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Working in the U.S.

* Citizens of the United States
* Noncitizen Nationals of the United States
* Lawful Permanent Residents
* Aliens Authorized to Work
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Employment Verification

To comply with the employment eligibility verification provisions
ALL employers must:

= For Employees hired after November 6, 1986
* Verify the identity and employment authorization documents
* Completeandretaina FormI-9

= Employers MUST refrain from discriminating against individuals on
the basis of actual or perceived national origin, citizenship or
immigration status
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Form I-9 Requirements

= As of May 1, 2020 you can only use Form |-9, Employment Eligibility
Verification, with the 10/21/2019 revision date for all new hires and
reverifications.

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

=  You may delegate the authority to complete Form I-9 to an authorized
representative, however, you will retain liability for any errors.

Visit 1-9 Central Related News for updates.
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https://www.uscis.gov/node/41230/
https://www.uscis.gov/i-9-central/form-i-9-related-news

Form I-9 Exceptions

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

= Casual domestic service employees working in a private household when work
is sporadic, irregular or intermittent;

= |ndependent contractors forwhom you do not set work hours or provide tools
todo the job; or

= Employees working outside the United States.*

* This statement excludes the 50 States, District of Columbia, Guam, Puerto Rico,
U.S. Virgin Islands, and the Commonwealth of the Northern Mariana Islands
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Completing Form I-9

Lists of Acceptable Documents Form I-9

Instructions Start Over Print
igibility Verificati uscIs
LISTS OF ACCEPTABLE DOCUMENTS e Form 19
All documents must be UNEXPIRED US. Citizenship and Inmigration Services fsdichriyind

Expizas 1031202

Employees may present one selection from List A

or a combination of one selection from List B and one selection from List C bl e " ing e e must itnar I papar or
during compistion of {his form. Emplayers ars Ikable for errors in the compistion of this form..

