responsible officer whose name and telephone number
are on Form DS-20109.

Dependents of a J-1 exchange visitor are classified as J-2
nonimmigrants and are only authorized to work if USCIS has issued
them an Employment Authorization Document (Form I-766) A J-2
nonimmigrant’s foreign passport and Form [-94/Form 1-94A are not
evidence of identity and employment authorization for purposes of
Form [-9.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
DOCUMENTS — (CONTINUED)

 F-1and M-1 Nonimmigrant Students

Foreign students pursuing academic studies and/or language
training programs are classified as F-1 nonimmigrants, while
foreign students pursuing nonacademic or vocational studies
are classified as M-1 nonimmigrants. Designated school
officials at certified schools issue Form 1-20, Certificate of
Eligibility for Nonimmigrant (F-1)/(M-1) Students. F-1
nonimmigrant foreign students may be eligible to work under
certain conditions.

There are several types of employment authorization for
students, including:

1.
2.
3.

4.

On-campus employment,

Curricular practical training,

Off-campus employment based on severe economic
hardship,

Employment sponsored by an international organization,
and

Optional practical training (OPT)




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
DOCUMENTS — (CONTINUED)

On-campus employment does not require designated school
official or DHS approval but is limited to 20 hours a week
when school is in session.

On-campus employment must be performed on the school’s
premises (including on-location commercial firms that provide
services for students on campus, such as the school
bookstore or cafeteria), or at an off-campus location that is
educationally affiliated with the school.

Employment with on-site commercial firms, such as a
construction company that builds a school building, is not
deemed on-campus employment if it does not provide direct
student services For more information about on-campus
employment, you should contact the Student and Exchange
Visitor Program (SEVP) at www.ice.gov.



http://www.ice.gov/

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
DOCUMENTS — (CONTINUED)

* The F-1 student’s unexpired foreign passport in combination with his or her
Form 1-94/Form 1-94A and I-20 indicating F-1 nonimmigrant status would
qualify as a List A document for Form 1-9 purposes.

« Curricular practical training allows students to accept paid alternative
work/study, internship, cooperative education, or any other type of required
internship or practicum that is offered by sponsoring employers through
cooperative agreements with the school. The curricular practical training
program must be an integral part of the curriculum of the student’s degree
program. The designated school official must authorize curricular practical
training.

» The following documents establish the student’s identity and employment
authorization for Form 1-9 purposes and should be entered in Section 2
under List A of Form I-9:

» The student’s foreign passport;
* Form I-20 with the designated school official’'s endorsement for

employment on page 3; and @
« Avalid Form [-94/Form I-94A indicating F-1 non-immigrant status$




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
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« Ensure that the student enters his or her admission number from
Form [-94/Form [-94A in Section 1.

» For the other types of employment available to eligible foreign
students, employment authorization must be granted by USCIS,
and will be evidenced by an Employment Authorization Document
(Form I-766) issued by USCIS.

« Border commuter students who enter the United States with an F-1
visa may only work as part of their curricular practical training or
post-completion practical training.

« M-1 students may only accept employment if it is part of a practical
training program after completion of their course of study USCIS
will issue the Employment Authorization Document (Form 1-766)
with authorization granted for a maximum period of six months of
full-time practical training, depending on the length of the students’
full-time study.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A

DOCUMENTS — (CONTINUED)

« The dependents of F-1 and M-1 foreign students will have an F-2 or
M-2 visa and are not eligible for employment authorization

Section 1. Employee Information and Attestation (Eimployees must complele and sion Section 1 of Form =3 no later
than the firet day of employment but not bafore accepling & job affer )

Last Marmes [Family Naree] Firs! Mame (Givan Maree) Miccle Initial | Cther Mames Used (7 any)

Tres Michalle WA

Address (Sire| Nuwber and Wame) Agl, Nymber | Gity or Town St Zip Code
TE9 W. Mein Streest 2B

Collegeville M 12345

Dale of Bimh gmrvnddyed |US Socal Secunity Humber | E-mail Address

07/21/1994 coolfeo)[e 0o 0] michellatrastamail . con

Tebsphone Wumbes
(301) 123-4%67

| am aware that federal law provides for imprisanment and'or fines for false statemants or usa of false documents in
eonnection with the completion of this form

| attest, under penalty of perjury, that | am [chesck one of the following):
A ctizen of the United Stales

| A rercitizen natenal of the United Siates (See instuctions)

| Alawful permanent resident (Adisn Registration Number/USC1S Number):

|#] An alen awhorized to work until (expiration date, If applcable, mméddéeryy) ©

. Jome aliens may write "NiA" in this fiskd.
(See insfruchions)

For aliens suthoreed io work, prowide your Afen Registrabion NumbenUSCIE Number OR Form 1-94 Admission Nomber,
1. Aben Regeiratiorn NumbadLISCIS Number:

D A0 Bardode
R OO0 00000 @0 DD Do Mo Write i This Space
@ 2. Form 1-94 Admission Number — S

I you ablained your admission number fiem GEP in connection with your arrival in the United
States. include the following:

Foreign Passpor Numper; 00XX00000

Conriry of lesuance: © " CF

Some akens may wiite "NIA" onthe Foreign Passpord Number and Country of ssuance fields. (See insfroctions )

CZ) Signavra of Employas: '-}-I'I.‘I. Ra a —hacy

Dats fmmidafggsd: 06 /30,2013

Completing Section 1 of Form I-
9 for Students in Curricular
Practical Training

1. Student completes Section
1 and enters his or her 11-
digit Form 1-94/Form [-94A
number

2. Student signs and dates
the form




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
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mployer or

e | Completing Section 2 of Form
itz “Lisls of Acceniabie Docwiments” o the e pege of #¥5 form. For sech docowimal you mewvsew, recovd s folfowing dnformation. doclrmen fife.

sl oy vl o s ot ol Y ) -9 for Students in Curricular

®|Eiv»rﬂullmmhHrummlnd““lll-ihlmmhrimi: Tres, Michelle 3 ‘ ) i i
oR  ume AD i Practical Training
ity srd Employment Authorizadion i Employment Authorization

Documant Tita: Dacumant T tia: Documrant Trie
@ uﬁ;;‘mﬁwt Issuirg Aulherit Iasaing Aubority

nfmn-ow amamard Nimber omaent Namber 1. Enter the student’s name from

T-[ir_ﬁrrwmi Exrurabon Date (@ anylimavayyy Expiration Date (f any)immitetyyy) ' Section 1 at the top of Section 2

Cocumert e 2. Enter the student’s foreign

[=14

Ting Ry passport number, Form I-
94/Form 1-94A and Form [-20

|Espralion Date [ anplfmenididyyy)

e—— Do Not ee n Thi Space that specifies that you are his or
g Rty her approved employer as shown
Pcerttamees 3. Enter the date employment
[ooraosa0is began
Certification 4. Employer or authorized
m&“.?ﬁmmﬁﬂmlmﬂﬁiﬁmTﬂim nnm,:?r::;;m" &ﬁ"ﬁmm representative attests to
employee is autherized to work in the United States. p ] L.
The employee's first day of employment (mmfobyyyy): "5/ 2072005 (See instructions for exemptians.) phyS|CaIIy examining the
Signabare ol Employer or Autho Rmm% Diate (mmaoayeey Titha of Employer o Authonged Reprasartalive . . .