ANTHDISCRIMINATION NOTICE: It 5 flegal o discrminate against work-auinarnzen NOMOLas. EMPIOYErs CANNGT Gpeclly Wk Gocuments) an
LIST A LISTB LISTC empioyee may prasent to etatilsn empioyment authanzation and Kietty. The refusal i Nire oF CANSNUS 10 eMplcy 3N MEVIoUS DecaLse e
s wpiration date may Thegal
Documents that Establish Documents that Establish Documents that Establish [Section 1. Employee fion and i must complete and sign Section 1 of Farm I-3 no fater
Both Idenmym!d . Identity Employment Authorization [than the first day of employment, but not before accepting a job offer )
Employment Authorization OR AND Last Name (Famiy Name) (2 FIrst Mame (Gaven Name) (2 Micdie initiai 2 |mr Last Names Used (I any) (2
1. U.S. Passportor U.S. Passport Card 1. Driver's license or ID card issued by a 1. A Social Security Account Number e
Adaress (Street Number and Name) 2 Humber 2 [Clty or Town 2 2 2P code 2
2. Permanent Resident Card or Alien ’ﬁm;ursixu'tmng po;:s;slonnfnne tz;‘ardfmt‘m\ess tne' _mﬂrd m_z:ludes one of & ) Apt. ty )
Registration Receipt Card (Form 1-651) nited States provided it contains a e following restrictions: -
';2;‘2“?;;! g'f r‘]':r"%”gitﬁlffg ;;L e (1) NOT VALID FOR EMPLOYMENT Date of Siin (mmuaYyyy) = | U.S. Soual Secunty Numer 2 | Empioyee’s E-mall Address | Emplayes's Telephone Number (=
3. Foreign passport Ihat contains a color, and address. ' (2) VALID FOR WORK ONLY WITH
femporary 1-551 stamp or fempt - INS AUTHORIZATION ] et federal | iden for — + andior fines fo P— ol p——
1-551 printed notation on a machine- 2. ID card issued by federal, state o local N am aware that federal law provides for imprisonment andior fines for false statements or use of false documents in
readable immigrant visa govemment agencies or entities, @ éﬁgajgﬁowﬂgﬁlgmw WiTH connection with the “""‘E‘_m" of this form. )
A Employmant Authorization Docamant provided it contains a photograph or e o T | attest, under penalty of perjury. that | am (check one of the following boxes):
g information such as name, date of birth, | 2. Certification of report of birth issue B
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Forms [0 1- A clizen ot fhe United States 2
1-766) S School D car Wit 3 mhon ; DS-1350, FS-545, FS-240) [[] 2. A noncrtizen natonai of the United States (See mstictans)
. School 1D card with a photogray
5. For anonimmigrant alien authorized photograp! 3. Original or certified copy of birth [ 3. A raiul permanent resaent 2 jAlen Registration NumbesUSCIS Number): (2
1o work for a specific employer 4. Voter's registration card certificate issued by a State, [ . An allen autmortzed to work Zurill (expiration date, If sppilcable. mmiddiyyyyy 2
because of his or her status; county, municipal authority, or Some FENS My WITE "RA™ IN the expiration date ISkl (See MSTuCions)
5. U.S. Military card or draft record territory of the United States § P
a. Foreign passport, and be: ficial seal Allens Sumarzad fo Work Mus! DrRVIZe ony e of the FIOWING JOCTENt NUMCErS 1o Compiete Form J-0: e et I Tol S
b. Form 1-94 or Form 1-94A that has 6. Military dependent’s ID card aring an official seal An Allen Registralion NumBEKUSCIS Number G FOrm [-94 AGTUSSIan NUMDer OR FOreign Passpan Number.
the following: 7. U.S. Coast Guard Merchant Mariner 4. Native American tribal document 1. Allen Registration Number/USCIS Number: (2
(1) The same name as the passport Card 5. U.S. Cilizen ID Card (Form 197) OR
and 2. Native American ribal & n - 2. Form -84 Agmission Number. %
. Native American tribal documnent
(2) An endorsement of the alien's 6. Card for Use of OR
nonimmigrant status as long as 9. Driver's license issued by a Canadian Resident Citizen in the United 3. Foreign Passpart Number'
that period of endorsement has govemment authority States (Form F179) Country of tssuance: (2
not yet expired and the
proposed employment is not in For persons under age 18 who are | 7- EMployment authorization Signatare of EmpioyzE 2 Toaays Date Yy
fict with any restrictions or document issued by the
conflic y unable to present a document Department of Homeland Security
limitations identified on the form. listed above: [Preparer andior Translator Cerfification (check one): 7
6. Passport from the Federated States of | oo DlmMmapmwmm. D A preparer(s) andior iransiztor(s) ascisted the emplayes In comgieling Secton 1.
Micronesia (FSM) or the Republic of - P (Fields befow must be completed and signed when preparers and/or translators assist an empioyee in completing Section 1.)
the Marshall Islands (RMI) with Form 11. Clnic, doctor, or hospital record T atiest, under penalty of perjury, that| have assisted in the completion of Section 1 of this form and that to the best of my
1-94 or Form 1-94A indicafing the fion is true and
nonimmigrant admission under the 12. Day-care or nursery school record Signature of Preparer or Transiator Today's Date (mmayyyyl (2
Compact of Free Association Between
the United States and the FSM or RMI a5t Name (Family Name) & First Name (Given Mame) 2

Address (Sireet Number ang Name) * 2P Code (2

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

City or Town |sme z

Chick to Finish
Refer to the instructions for more information about acceptable receipts.

@  Emplayer Completes Next Page (T

Form 19 10212019 Page 1 of ¢
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Documents Continued

* Links to stay on top of various document questions
= |-9 Central
= E-Verify: What's New

= 4.4 Automatic Extensions of Employment Authorization
Documents (EADs) in Certain Circumstances

= E-Verify E-Mail: E-Verify@uscis.dhs.gov

= Employer Hotline: (888) 464-4218


https://www.uscis.gov/i-9-central
https://www.e-verify.gov/about-e-verify/whats-new
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/handbook-for-employers-m-274/40-completing-section-2-of-form-i-9/44-automatic-extensions-of-employment-authorization-documents-eads-in-certain-circumstances
mailto:E-Verify@dhs.gov

Form I-9 Section 1: Employee Information and Attestation

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

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

Last Name (Family Name) (2) First Name (Given Name) (2 Middle Initial 2) | Other Last Names Used (if any) (2)

*  Worker completes Section 1
no later 15t day of work for

pay

e Social Security Number is
required for E-Verify

* E-mail address is optional for
employee
= |f provided, it MUST be
entered in E-Verify
= Not a business e-mail
address

* Attestation

* Prepareror Translator

EVerify x. "™

Address (Street Number and Name) () Apt. Number () | City or Town (2)