® imethiy Natdn |57/01/2013 | srore Manager | documents provided by signi
P vty |comes Bostore | and dating the signature an

@ im:p;w::r?::a:;ﬂmmam Acltes (Stroat Nuibar 6o Mame) T,Ei;z:vi_m f::n f-zi::? ‘ da.te fleldS

5. Enter the business name and
address
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Optional Practical Training (OPT) for F-1 Students— EAD

required

« OPT provides practical experience in an F-1 academic student’s
major area of study. An F-1 academic student may engage in OPT
while studying and may work up to 20 hours per week while school
IS in session and fulltime (20 or more hours per week) when school
IS not in session. After completing their course of study, students
also may engage in OPT for work experience. USCIS may
authorize an F-1 academic student to have up to 12 months of
OPT upon completion of his or her degree program. Some F-1
students may be eligible for an extension of their OPT, as
described below. The designated school official must update Form
I-20 to show that he or she has recommended OPT and to show
the date employment can begin OPT employment must be directly
related to the student’s field of study noted on Form I-20. The
student cannot begin OPT until USCIS has granted his or her
application for employment authorization.




INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
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Section 1. Employee Information and Attestation ([Emplayeas mirs! camplate a0 sign Saction 1 of Form L8 o s
tivan the first day of emplayment, bui nol before accepling & ob offer.)

Last hame [Famiy fNoma) First Name {zaivi Mawis) Middli bnicial (Ot hamies Lsied (i anp)

Louia Paul W N/A

Addrags [ Sireal Mombar and Nama) fpt Mumbar City or Town Siate fip Coda

123 Inivarsicy Screet E Coallageville MO 12345

Data of Bith (mmdidiyey) (U Secal Secwnty Mumbser | E-mail Addresa Telephone Munber
03/02/1594 [o 0 0-00][0 0 0 0]|pavllouistenail. com 1301} 765-4321

| am awaro that federal lww provides for imprisonmant andlor fines for false statoments or use of false dacumants in
cennection with the completion of this form,

1 attest, under penalty of parjury, that | am (check one of the following):
[] & citizen of the United Statss

[ ] A noncitizen national of the Uniled States (See instractions)

] & sl parmanent resident [Alien Fegistration MumbenISCIS Nurrkar):

[] £ aker autorized te werk until (24praten dae, if applicable, mmddiypyys D80 31 2005 nnn sl may weiks “MIAT in this feld,
(Sera nstrchions)

For afens autionized [0 wok, prowide oo Ahey) Regrsirayion NomDenWSCIS Nurmiky OR Form 1294 Acrrission Mumbsr,

1. Alien Registration NurbenUSCIS Numper:_ - = & 4 2 6 7 8 %
R 3-0 Barcade
n Da Wat Write in This Space

2. Form |-84 Admission Numbar:

It you obtanad your acmissien numbar from CBP in connection with your arrival in fhe Uniled
States. incude the fallowing:

Feresgn Pagspen Number:

Country of Issuance:

Soma abans may write "MA" on the Foraign Passport Mumiar and Country of lssuance fialds. (Soe insfruchions)

@ gignare ol Evplopes:. ogqul. W Lm-i.j Dote fmntdtyyyyl: 06/30/2013

Completing Section 1 of
Form I-9 for F-1
Nonimmigrant Students
with OPT

1. F-1 nonimmigrant
student completes
Section 1

2. Student signs and
dates the form
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ONO,

@

Section 2. Emplu:rar or .huﬂlori,md Representative Review and Verification

(Ermmoyera or it sulbar; st beter ord aige Seotior 2 withit J besitess days of T ermloyee s il day of enpiopemrant. Yoo
mmymexm“mrmmnmmammwmmm Lis! B and ofg documsl rom Lisi G 85 [sed or
she “Lists of Accepiable Documents™on ihe nest page of this fam. For esch document you review, record e follewing information. docorme K,
ISSLANG SRy, tocumasi fueThar, and expiebion dete. ¢ arr.)

Employee Last Hame, First Mame and Middle Iritlal from Section 11 [ oyls, Faul W

List A OR List B AND ListC

Idertity and Employment Authorization Identity Employmeni Asthorization
Diocumant Title Dacumant Title: Dozumant Titke:

E&D
I33usng Authonty. IssuEng Autharily EEuaing Auharity.

O3
Diocurmant Mumbar Doeumant Mumbsr: Dozumant Mumbaor
00000000 &
E spiaion Diate (I e {immtioiosmd: Eapiestion Dala (i seplmmidctpyl Expiration Daie (i anglfmovidgpy)
08/31/2015
Dioeurmant Title:
I3suiag Authonty.

Diccurnant Mumbar:
Expirction Date (F anvl frmidadoyl:

1.0 Barcode
Document Tile: Crr Mot Write In This Space
lsaiing Authonty:
Diocurmaent Mumbar:

° 90

Expiration Dale (i ey fremiday gy

Certification

| atiest, under penalty of perjury, that (1] | have examined the document(s) presented by the above-named employes, (2] the
above-listed document(s) appear to be genuine and to relate to the employes named, and () to the best of my knowledge the
employes iz authonzed o work in the United States.

The employes's first day of omploymant mmiddayyy) "5 70/ 2023 (Seo instructions for exomptions.)

Ttk of Employer o Aulhorzed Represenialive
Froject Managecr

Signaiure of Employer or Auto Repras Date (mimtlayyyrr)
E'hm.
iy Sy

PRAI020LT
Firss Mame (Given Name)
Hacdy Timothy Computer
Empioyars Business or Organization Addness [Sreel Numbsr aod Wame) Ch'
windowswille

Empicyer's Busness of Organizasom Name
Technolegy, Inc.

Stata Zip Coce
[l 123545

4%é Linux Avenuse

B W

Completing Section 2 of
Form [-9 for F-1
Nonimmigrant Students
with OPT

Enter the student’s name from
Section 1 at the top of Section 2
Enter the student’s Employment
Authorization Document (Form
[-766) as shown

Enter date employment began
Employer or authorized
representative attests to
physically examining the
documents provided by signing
and dating the signature and
date fields

Enter the business name a@
address
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F-1 OPT STEM Extension

 An F-1 academic student who received a bachelor’s, master’s, or
doctoral degree in science, technology, engineering, or mathematics
(STEM) may apply for a one-time 17-month extension of his or her OPT.
To qualify, a student must have completed a degree included in the DHS
STEM Designated Degree Program List found on ICE’s website at
http://www.ice.gov/sevis/stemlist.htm. You must be enrolled in E-Verify in
good standing and provide your E-Verify company identification number
to the student for the student to apply to USCIS for the STEM extension
using Form [-765, Application for Employment Authorization. ASTEM
student may change employers, but the new employer must be enrolled
in E-Verify before the student begins work for pay.

 If the student’'s Employment Authorization Document (Form 1-766)
expires while his or her STEM extension application is pending, he or
she is authorized to work until USCIS makes a decision on his or her
application, but not more than 180 days from the date the student’s initial @
OPT Employment Authorization Document (Form |-766) expires.



http://www.ice.gov/sevis/stemlist.htm

INSTRUCTIONS FOR NON-US CITIZEN EMPLOYEE
WITHOUT SSN —PRESENTING LIST A
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» The student’s expired Employment Authorization Document (Form |-
766), together with his or her Form 1-20 endorsed by the designated
school official recommending the STEM extension are acceptable proof
of identity and employment authorization for Form 1-9 purposes. Enter
these documents in Section 2 under List A of Form 1-9. You should
reverify employment authorization no later than 180 days from the
expiration date of the previous Employment Authorization Document
(Form [-766).
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H-1B Specialty Occupations

* U S businesses use the H-1B program to temporarily employ foreign workers
In a specialty occupation that requires theoretical or technical expertise in a
certain field, such as science, engineering or computer programming. As a
U.S. employer, you may submit a Form [-129, Petition for a Nonimmigrant
Worker, to USCIS for nonimmigrants who have certain skills, provided those
individuals meet established requirements. You must also include an
approved Form ETA 9035, Labor Certification Application, with Form [-129.