State (2) | ZIP Code'®

]

Date of Birth (mm/dd/yyyy) (2) |U.S. Social Security Number ) IEmp10yee's E-mail Address 2

Employee's Telephone Number ()

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in

connection with the completion of this form.
| attest, under penalty of perjury, that | am (check one of the following boxes):

[] 1. Acitizen of the United States (2

D 2. A noncitizen national of the United States (See instructions) '2/

|:| 3. A lawful permanent resident 2 {Alien Registration NumberfUSCIS Number): (2)

[[] 4- An alien authorized to work'*'until {expiration date, if applicable, mmiddiyyyy): (2
Some aliens may write "N/A" in the expiration date field. (See insiructions)

Aliens authorized to work must provide only one of the following document numbers fo complete Form I-8;
An Alien Registration Number/USCIS Number OR Form |-94 Admission Number OR Foreign Passport Number.

1. Alien Reqgistration Number/USCIS Number: (2}

OR
2. Form 1-94 Admission Number:'2/

OR

3. Foreign Passport Number’2/

T

Country of Issuance:

QR Cede - Secion 1
Do Mot Write In This Space

Signature of Employee (2) Today's Date (mm/dd/vyyy) 2

Preparer and/or Translator Certification (check one): :»

1 did not use a preparer or translator. |:| A preparer(s) andfor translator(s) assisted the employee in completing Secfion 1.

below must be completed and signed when preparers and/or transiators assist an employee in completing Section 1.)

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my

knowledge the information is true and correct.

Signature of Preparer or Translator(2) Today's Date {(mm/iddfyyy) '2)
Last Name (Family Name)' 2/ First Name (Given Name) &/
Address (Street Number and Name) "2/ City or Town 2/ State (2) |ZIP Code 2

Click to Finish
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Form I-9 Section 2: Employer Certification of Document Review

Section 2. Employer or Authorized Representative Review and Verification

(Employers or their aufhorized represeniafive must complefe and sign Secfion 2 within 3 business days of the employee’s first day of employment. You
must physically examine one document from Lisf A OF a combination of one document from List B and one document from Lisf C as listed on the Lists
of Accepiable Documents. )

Employee Info from Section 1.2/ :imﬁmir Name) |2/ E::i:am (Given Name) 2! :1.|..-’. E-'rﬁzenshipflmmigmﬁm Status..
List A OR List B AND s
*  EMPLOYER completes e b L Enplomeni oriaton
Section 2 no later than 3 e —" o Errs L e .
business days after the Docament o = ot T Do
employee begins work for Expration Date (i any)(mmddyyy Ssiraton D ExpeatonOes Fan s
pay. Docurment Tte
Issuing Authority |2 Additional Information 2’ ;“@“;ﬂ;ﬂ;ﬁ
* The person that examines nmmenmb«
the original, unexpired Expiraton Date (i any) iy
documentsin the presence [Pt
of the employee MUST fill Isuing Authorty 2
out, sign and date Section 2. |t
thﬂﬂﬂ Date (if any)(mmddyyy] .2

PY Da t e fi e I d S Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee,

(2) the above-listed document(s) appear to be genuine and to rel employes named, and (3) to the best of my knowledge the
) employee is authorized to work in the United States.
= Today’sdate

The employee's first day of employment (mm/ddyyyy):* {See instructions for exemptions)

u F | rst d a y Of em p I Oym en t Signature of Employer or Authorized Representative 2! Today's Date{mmiddyyy) ' | Title of Employer or Authorized Representative (2

Last Mame of Employer or Authorized Represantafive 7| First Name of Employer or Authonized Representative |7/ Employer's Business or Organization Name |2

Employer's Business or Organization Address {Street Number and Name] 2| City or Town 2 State \%) | ZIP Code

i

E_ver i fy -lz ao r;;a ry 28, Click to Finish 9




COVID-19:

Temporary Policy for List B Identity Documents

Beginningon May 1, List B docs set to expire on or after March 1, 2020, and not otherwise extended by
the issuingauthority, may be treated the same as if the employee presented a valid receipt foran
acceptable document for Form I-9 purposes.
When your employee provides a List B document not extended by the issuing authority you should:

= Recordthe documentinformationin Section 2 under List B; and,

= Enterthe word “COVID-19” in the Additional Information Field

=  Within 90 days after DHS’s termination of this temporary policy, the employee will be required to
present a valid unexpired document to replace the expired document presented when they were

initially hired.
When the employee later presents an unexpired document, you should:
* |n the Additional Information Field, record the numberand otherrequired documentinformation
from the actual document presented;
® |nitialand date the change.