A newly hired employee with H-1B classification

« If USCIS approves your petition, you will receive Form [-797, Notice of
Approval, from USCIS, which indicates that the foreign worker has been
approved for H-1B status. Once your employee begins working for you, you
must complete a Form 1-9 for this employee.
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H-1B continuing employment with the same employer

For an H-1B worker to continue working for you beyond the expiration of his
or her current H-1B status, indicated by the expiration date on his or her
Form 1-94/Form 1-94A, you must request an extension of stay before his or
her H-1B status expires. Upon submitting a timely filed Form 1-129 petition
seeking an extension of the employee’s status to USCIS, the employee is
authorized to continue to work while the petition is being processed for a
period not to exceed 240 days, or until USCIS denies your petition,
whichever comes first. Write “240- Day Ext ” and enter the date you
submitted Form 1-129 to USCIS in comments section. You must reverify the
employee’s employment authorization in Section 3 once you receive a
decision on the H-1B petition or by the end of the 240-day period, whichever
comes first.

See Completing Form [-9 for Nonimmigrant Categories when Requesting
Extensions of Stay below.
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H-1B employees changing employers (porting)

Under the American Competitiveness Act in the Twenty- First Century (AC-
21), an H-1B employee who is changing employers within the H-1B program
may begin working for you as soon as you file a Form [-129 petition on his or
her behalf. To qualify for AC-21 benefits, the new petition must not be
frivolous and must have been filed prior to the expiration of the individual’s
period of authorized stay. You must complete a new Form 1-9 for this newly
hired employee An H-1B employee’s Form 1-94/Form 1-94A issued for
employment with the previous employer, along with his or her foreign
passport, would qualify as a List A document. You should write “AC-21" and
enter the date you submitted Form 1-129 to USCIS in comments section next
to Section 2 See Completing Form I-9 for Nonimmigrant Categories when
Requesting Extensions of Stay below. For more information about employing
H-1B workers, please visit www.USCIS.goV.



http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=b1151921c6898210VgnVCM100000082ca60aRCRD&vgnextchannel=b1151921c6898210VgnVCM100000082ca60aRCRD

INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITHOUT SSN

Electronic 1-94

U.S. Customs and Border Protection

Becuring America

Non US citizens who have entered

the US at an airport or sea port, will kil i i St
not be given a paper 1-94 form_ as s e
they have in the past. They will need ik O AT s
to access and print it from the Detait provided on Admissiont 34 form:
Customs and Border Protection C—— u
website, www.cbp.gov/i94 P——— .
Berth Date (MMODOYYYYE 01011550
Passport Number: P201221)

Passport Country of Issuance: Mexico
Date of Entry (MMDOYYYYE 04112012

Clans of Adms wont 01

Individuals can visit www.cbp.gov/194 to retrieve a copy of

their electronic Form 1-94



http://www.cbp.gov/i94

INSTRUCTIONS FOR NON-US CITIZEN
EMPLOYEE WITHOUT SSN — (CONTINUED)

o The employee must apply for a SSN through
Social Security Administration

« When the employee receives a Social Security Card,
1t must be presented to JHU Tax Office

o JHU Tax Office will enter SSN into the original I-9 in
Equifax and send the I-9 to E-Verify




INSTRUCTIONS FOR NON-US CITIZEN
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o Complete the agreement section

o Click “continue” Section 2 Employer Signature




E-VERIFICATION
@
@




E-Verification

o When the designated I-9 user completes Section 2 and the
employer’s signature of the Form I-9 on the Equifax I-9
Management system, the results of the e-verification process will
be posted, usually within seconds (may need to refresh screen)

NOTE: When “SSN Applied For” 1s selected, the  Form I-
9 will not be processed for E-Verification.

Payroll Shared Services will process for E-Verification when
the SSN 1s provided.

o An “initial result” appearing in the “Current Status” field will be
one of the following: “Photo Matching”, “Employment:
Authorized”, “Authorized + Optional”’, “DHS Verification in
Process”, “SSA Case Incomplete”, “DHS Case Incomplete”,
“Tentative Non-Confirmation” or “Error”.




INITIAL RESULT: PHOTO
MATCH STATUS
NEXT STEPS
@
D




PHOTO MATCH STATUS

o Employees who present an unexpired U.S. Passport or Passport Card,
an I-766 (Employment Authorization Document) or an 1-551
(Permanent Resident Card) will have a status returned of “Photo
Match” or “Photo Matching” if all other information matches SSA

and/or DHS.

e The I-9 user must scan a copy of the photo match documents listed
above and create a file that can be attached to the record.

1-94 #:
Alien Work Until Date:
Group: None

Previous Locations:

Location: Work location Baltimore/DC han ion

=

E-Verify

Origination Date:
Reason for Delay:

01/31/2011
Federal Contractor verifying an existing employee

7/1/2010 Qriginal I-9

FAR E-Verify Status: Covered —— E-Verify returns a
Current Status Date: 01/31/2011 of “Photo Matchin
Current Status: Photo Matching
[ History... | [ Photo Matching™ |
I-9 History 4 11
Hire/Entry  Type (dlick to view) E-Verify  Actions Click on “Attach

AP view History 10 Attach File

status

)9

e

~ile”




ATTACHING A DOCUMENT TO THE
EQUIFAX RECORD

o Click on the “Browse” button and select the type
of file.

o Enter the document name

o Save the file

Attach Document

Edit and confirm file information, then click Save. Select the image fie of the document to upload. The
image must be in one of the supported formats. The supported formats are PDF, TIF, GIF, IPG.

Mote: The maximum file size that can be uploaded is 1024 KB.

Upload I-9
£ File Information

Image file to attach: PDF

Search For Employees
(TIF, GIF, JPG, PDF)

Reports Select the image of the -9 to upload in a supported format (TIF, GIF, JPG, PDF).

Document Name: Fever_ Spring.doc

First Name: Spring
Middle Initial:
Last Name: Fever
SSN: X000 7777

Gic




MATCHING PHOTOS

o Click “Photo Match” button

o You must match the DOCUMENT photo with the E-verify photo. Do not
match the E-Verify photo to the employee. Hair color and length, weight,
facial hair, and eyeglasses may have all changed from the time the photo
was taken.

o Click the “Yes” radio button when
e The document photo and the E-Verify photo match

e When E-Verify is not able to provide a photograph

E-Verify Photo Matching

You MUST compare the photo below to the photo on the Form I-551 - Permanent Resident Card or U.S. Passport or
Alien Registration Receipt Card presented by the employee. Do NOT compare the photo below from E-
Verify to the employee directly.

Does the photo below match the photo on the Form 1-551 - Permanent Resident Card or U.S. Passport or Alien
Registration Receipt Card presented by the Employee?

() Yes. The photographs are the same.
(Z) No. The photographs are different.

IMPORTANT! Make sure your selection above is correct. Then, click the @

Continue button below to conifrm your response with E-Verify.

Click to Enlarge




RETAINING DOCUMENT COPY

o You will be reminded that the last part of the Photo Match
process involves scanning a copy of the document into the
employee’s Equifax file.

o Click “Continue” to move to the screens to Close the Case

f
Click to Enlarge

L IMPORTANT! You MUST retain a copy of the employee's Form I-551 - Permanent Resident Card or Alien i
Registration Receipt Card or U.S. Passport. To meet this Federal Government requirement

Scan the document and attach the image to the employee's electronic Form I-9 by clicking the
Attach File action in the I-9 History Section on the Employee Detail page

| Back || Continue | <€




COMPLETING A POSITIVE PHOTO MATCH

o E-Verify will return an “Employment Authorized”
status




CLOSING A CASE — EMPLOYEE EMPLOYED

o If the employee is currently employed click the Yes
radio button

Select Case Closure Option

E-Verify requires that you confirm that the employee is or is not currently ermployed before you can close
the case.

1. Select Yes or No to indicate if the employee is currently employed.
2. Select the closure option for this employee.
3. Click Close Case.

Is the employee currently employed?