Notes:
*It is best if the employee can present the replacement of the actual document that was expired, but if necessary, the

employee may choose to present a different List A or List Bdocument or documents

E-Verif  January 28, 2022 10



COVID-19:

Temporary Policy for List B Identity Documents continued

If the employee’s List B identity document expired on or after March 1, 2020, and the issuingauthority
has extended the document expiration date due to COVID-19, the document is acceptable as a List B
document for Form I-9 (not as a receipt) duringthe extensiontimeframe specified by the issuing
authority.

When your employee provides a List B document extended by the issuing authority you should:
= Enterthe document’s expirationdatein Section 2; and,
= Enter “COVID-19 EXT” in the Additional Information Field.

Employers may also attach a copy of a webpage or other notice indicatingthat the issuingauthority has
extended the documents. Employers can confirm that their state has auto-extended the expiration date
of state IDs and driver’s licenses by checking the state Motor Vehicle Administration or Department of
Motor Vehicles” website.

Note:
*For extended documents, the employee is not required to later present a valid unexpired List B document.

*E-Verify participating employers should use the employee’s expired List B document number from Section 2 of the
Form -9 to create an E-Verify case as usual within three days of the date of hire.

EVerify January 28, 2022 11



COVID-19:

Form I-9 Physical Document Review FIexibiI_i—ty

The Department of Homeland Security (DHS) and U.S. Immigration and Customs Enforcement
(ICE) announced flexibility in complying with requirements related to Form|-9, due to
COVID-19. These provisions have been extended through April 30t", 2022

=  Applies only to employers and workplaces that are operating remotely and employers
must provide written documentation of their remote onboarding and telework policy
for each employee. This burden rests solely with the employers.

= Employers must inspect the Section 2 documents remotely and obtain, inspect, and
retain copies of the documents, within three business days of the employee’s start date.

= Enter “Remote Inspection completed on MM/DD/YYYY” in the Section 2 Additional
Information field.

=  Within 3 business days of resuming normal operations, physically inspect documents
with the employeepresent.

= Write “COVID-19 - Documents physically examined on MM/DD/YYYY” as well as the
initials of the person who performed the physicalinspection to the Section 2 Additional
Information field on the Form I-9, or to section 3 as appropriate.

See Form I-9 completion examples and the ICE news release for additional information.

EVerify x:"" 12



https://www.uscis.gov/i-9-central/form-i-9-examples-related-to-temporary-covid-19-policies
https://www.ice.gov/news/releases/ice-announces-extension-new-employee-guidance-i-9-compliance-flexibility-1

Section 2: Examining Documents

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

* @Genuine; and
* Relates to the individual presenting it.

The document must be original — photocopies are NOT acceptable, except for
a certified copy of a birth certificate. '

EVerify January 28, 2022 13


https://www.uscis.gov/i-9-central/i-9-central-questions-answers/faq/birth-certificate-issued-hospital-acceptable-list-c-document

Section 2: Receipt Rule

A receipt showing that your employee has applied to replace a
document that was lost, stolen or damaged.

* The receipt must be issued by the originating agency.

* Employee must present original replacement document or
another acceptable document (or documents) within 90
days of the hire date.

*Receipts are never acceptable if employment will last less than 3 business
days. For more information, please see I-9 Central Acceptable Documents-

Receipts.
E-Verify cases should be delayed until the replacement
receipt is provided.

EVerify x "™ 14



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uscis.gov%2Fi-9-central%2Fform-i-9-acceptable-documents%2Freceipts&data=04%7C01%7CDelycia.Hofmann%40uscis.dhs.gov%7C0c9ad30df73b4fcaa43208d93bd3d056%7C5e41ee740d2d4a728975998ce83205eb%7C0%7C0%7C637606603193165971%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=dz0Mv%2BRh03Mvt36nGRv2UXaQMtX%2BrDKWCZsqaC8UGu4%3D&reserved=0

Section 2: Copying Documents

You may choose to make copies of documents employees
present for Section 2.