() Yes - The employee IS currently employed.

() Mo - The employee IS NOT currently employed.

[ Back HClnseCasel




CLOSING A CASE

o When “Yes” is selected, the screen will display 3 options.

o The default option 1s “The employee continues to work after receiving an
Employment Authorized result”. If this is the correct response, click the
“Close Case” bar.

o Choosing option 2, “The case 1s invalid because another case with the
same data already exists may require a new I1-9 to be completed.

o Choosing option 3, “ The case is invalid because the data entered is
incorrect” will require a new I-9 to be processed.

Select Case Closure Option

E-Verify requires that you confirm that the employee is or is not currently employed before you can close
the case.

1. Select Yes or No to indicate if the employee is currently employed.
2. Select the closure option for this employee.

3] Click Close Case. Select the

Is the employee currently employed?

....... / correct Option

@ The employee continues to work after receiving an Employment Authorized result.
) The case is invalid because another case with the same data already exists.

Z) The case is invalid because the data entered is incorrect.

) Mo - The employee IS NOT currently employed. .
o - Click “Close
[ Back ] [ Closec‘ase] Case”




CLOSING A CASE — EMPLOYEE NOT
EMPLOYED

o If the employee 1s NOT currently employed, click the
“No” radio button.

Select Case Closure Option

E-Verify requires that you confirm that the employee is or is not currently employed before you can close
the case.

1. Select Yes or No to indicate f the employee is currently employed.
2. Select the closure option for this employee.
3. Click Close Case.

Is the employee currently employed?

) Yes - The employee IS currently employed.

) No - The employee IS NOT currently employed.

[ Back HClnseCasel




CLOSING A CASE — EMPLOYEE NOT
EMPLOYED

o When “No” 1s selected, the screen will expand to show 4
options.

o There 1s no “default” option when “No” 1s selected

o Select the appropriate option
o Click on “Close Case”

Is the employee currently employed?
) Yes - The employee IS currently employed.

9 No - The employee IS NOT currently employed.

— () The employee voluntarly quit working.

() The employee was terminated for reasons other than E-Verify.

Select the option _j

(”) The case is invalid because another case with the same data already exists.

| {2) The case is invalid because the data entered is incomect.

‘ Back HCIoseCase‘
\Click “Close Case”




NON-MATCHING PHOTOS

o The document photo and the E-Verify photo do
not match, select the “No” radio button.

E-Verify Photo Matching

You MUST compare the photo below to the photo on the Form I-551 - Permanent Resident Card or U.S. Passport or
Alien Registration Receipt Card presented by the employee. Do NOT compare the photo below from E-
Verify to the employee directly.

Does the photo below match the photo on the Form 1-551 - Permanent Resident Card or U.S. Passport or Alien
Registration Receipt Card presented by the Employee?

() Yes. The photographs are the same.
() No. The photographs are different. <€

IMPORTANT! Make sure your selection above is correct. Then, click the
Continue button below to conifrm your response with E-Verify.

Click to Enlarge




NON-MATCHING PHOTOS (CONTINUED)

o You will be reminded that the last part of the Photo Match
process involves scanning a copy of the document into the
employee’s Equifax file.

o Click “Continue”

i
Click to Enlarge

, IMPORTANT! You MUST retain a copy of the employee's Form I-551 - Permanent Resident Card or Alien !
Registration Receipt Card or U.S. Passport. To meet thisFederal Government requirement

Scan the document and attach the image to the employee's electronic Form I-9 by clicking the
Attach File action in the I-9 History Section on the Employee Detail page

| Back | | Continue |




E-VERIFY RESPONSE TO NON-MATCHING
PHOTOS

o E-Verify will return a “Tentative Non Confirmation”
status.

o Attach the document copy to the electronic I-9




ATTACHING A DOCUMENT TO THE
EQUIFAX RECORD

o Click on the “Browse” button and select the type
of file.

o Enter the document name

o Save the file

Attach Document

Edit and confirm file information, then click Save. Select the image fie of the document to upload. The
image must be in one of the supported formats. The supported formats are PDF, TIF, GIF, IPG.

Mote: The maximum file size that can be uploaded is 1024 KB.

Upload I-9
£ File Information

Image file to attach: PDF

Search For Employees
(TIF, GIF, JPG, PDF)

Reports Select the image of the -9 to upload in a supported format (TIF, GIF, JPG, PDF).

Document Name: Fever_ Spring.doc

First Name: Spring
Middle Initial:
Last Name: Fever
SSN: X000 7777

Gic




RETAINING DOCUMENT COPY

Follow the Tentative Non Confirmation Process (see slide 69)
An employee will have 8 business days to contact DHS
Monitor the Equifax system for updated status.

Click “Continue”

O O O O

"]

f
Click to Enlarge

IMPORTANT! You MUST retain a copy of the employee's Form I-551 - Permanent Resident Card or Alien
Registration Receipt Card or U.S. Passport. To meet this Federal Government requirement

Scan the document and attach the image to the employee's electronic Form I-9 by clicking the
Attach File action in the I-9 History Section on the Employee Detail page

[ Back | [ Continue | <€




UPLOADING A DOCUMENT COPY TO E-
VERIFY (CONTINUED)

o Follow the Tentative Non Confirmation process for an employee
contesting the Tentative Non Confirmation

--Verify employees information
--Print the Notice and give it to the employee
o Uploading the document to E-Verify is the third step

DHS Referral - Case Number: 101115180834044

. Upfoag —

Make a digital copy of the employee’s photo document and save it to your computer. For example, you
may choose to scan or take 3 digitzl photo of the document.

Use the Browse button to select the fie. Files must in 2 supported format (TIF, GIF, JPG).
MNote: The maximum file size that can be uploaded is 1536 KB.

Image file to send with Referral: |

| Browse... |

(TIF, GIF, JPG)

[ Back ][ Cancel ][ Continue]

Upload

1. Scan and save document to your computer

2. Use the drop down to select an image file
3. Click "Continue™




INTIAL RESULT:
EMPLOYMENT AUTHORIZED
9 NEXT STEPS
®




EMPLOYMENT AUTHORIZED

o When an Employment Authorized response is
returned, the I-9 User will need to accept that
response by “Closing the Case”.

o Indicate either “Yes” the employee 1s currently
employed, or “No” the employee is not currently
employed

E-Verify History — Case Number: 101021150106182>

Initial Verification (10/21/2010)
Name: One AlienTest
Social security #: XXX-XX-3503
Birth date: 01/01/1950
Employment date: 08/20/2009
Work Status: An alien authorized to work
Alien #:
I-94 #: 25846966315
Passport #:
Visa #=:
Document Type: Driver's License or ID Card Issued by State or Possession with Photo
Document #:
Document Expiration Date:
Initiated By: E-Verify Windows Service
E-Verify Company ID Number: 11457
Reason for Delay: Operational or tec hnical issue encountere d.
FAR E-Verify Status: Covered
Return Name: One AlenTest
Status:

Select Case Closure Option

E-Verify reqguires that you confirm that the employee is or is not employed at this time before you can
close the case.

Is the employee currently employed?
© Yes - The employee IS currently employed.QClick on appropriate
O No - The employee IS NOT currently employed. Radio Button

[ Back ] [ Close Case ]




EMPLOYMENT AUTHORIZED (CONTINUED)

o If the status is “employment authorized”, clicking the
YES radio button expands the page to show the
availlable closure options, and defaults the next radio
button to “The employee continues to work after
receiving an Employment Authorized result”.

Select Case Closure Option

E-Verify requires that you confirm that the employee s or is not employed at this time before you can
close the case.

Is the employee currently employed?
® Yes - The employee IS currently employed.

O The case is invalid because another case with the same data already exists.
O The case is invalid because the data entered is incorrect.