= If you choose to photocopy
documents:

 You mustdo so for ALL
employees,

- Be consistentand copy all
documents employees provide

E-Verify employers must photocopy the following documents if

voluntarily provided by the employee for Form |-9 Section 2:

I-551 Lawful Permanent Resident Card, I-766 Employment Authorization
Document, or US Passport or Passport Card

EVerify =" 15



Form I-9 Section 3: Reverification

Emgloyee Name from Section 1: Last Mame [Famiy Name) (7 First Mame (Gaen Name) 0 Middle Initial "=

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

A Mew Mame (i appiicable) 7 B. Date of Rehire (if appiicable)
Last Name (Family Mame] ) First Mame [Given Name) (7 Middle Initial %' | Date (mmdadyyy) (20

C. If the employesa’s previcus grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authornzation in the space prowvided below.

Document Title L2 | Document Mumber 2! Expiration Date (i any] {mmdidadyyy) 27
| attest, under penalty of perjury, that to the best of my knowledge, this employees is authorized to work in the United States, and if
the employee presented documentis), the document|s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representafive (7| Teday's Date {mmfidafyyyy) 2 |Name of Employer or Authorized Representative .2

*  Employers MUST reverify an employee using Form I-9 Section 3 if their temporary
employment authorization or temporary employment authorization document has expired.

*  You MAY also complete Section 3 if you:
= Rehire the employee within 3 years of the date you first completed Form [-9*; or
= Updatethe employee’s biographicinformation

* Do not create a new E-Verify case for an existing employee you are reverifying.

EVerify January 28, 2022 16


http://www.uscis.gov/i-9-central/complete-correct-form-i-9/complete-section-3-updating-and-reverification/completing-section-3-reverification-and-rehires

Section 3: When to Reverify on Form-9

U.S. citizens and noncitizen nationals
U.S. passports or passport cards
Permanent Residents who present an
unexpired Permanent Resident or
Alien Registration Receipt card (Form s

) S555123ABCAGBRASOZ0S6F0L 12256 IFLND! OOAMSBO3085

List B documents

Do not Reverify

E Verify ou> ¥


https://www.uscis.gov/node/41814

Correcting Form 1-9

Correcting Mistakes

If you discover a mistake on Form [-9, correct the existing form OR prepare a new
Form1-9:

= |f youchoose to correct the existing Form I-9, line out the incorrect portions,
enter the correct information, and initial and date the correction.

= |fyoudo anew Forml-9, keep the old form with the new form. You should
also attach a short memo to both the new and old Forms -9 stating the reason

for your action.
Missing Forms
If you discover you are missing the Form I-9 for an employee:
= Give the employee the current version of the Form I-9;
= Complete the form as soon as possible;
= Do not backdate the form; and
= Attacha signed and dated explanation of the corrective action.

Guidance for Conducting Internal Audits

EVerify x "™ 18



http://www.uscis.gov/i-9-central/complete-correct-form-i-9/correcting-form-i-9
https://www.justice.gov/crt/file/798276/download

Storage

*  You must have a Form I-9 on file for all current employees.

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

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

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

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

EVerify x." " 19


https://www.uscis.gov/i-9-central/complete-correct-form-i-9/retention-and-storage

Retention

Calculate how much longer

you must keep an employee’s

Form I-9 once they stop working for
you:

If they worked for less than two years,
retain their form for three years after
the dateyou enteredin the First Day of
Employmentfield.

OR

If they worked for more than two
years, retain their form for one more
year after the datethey stop working
foryou.

Storage and Retention

EVerify 5>

’ EXAMPLES:

John Smith (Hired Nov. 1, 2019,
erminated May 5, 2020): John worked for

less than 2 years, keep his form for 3
years, until 11/01/2022

etsy Ross (Hired Nov. 1, 2002, terminated
May 5, 2020): Betsy worked for more

than 2 years, keep her form for one more
year, until 05/05/2021

20


https://www.uscis.gov/i-9-central/complete-correct-form-i-9/retention-and-storage

Form 1-9 and E-Verify

Form I-9 and E-Verify
You must complete Form 1-9 before you create a case in E-Verify.

#=-Verily

EVerify "™ 21



What is E-Verify?

°  Free web-based service that’s
fast and easy to use

Evolve Your Hiring Process.

* Electronically verifies the
employment eligibility of:
= Newly hired employees; and

= Existing employees assigned
to work on a qualifying
federal contract

* Partnership between the U.S.