O No - The employee IS NOT currently employed. 5
Click "Close Case"

[ Back I[CbseCase]




EMPLOYMENT AUTHORIZED (CONTINUED)

o Additional options

“The case 1s invalid because another case with the same data
already exists” option could be used if the I-9 user finds that
another I-9 has already been completed and e-verified for the
same time period.

“The case 1s invalid because the data entered i1s incorrect”
option might be used if some information that is not part of
the e-verification process is incorrect such as an employee’s
address or driver’s license number. **

**IT IS VERY IMPORTANT TO NOTE THAT CLOSING
THE CASE FOR ONE OF THESE REASONS REQUIRES
THAT A NEW I-9 BE COMPLETED AND E-VERIFIED.




EMPLOYMENT AUTHORIZED (CONTINUED)

o If the status is “employment authorized”, clicking the “No-
The employee IS NOT currently employed” response will
produce the following options.

Select Case Closure Option

E-Verify requires that you confirm that the employee is or is not employed at this time before you can
close the case.

1. Select Yes or No to indicate if the employee & current employed.
2. Select the closure option for this employee.
3. Click Close Case.

Is the employee currently employed?

O Yes - The employee IS currently employed. 1 Determine the appropriate

® No - The employee IS NOT currently employed. response

O The employee voluntarily quit working.

O The employee was terminated for reasons other than E-Verify.

O The case is invalid because another case with the same data already exists.
O The case is invalid because the data entered is incorrect.

2. Click "Close Case"
[ Back ][Cbse Case]




EMPLOYMENT AUTHORIZED (CONTINUED)

o Options

e “The employee voluntarily quit working” option may be needed if
a non-U.S. Citizen had not received a Social Security Number
before their assignment ended or where a job assignment was only
for 1 or 2 days.

 “The employee was terminated for reasons other than E-Verify”
option would be used when JHU terminated the employee for
cause.

e “The case 1s invalid because another case with the same data
already exists” option could be used if the I-9 user finds that
another I-9 has already been completed and e-verified for the
same time period.

e “The case 1s invalid because the data entered is incorrect” option
might be used if some information that is not part of the e-
verification process is incorrect such as an employee’s address or
driver’s license number.




INTITAL RESULT: ERROR
NEXT STEPS
O
o




ERROR

o Current Status: An error has occurred

o When E-Verify returns a status indicating that there is an
error 1n the data, the option of “the case 1s invalid because
the data entered 1s incorrect” must be selected and click
“Close Case”. A new I-9 must be completed and
submitted to E-Verify.

Select Case Closure Option

E-Verfy requres that you confirm that the employee & or & not employed at this tme before you can
chose the case,

Is the employee currently employed?
® Yes - The employee IS currently employed.

v

O The employee continues to work after receiving an Employment authorized result
O The case s nvald because another case with the same data akeady exists.

The case & nvald because the data entered s ncorrect, Choose

A/ Click "Close Case"
[ Back | [(cose case

O No - The employee IS NOT currently employed.




INTIAL RESULT:
AUTHORIZED + OPTIONAL
NEXT STEPS
O
®




AUTHORIZED + OPTIONAL

o When a response of “Authorized + Optional” is
received, JHU will consider the employee authorized
to work. To complete the E-verify process, the user
will need to access the employee’s information, choose
the “Close Case” button.

E-Verify

Origination Date;
Reason for Delay:
FAR E-Verify Status:
Current Status Date:
Current Status:

11/11/2010

Initial query submitted on time.
Covered

11/11/2010

Employment Authorized with additional verification that can be
requested by the employer.

‘ History... | | Additional Verfication | | Close Case




INTIAL RESULT:
SSA OR DHS CASE INCOMPLETE
NEXT STEPS
O
®




SSA CASE INCOMPLETE

E-Verify
Current Status: SSA Case Incomplete
This E-Verify case is currently open and requires further action. Click view case details to

O When E -Verify returns the review the case and take the appropriate action.

Name: Alpha One

status of SSA Case o 0758
Birth Date: 01/01/1951

Incomplete, click the Addres: 11432 L

St. Louis, MO 63146

ReVieW/Edit Case button to Employment Date: 10/14/2010

Termination Date:
Work Status: A Citizen of the United States

review the data submitted to E- len #:

1-94 #

Verify, confirm it is accurate — “"™* e remoe

Group: Mone

and edj.t if necessary. Location: 5t. Charles twChanae Location

Previous Locations:
EE's Current Visa:
Audit Report: View/Download

Section 3 New I-9 Send to E-Verif

Origination Date: 10/14/2010

Reason for Delay: Initial query submitted on time.
F E-Verify Status: Covered

Current tus Date: 10/14/2010

1 5SA Case Incomplete
[ History... ] [ Review/Edit Case ][ Close Case @




o Review the data entered

SSA CASE INCOMPLETE (CONTINUED)

E-Verify History - Case Number: 201028717275221

Initial Verification (10/14/2010)
Name:

Sodal security #:

Birth date:

Employment date:

Work Status:

Alien #:

1-94 #:

Passport #:

Visa #:

Document Type:

Document #:

Document Expiration Date:
Initiated By:

E-Verify Company ID Number:
Reason for Delay:

FAR E-Verify Status:

Return Name:

Status:

and make any necessary
corrections. Click Continue

to submit the information to
E-Verify.

Alpha One

OX-K-6788

01/01/1951

10/14/2010

A Citizen of the United States

195111111

U.5. Passport or U.S. Passport Card
John Smith

11457

Initial query submitted on time.

Covered

SSA Case Incomplete

SSA Case Incomplete

Check Information

The information below is on the employee?s Form I-9. Check with the employee to confirm that the

information is correct.

If this information is correct, click Continue.
If this information is not correct, enter the correct inforrmation and click Continue.

Last Name: First Name: Middle Initial:  Maiden Name:

o | [aone I
SSN: Date of Birth:

(123456788 | [01/01/1951 | pwmvadigyn)

[ Back H Continue




SSA CASE INCOMPLETE (CONTINUED)

o If the employer/employee believe the information to be
correct, then the I-9 user should click the “continue”

button. A status of “SSA TNC” will be returned and the
user will need to follow the TNC process.

o If there 1s an error in the information, the I-9 user should
make the correction before clicking “continue”. If, with the
corrected data, all of the information matches, SSA will
return “Employment Authorized” , or “Photo Match” status,
and the user would proceed to complete the case as directed
on slides 149 and 165.




DHS CASE INCOMPLETE

E-Verify
Current Status: SSA Case Incomplete
This E-Verify case is currently open and requires further action. Click view case details to

O When E -Verify returns the review the case and take the appropriate action.

Name: Alpha One

status of DHS Case o 0758
Birth Date: 01/01/1951

Incomplete, click the Addres: 11432 L

St. Louis, MO 63146

ReVieW/Edit Case button to Employment Date: 10/14/2010

Termination Date:
Work Status: A Citizen of the United States

review the data submitted to E- len #:

1-94 #

Verify, confirm it is accurate — “"™* e remoe

Group: Mone

and edj.t if necessary. Location: 5t. Charles twChanae Location

Previous Locations:
EE's Current Visa:
Audit Report: View/Download

Section 3 New I-9 Send to E-Verif

Origination Date: 10/14/2010

Reason for Delay: Initial query submitted on time.
F E-Verify Status: Covered

Current tus Date: 10/14/2010

1 5SA Case Incomplete
[ History... ] [ Review/Edit Case ][ Close Case @




DHS CASE INCOMPLETE

Review the data entered and
make any necessary
corrections. Click Continue to

submit the information to
E-Verify.

Initial Verification (10/08/2010)

Visa #:
Document Type:

Document #:

Document Expiration Date:
Initiated By:

E-Verify Company ID Number:
Reason for Delay:

FAR E-Verify Status:

Return Name:

Status:

Name:

Social security #:
Birth date:
Employment date:
Work Status:
Alien #:

1-94 #:

Passport #:

E-Verify History - Case Number: 20102281113153NL

Charlie Three

XO-XK-6789

03/03/1973

10/08/2010

An alien authorized to work
197333333

Form I-766 - Employment Authorization Document that contains 3
photograph

ABC1234567890

03/03/2013

John Smith

11457

Initial query submitted on time.
Covered

DHS Case Incomplete

DHS Case Incomplete

Check Information

The information below is on the employee?s Form I-9. Check with the employee to confirm that the

information is correct.

If this information is correct, click Continue.
If this information is not correct, enter the correct information and click Continue.

Alien Number:
Document Number:

197333333
ABC1234567690

[ Back H Continue




DHS CASE INCOMPLETE
(CONTINUED)

Review the data entered and
make any necessary
corrections. Click Continue to
submit the information to

E-Verify.

DHS Case Incomplete

Check Information

The information below is on the employee's Form I-9. Check with the employee to confirm that the
information is correct.

If this information is correct, click Continue.
If this information is not correct, enter the correct information and dick Continue.

1-94 Number: 15059561111
Passport Number: OWP9611111

Back ] l Continue




SSA OR DHS INCOMPLETE STATUS
UPDATE

O After the SSA or DHS Select one or more search criteria below to search for employees.

Case Incomplete

. First Name: Last Name: SSN: Type of I-9:
status, the case 1s to | | | | [1234s6788 | [EVerfylssues v
be updated by E- |emup: | ‘Lo-cation: |
. (Al v (Al 4
Verify to one of the
f 11 . t t . Date Range: (mm/tdinyy) Include:
0 OWlng statuses. Start Date [¥] Active Employees  [] Terminated Employees
® Employment  |EndDate Current. Location Only
Authorized
) SSA or DHS Search Results: E-Verify Issues
Tentative Non_ E{%ﬁzﬂ&.&:ﬂompm. P=Pending, R=Reverification, 5=55N Applied For, M=Miszing, |=Invalid, F=E-Verfy wio |-3 [Red=Problem,
3 . Type  Name Location SSN Employment E-Verffy Status
Conflrmatlon E One, Alpha St. Charles 6788  |10/14/2010 554 Incomplete
) Photo MatCh Showing 1-1 of 1




SSA or DHS CASE INCOMPLETE —
UPDATING THE I-9

o Information will only be updated in the E-Verify
system, not on the I-9 itself. The following corrections
can be made by updating section 3 of the existing I-9.

o Employee’s name
o SSN

o Document number

o A new I-9 must be processed to correct:
o Birth date

o Alien number

o You must close the case on the original I-9




SSA or DHS CASE INCOMPLETE —
UPDATING THE I-9 (CONTINUED)

o Correcting Employee Name

Updating and Reverification

Enter new name, SSN, or select a document.

Name: John Hopkins
Address: 600 M. tiolfe St

" Balimore, MD 21231 1. Enter Corrected Name
Birth Date: 9/2/1993 /
Last Name: First Name: Middle Initial:
" Hopkins | | Johns | | |
Social Security #:
| | CJEdit SSN
[ Mark SSN s bad 2. Click Continue
List A and C Documents: /

|

4

/
[ Cancel J [ Continue J(

Famusimbab AN TANY Cavanembinm Al Niakbs Mammeiad




SSA or DHS CASE INCOMPLETE —
UPDATING THE I-9 (CONTINUED)

o Correcting SSN

S h =
Address: 600 N. Wolfe St.
Baltimore, MD 21231

Birth Date: 9/2/13993

Last Name: First Name: Middle Initial:
I Hopkins | [ Johns | [ ]
Social Security #:
[S5=seonat | Cltiare o oom———— Check "Edit SSN" box
[L’st A and C Documents: I
[ Cancel ] [ Continue J
Social Security #:
] Edie SSN 2. Enter corrected SSN
[ Mark SSN as bad
& n - 1]
List A and C Documents: 3. Click "Continue

/ v

Cancel Continue




SSA or DHS CASE INCOMPLETE —
UPDATING THE I-9 (CONTINUED)

o Correcting Document Number

19 eXpress- Lt

Judith B Harvey
Home B3 Privacy Policy B3 Help B Logout B

Johns Hopkins University
m Updating and Reverification
m Enter new name, SSN, or select 3 document.
Sidnae
Birth Date: 9/2/1993
_ Last Name: First Name: Middle Initial:

Reports I
| | |
(e | Sodial Security #: From the drop down list, select
e B;d“:s” ” the document that should be
ark SSN as bas corrected

List A and C Documents:

U.S. Passport or U.S. Passport Card

Voter's Registration Card with Photo

Social Security Account Number Card Authorized for Employment
Terms and Conditions Form FS-545 - Certification of Birth Abroad from Dept. of State ration, All Rights Reserved
Form DS-1350 - Certification of Report of Birth from Dept. of State

Original Birth Certificate or Certified Copy with Official Seal

Native American Tribal Document

Form |-197 - U.S. Citizen ID Card

Bare Form I-178 - ID Card for Use of Resident Citizen in the U.S.

Receintfor lost stolen or damaaed Social Securitv Account Number Card

€ Internet #100% ~




SSA or DHS CASE INCOMPLETE —
UPDATING THE I-9 (CONTINUED)

o Correcting Document Number

List A and C Documents:
U.S. Passportor U.S. Passport Card v

Cancel Continue Click "Continue"

List A document - U.S. Passport or U.S. Passport Card

Issuing Authority:
USA

Passport #:

l Enter the correct document
number

Expiration Date (mm/dd/yyyy):

Click "Continue"

Back Cancel ] [ Continue




SSA or DHS INCOMPLETE

o Once corrections are made, one of the following statuses
will be returned.

--Photo Match. If the corrections provided the SSA or DHS
with the correct information, and a U.S. Passport, I-766, or
an [-551 were presented as the document, then a status of
“Photo Match” will be returned. Follow the Photo Match
process beginning on slide 149.

--Employment Authorized. If the corrections provided the
SSA or DHS with the correct information, and documents
other than those listed above were presented.

--TNC. If the corrections provided still do not match either
the SSA or DHS database follow the TNC process
beginning on slide 189.




INITIAL RESULT:
TENTATIVE NON-
- CONFIRMATION
o




TENTATIVE NON-CONFIRMATION (TNC) AND
FINAL NON-CONFIRMATION (FNC) PROCEDURES

o If after completing and submitting Section 2 of the
Form I-9 to Equifax I-9 Management , the
determination 1s “Tentative Non-Confirmation”, there
will be information indicating whether the data does
not agree with the Social Security Administration

(SSA) or Department of Homeland Security (DHS)
database information.




How TO “CONTEST” A TENTATIVE NON-

CONFIRMATION

Print and explain to the
employee the “Further
Action Notice (FAN)”

Ask the employee if
he/she wishes to “Contest”
or “Not Contest” the
findings

Click on the appropriate
button

E-Verify
Origination Date:
Reason for Delay:
FAR E-Verify Status:
Current Status Date:
Current Status:

Photo Matching Document:
ACTION REQUIRED!

02/07/2014

Federal Contractor verifying an exsting employee.
Covered

02/07/2014

SSA Tentative Nonconfirmation.

N/A

The SAMPLE Further Action Notices on this page are for INFORMATIONAL PURPOSES ONLY. They are
only prowded to help the employee decde to Contest or Not Contest the E-Verify results. When the
employee makes ther decision you MUST click on the appropriate button below. After cicking the
approprate button you MUST follow the steps kisted on the E-Verify History page to actually refer the
emoloyee to SSA or DHS to close this E-Verify Tentative Nonconfimation case. You MUST print the
ACTUAL E-verify documents on the E-Verify History page and provide copies to the employee.