Improving Efficiency
to Meet Your

Department of Homeland e i

Security (DHS) and the Social
Security Administration (SSA)

EVerify =" 2



What Does E-Verify Not Do?

E-Verify is not...
W ...a system that provides immigration status

W ...used for prescreening
W ...a safe harbor from worksite enforcement

EVerify January 28, 2022 23



Form 1-9 Process with E-Verify

All employees of E-Verify employers MUST
« Provide Social Security number (SSN)on Form I-9

W Select List B documents with photo, if provided for Form [-9

All E-Verify employers MUST

W Use completed Form1-9
W Create E-Verify case by 3rd business day after 1" day of work for pay
W Enter employee e-mail address into E-Verify, if provided for Form [-9

W Keep copy of photo matching document, if provided

W Reverify in Section 3 of Form I-9 only; do not create additional E-Verify case

E-Verif ' January 28, 2022 24



User Roles

User Role

Permissions

Program
Administrator (at
least one required)

The program administrator is responsible for following
all E-Verify program rules and staying informed of
changes to E-Verify policies and procedures.

General User

Employers can have as many or no general users as
they desire. The general user is responsible for
following all E-Verify program rules and staying
informed of changes to E-Verity policies and
procedures.

E-Verif  January 28, 2022 25




Display Posters

T

IF YOU HAVE THE RIGHT TOWORK
Employers Must . _ . |

W Display E-Verify participation poster

This Organization

W Display You Have Rights posters DR u ety

Participa en E-Verify

B Orgonsadén ([T AWAY

geswt™Y | E

W Contact Immigrant and Employee — e .
Sample Only Soélo muestra | #5)

':';,: I'\,-_._-/

H H H This employer participates in E-Verify and will
1I8NTS WwIitn questions it e e et W ye

Farm -8 information to ¢ i hi TE

authorized to work in tha U.S.

pueda confirmar qu
abajar, este

A TRABAJAR

1 whilizar E-Verify una vez
una oferta de trabajo y
I8

W E-Verify canmaol confirm thal you are
authorized to work, this employer is required

1o give you written instruct
opporiunity to contact [

regarding discrimination:

take any action against you, including

1-800-255-8155(TDD: 1-800-362-2735) | &iisiiiiii, o v

have accepted a job offer and completed the
Form -8

E-Verify Works for Everyone E-Verify Funciona Para Todos
For more information on E-Verify, or if Para mas informacion sobre E-Verify, o si
you believe thal your employer has usted cree que su empleador ha violado
violated its E-Verify responsibilities, sus responsabilidades de E-Verify, por
please conlact DHS, favor contacte a DHS

888-897-7T781
dhs.gov/e-verify

@ f‘]ﬁ.ﬁ‘
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Form 1-9 & E-Verify Work Together

_ 4—>

Q Employment
Authorized

£, Tentative
A0 Nonconfirmation

[t

Verification
in Process

E-Verif  January 28, 2022
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E-Verify Case Processing

E’verify Home Cases ~ Reports Web Services v Resources v

Start New Case

View Cases

Welcome bE

Here is what is happening in Newest CSC Test Account.3’s account today

® L = O
" i [

Cases to be Closed Cases with Updates Cases with Expiring Recently Auto-
Authorization Docs Closed Cases

View Cases to be Closed View Updated Cases View Expiring Doc Cases View Auto-Closed Cases

& Create New Case Q_ Search Cases @ View Resources & Contact Us

E-Verif  January 28, 2022 28



E-Verify Case Processing
Biographic

Verify Employee Enter Form I-9 Information

O [ERerrorois ioameaton Employee Information and Attestation
3 Last Name @ First Name Middle Initial
O  ReviewCase
! Looney Tunes
: Family name or surname Given name
O Case Results
Other Last Names Used

Smith © Platt @ Heart

If multiple last names, fype each one and hit Enfer' to submit and ‘Backspace’ fo remove

Date of Birth

01/31/1958

U.S. Social Security Number
556-88-7741
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E-Verify Case Processing

E-mail Address

Date of Birth

01/311958

U.5. Social Security Number

123-45-6789

Employee's E-mail Address

looneytunes@agmail.com

Mo email address provided.