E-Verify Further Action Notices have been translated into several languages and are available via I-9

Management Help.

View k A Further A n N
w } A F r N i
| History... ] [ Contest I l Not Contest l [ close case l




HOwW TO “CONTEST” A TENTATIVE NON-
CONFIRMATION (CONTINUED)

o Check the information and click “Continue”

Verify Case Information
Verfy case nformation below and cick Continue.

Initial Verification (11/15/2010)
Name: Charle Three
Social Security #: X0 XX-6789
Birth Date: 03/03/1973
Employment Date: 10/18/2010
Work Status: An aben authorzed to work
Alien #: 197333333
194 »:
Passport #:
Visa #:
Document Type: Form I-766 - Employment Authorzation Document that contans a
photograph

Document #: ABC1234567890
Document Expiration Date: 02/03/2013
Initiated By: Troy Hupp
E-Verify Company 1D Number: 63708
Reason for Delay: Federal Contractor verfyng an existing emplyee,
FAR E-Verify Status: Covered
Return Name:

Status: © _S"SA:_:I'_ent_atg_yg_l}lon_C_o_nf_l:qnatlon

| cancel J|[ contnue |




HOwW TO “CONTEST” A TENTATIVE NON-
CONFIRMATION (CONTINUED)

o The I-9 User must review the FAN with the employee. (see slides
194 and 195)

o The employee must indicate whether he/she chooses to contest or
not contest the information.

SSA Referral - Case Number: 140207130636839

@ Demo Employer is a demo employer.

@ Print Notice

Print & Give to Employee
1. Print the SSA Further Action Notice (FAN).

2. Review the SSA FAN privately with the employee. - Notice
:
3. Confirm you have given the employee a printed copy of T—
the signed SSA FAN. o= ————“‘*]
(1 7have notified the employee and gwven them a ] — |
printed copy of the signed SSA FAN. . pe—
4. After these steps are complete, click the Continue SSA Further Action Notice (English)
button below. SSA Fucther Action Notice (Ezpaniol)

S. E-Verify Further Action Notices have been translated into
several anguages and are avafable via I-9 Management
Help.

6. I authorze my electronic signature to be apphked to this E-
Verify document being provided to the employee.




EMPLOYEE INSTRUCTIONS SSA FAN

1. Review this Further Action Notice in private with the employee as soon as possible.

IMPORTANT: If the employee does not speak English as his or her primary language or has a limited
ability to read or understand the English language, also provide the employee with a translated version
of this Further Action Notice. Translated versions are available in the I Help Menuw-FAN Translations inthe 19
MeagenertSystem . If the employee cannot read this document for some other reason, provide the
information in an alternative format.

2. Check that all of the information at the top of this Further Action Notice is correct. If this information is

incorrect, close this case in E-Verify and create a new case with the correct information.

3. Ask the employee to indicate whether he or she will contest the SSA Tentative Nonconfirmation (SSA
TNC) by signing and dating Page 2 of this Further Action Notice, and then sign and date below as the
employer.

4. Give the employee a copy of the signed Further Action Notice in English (and a translated version, if
appropriate) and attach the original to the employee’s Form [-9.

5. Log in to E-Verify and search for this case using the information above. Follow the instructions in
E-Verify to refer the case to SSA if the employee contests the TNC, or close the case if the employee
does not contest the SSA TNC. If the employee chooses not to contest the SSA TNC, you may
terminate his or her employment and close the case in E-Verify.

IMPORTANT: If the employee contests the SSA TNC, refer the case to SSA, print the Referral Date

Confirmation from E-Verify, provide it to the employee, and instruct the employee to visit SSA within 8
Federal Government working days as specified in the Referral Date Confirmation.



EMPLOYEE INSTRUCTIONS DHS FAN

1. Review this Further Action Notice in private with the employee as soon as possible.

IMPORTANT: If the employee does not speak English as his or her primary language or has a limited
ability to read or understand the English language, also provide the employee with a translated version
of this Further Action Notice. Translated versions are available in the 16 Help MenuFAN Translations in the -9
Maragemert System If the employee cannot read this document for some other reason, provide the
information in an alternative format.

2. Check that all of the information at the top of this Further Action Notice is correct. If this information is

incorrect, close this case in E-Verify and create a new case with the correct information.

3. Ask the employee to indicate whether he or she will contest the SSA Tentative Nonconfirmation (SSA
TNC) by signing and dating Page 2 of this Further Action Notice, and then sign and date below as the
employer.

4. Give the employee a copy of the signed Further Action Notice in English (and a translated version, if
appropriate) and attach the original to the employee’s Form 1-9.

5. Log in to E-Verify Issues and search for this case using the information above. Follow the instructions to refer
the case to DHS if the employee contests the TNC, or close the case if the employee does not contest the DHS
TNC. If the employee chooses not to contest the DHS TNC contact your divisional HR office before proceeding.
IMPORTANT: If the employee contests the DHS TNC, refer the case to DHS, print the Referral Date
Confirmation, provide it to the employee, and instruct the employee to contact DHS within 8 Federal Government
working days as specified in the Referral Date Confirmation.

For Photo Mismatch ONLY
Complete this Further Action Notice and send a copy of it with a copy of the employee’s photo
document to DHS. Attach and submit a digital copy of the photo document. @




How TO “CONTEST” A TENTATIVE NON-
CONFIRMATION (CONTINUED)

o Print Further Action Notice (FAN)

eferval Case: Nu ber: 140207 130636839

@ Demo Employer is a demo employer.

Print
- Confim
Print & Give to Employee
This employee was referred to SSA on 2/7/2014. The employee must

visit a SSA field office within 8 Federal government workdays. To Confi
complete the referral process follow the steps below. ontian
1. Prnt the SSA Referral Date Confrmation.
2 Review the SSA Referral Date Confirmation privately with the
= employee.
3. Give the employee the signed SSA Referral Date Confirmation. The mmmmm
employee will need to take the letter to a SSA field office. (Engt=h)
SSA Referral Date Confiemation
4. Confum you have given the employee a printed copy of the signed (Espanol

SSA Referral Date Confirmation.

[ £ lave gwern the employee o printed copy of the swoned
SSA Relerral Date Conmwrration.

S. After these steps are complete, cick the Complete button below.

6. E-Verify Referral Date Confirmations have been transiated into
several anguages and are avallable via 1I-9 Management Help.

7> I authorze my electronic signature to be apphed to this E-Verify

document being provided to the enmployee.




HOwW TO “CONTEST” A TENTATIVE NON-
CONFIRMATION (CONTINUED)

o Complete TNC Process

DHS Referral - Case Number: 101115180834044

& You have successfully referred this employee to DHS.

[ Return to Employee Detai Page H__

S

You will be prompted to "Return to Employee Detail Page"

E-Verify
Origination Date: 11/15/2010
Reason for Delay: Operational or technical ssue encountered.
FAR E-Verify Status: Covered
Current Status Date: 11/15/2010

Current Status: Employee referred to DHS. A new status Is

displayed

[ History... ] [ Close Case ]




HOwW TO “CONTEST” A TENTATIVE NON-
CONFIRMATION (CONTINUED)

o To go back, DO NOT use the browser “Back”
button, click on the “Back” button on the page




FURTHER ACTION NOTICE AND REFERRAL
DATE CONFIRMATION — SSA TNC

o Further Action Notice — SSA TNC
o Referral Date Confirmation — SSA TNC



http://www.uscis.gov/sites/default/files/USCIS/Verification/E-Verify/E-Verify_Native_Documents/FurtherActionNotice/English/SSA_Further_Action_Notice_English.pdf
http://www.uscis.gov/sites/default/files/USCIS/Verification/E-Verify/E-Verify_Native_Documents/FurtherActionNotice/English/SSA_Referral_Date_Confirmation_English.pdf

FURTHER ACTION NOTICE AND REFERRAL
DATE CONFIRMATION — DHS TNC

o Further Action Notice — DHS TNC
o Referral Date Confirmation — DHS TINC



http://www.uscis.gov/sites/default/files/USCIS/Verification/E-Verify/E-Verify_Native_Documents/FurtherActionNotice/English/DHS_Further_Action_Notice_English.pdf
http://www.uscis.gov/sites/default/files/USCIS/Verification/E-Verify/E-Verify_Native_Documents/FurtherActionNotice/English/DHS_Referral_Date_Confirmation_English.pdf

How TO “NOT-CONTEST”
NON-CONFIRMATION

Print and explain to the
employee the “Further
Action Notice (FAN)”

A TENTATIVE

E-Verify
Origination Date:

The employee elects not Resison for Detevt

to contest the findings e A

Current Status:

02/07/2014

Federal Contractor verifying an exsting employee.
Covered

02/07/2014

SSA Tentative Nonconfrmation.

Photo Matching Document: N/A
Click on the “Not Contest” ACTION REQUIRED!
button The SAMPLE Further Action Notices on this page are for INFORMATIONAL PURPOSES ONLY. They are

only prowded to help the employee decde to Contest or Not Contest the E-Verify results. When the
employee makes their decsion you MUST click on the appropriate button below. After cicking the
approprate button you MUST follow the steps kisted on the E-Verify History page to actually refer the
emoloyee to SSA or DHS to close this E-Verify Tentative Nonconfirmation case. You MUST print the
ACTUAL E-verfy documents on the E-Verify History page and provide copies to the employee.

E-Verffy Further Action Notices have been translated into several languages and are available via I-9

Management Help.

View Sampie SSA Further Action Notice
View Sample SSA Further Action Notice (Espafiol)

I History... l [ Contest I l Not Contest l | close case I




NOT-CONTEST TENTATIVE NON-
CONFIRMATION IN I-9 MANAGEMENT
(CONTINUED)

1.

In the event the employee selects “Not Contested”, STOP,

do not proceed by clicking any of the options to resolve the

case. Return to Main Menu.

Contact your Divisional Human Resources office. There
will be consultation with the hiring manager, General
Counsel’s staff, Human Resources staff and, if the
employee 1s a faculty member, the appropriate academic
officer.

Following the consultation, a decision will be made
regarding the employee’s status.

The pending Form I-9 will be completed / finalized by the
Divisional HR Office. The Divisional HR Office will
contact the hiring department with payroll instructions, if
necessary.




“NO-SHOW”

1.

In the event an employee selects to contest a TNC, but
fails to contact the appropriate agency (SSA or DHS)
within the designated time, the E-verification
determination will be “no show”.

If the determination 1s “no show”, STOP, do not proceed
by clicking any of the options to resolve the case. Return
to Main Menu.

Contact the appropriate Divisional Human Resources
Office. There will be consultation with the hiring
manager, General Counsel staff, Human Resources staff,
and, if the employee 1s a faculty member, the appropriate
academic office.

Following the consultation, a decision will be made
regarding the employee’s status.

The Form I-9 will be completed by the Divisional Human
Resources staff and the staff will notify the hiring
manager regarding payroll instructions if necessary.




FINAL NON-CONFIRMATION IN I-9
EXPRESS

1. In the event the E-verification determination i1s “Final
Non-Confirmation”, STOP, do not proceed by clicking any
of the options to resolve the case. Return to Main Menu.

2. Contact your Divisional Human Resources office. There
will be consultation with the hiring manager, General
Counsel’s staff, Human Resources staff, and, if the
employee 1s a faculty member, the appropriate academic
officer.

3. Following the consultation, a decision will be made
regarding the employee’s status.

4. The pending Form I-9 will be completed / finalized by the
Divisional HR Office. The Divisional HR Office will
contact the hiring department with payroll instructions, if
necessary. @




STUDENT EMPLOYMENT
o SERVICES (SES)
()




STUDENT EMPLOYMENT SERVICES (SES)
HOMEWOOD

o Students ~ U.S. Citizens

e SES will instruct Hiring Departments to inform student(s) to complete Section 1
prior to visiting SES.

o SES staff will complete Section 2.

e Upon completion of Section 2, SES will provide the student with an internal
form to present to the hiring department confirming Form I-9 completion.

o Ifthereis a Tentative Non-Confirmation for SSA or DHS, refer to the
instructions in the section U.S. Citizens Notification of Eligibility to Work.

o Students — International Students or Legal Permanent Residents

e International & LPR who already have a social security number can complete
Section 1 prior to visiting SES and complete section 2 with SES
staff. International students that DO NOT have a permanent social security
number should schedule an appointment to complete BOTH section 1 & 2 @
SES.




STUDENT EMPLOYMENT SERVICES (SES)
HOMEWOOD (CONTINUED)

o In the event of “Not Contest”, “Contest No-Show”, or
“Final Non-Confirmation”, SES will notify the student
and hiring department; employment will be
suspended pending final determination. A
consultation will take place between SES, the hiring
manager and General Counsel to make a
determination regarding the student’s employment
status.

o If, after consultation, it is determined that the
student employee 1s to be terminated, the hiring
department is required to notify the student. SES
will proceed with resolving the case in Equifax. @




I-9 AND E-VERIFICATION
PROCEDURES FOR EMPLOYEES
WORKING OUTSIDE OF THE
@ U.S.
D




I-9 AND E-VERIFICATION PROCEDURES FOR
EMPLOYEES WORKING OUTSIDE OF THE U.S.

o All new employees and current employees hired after November 6,
1986 paid from a federal contract must complete a Form I-9 and be e-
verified. These procedures apply to employees working in the United
States, including the 50 states, the District of Columbia, Guam,
Puerto Rico, and the U.S. Virgin Islands.

o In order to be in compliance with federal regulations and to meet the
business needs of the Johns Hopkins University, the following
procedures are being introduced:

1. New employees who are processed for employment (on-boarding) in the
United States prior to traveling to the work location are required to
complete the Form I-9 and be e-verified. The processes can be completed
when the job offer i1s accepted. However, the Form I-9 and e-verification
?ust be completed within three (3) business days of the first day of work

or pay.

2. New employees who are processed for employment (on-boarding) outside
of the United States (see above for locations that are included in the
United States) do not have to complete the I-9 and be e-verified. It is
also true for current employees who were hired after November 6, 1986;
paid from a federal contract and work outside the United States.
However, if the employee returns to the United States to work, even if
for one day, the Form I-9 must be completed within three (3) business
days and the employee must be e-verified.




PROCESSING THE FORM I-9 AND E-
VERIFICATION AT REMOTE LOCATIONS

o Instructions to Emplovee Completing the Form I-
9 at a Remote Location

o Instructions for the Notary Public



http://hrnt.jhu.edu/policies/form_i_9_e_verify.cfm
http://hrnt.jhu.edu/policies/form_i_9_e_verify.cfm

APPENDIX - POSTERS

o E-Verify Participation Poster (English)
o E-Verify Participation Poster (Spanish)
o Right to Work Poster (English)
o Right to Work Poster (Spanish)



http://www.uscis.gov/USCIS/Controlled Vocabulary/Native Documents/E-Verify/E-Verify_Poster_V08-08_Standard_English.pdf
http://www.uscis.gov/USCIS/E-Verify/EverifyPosterSpanish1.pdf
http://www.uscis.gov/USCIS/Verification/E-Verify/E-Verify_Native_Documents/Right_to_Work_Poster_English.pdf
http://www.uscis.gov/USCIS/Verification/E-Verify/E-Verify_Native_Documents/Right_to_Work_Poster_Spanish.pdf

APPENDIX — HANDBOOK FOR EMPLOYERS

o Handbook for Emplovers



http://www.uscis.gov/files/form/m-274.pdf