E-Verif  January 28, 2022
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E-Verify Case Processing

Attestation and Documents

Citizenship Status

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

Employer or Authorized Representative Review and Verification

What document types are on Tunes Looney's Form |-97

List A Document List B & C Document

List A Document

‘ Permanent Resident Card or Alien Registration Receipt Card (Form |-5¢
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E-Verity Case Processing
First Day of Employment

Additional Case Details

Select the Employee’s First Day of Employment

10syAge | 2Days Ago

Employee's First Day of Employment @

10/04/2021

Employees must be verified within three business days of their first day

of employment.

Visa Number

SEVIS ID Number

Employee ID (Optional)

An optional, 40-character field that you may create to easily identify and

locate your employee’s E-Verify case
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Photo Match

Verify Employee Review Case

® Enter Form I-9 Information PhOtO MatCh
Does the photo displayed match the photo displayed on Test Test's U.S. Passport or Passport Card?
G'D Review Case () Yes, this photo matches
. O No, this photo does not match
! O No photo displayed
c Case Results

e

Allows you to match the photo on a document to the photo that DHS has
on file for that employee, and is activated automatically if an employee has
presented:

e |-551, (Permanent Resident Card)
* Form I-766, (Employment Authorization Document), or

e U.S. passport or passport card
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E-Verify Case Processing

Submit Case

Additional Case Details

Employee's First Day of Employment
12/02/2020

Edit Case Details

By clicking ‘Submit Case’ | confirm that the case information accurately reflects the information on the employee’s Form I-9.

Clicking 'Close Case' will result in the case automatically closing without being submitted.

E Close Case

V'el‘ify Emp[oyee Case Results Print Case Details

Employment authorized - Case 2018123162 Closed

Enter Form I-9 Information

is authorized to work in the United States and the case has been automatically closed

' . View/Print Case Details
Review Case

Case Results
View All Cases

-Verif  January 28, 2022 34



Tentative Nonconfirmation (TNC)

Types of TNCs

W Social Security Administration (SSA) TNC,

W Department of Homeland Security (DHS) TNC,
OR

W DHS and SSA Dual TNC

IMPORTANT: Employers may not terminate, suspend, delay training, withhold or
lower pay, or take any other adverse action against an employee because the

employee received a TNC, until the TNC becomes a Final Nonconfirmation.
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Tentative Nonconfirmation

Common Reasons for a TNC

A TNC does not necessarily mean employees are not authorized
to work; employees may receive a TNC when:

W Social Security number (SSN) does not match

W Citizenship or immigration status change is not reported

W Name change is not reported

W Information is not entered correctly
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Tentative Nonconfirmation

Action Required

Employers must notify the employee and complete the referral process within 10 federal gov workdays.

Employer prints the TNC Further Action Notice and reviews it with the employee promptly and privately.

Employee decides whether or not to take action on the TNC.

Employer refers case and providesthe Referral Date Confirmationforemployees who take action.

Employee visits SSA or calls DHS. See E-Verify What’s New for TNC extensions due to public office

closures.

Employer receives updatedresultsin E-Verify and closes the case.

Chooses to Takes Action

Employer refers employee to
appropriate agency.

Chooses Not to Take Action

Employer may terminate employee
and close the E-Verify case.

E-Verif  January 28, 2022
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https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-tnc
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Tentative Nonconfirmation

Further Action Notice

Further Action Notice Taking action to resclve a case:

Tentative Noncenfirmation (TNC) )
(U.S. Department of Homeland Security (DHS)) You have 8 Federal Government working days to contact DHS from the date your employer sends your

case in E-Verify. Your employer must give you a Referral Date Confirmation, which will tell you the date
by which you must contact DHS

Employee’s LastName, FirstName Employee’s Social Security Number
Contact DHS:
| Employee’s ANumber Employee’s Bonument Number To take action to resolve this case, call DHS at 888-897-7781 (TTY: 800-877-8339). A representative will
help you work through the details of your case.
Date of DHS Tentative Nonconfirmation Case VerificationNumber
Reason for this Have this Further Action Motice openwhen you call DHS, so that you can referto it. The DHS
Motice representative may ask you for additional information or documents to resolve your case. If you need help
in anotherlanguage, be sure to ask for an interpreter.

Your emplover, [EMPLOYER MAME], paricipates in E-Verify. E-Verify comparesthe informationthatyou
provided on your Form -9 (Employment Eligibility Verification) with Social Security Administration (S5A)
and Department of Homeland Security (DHS) records to confirm that you are authorizedto workin the

To check on the status of your case, visit myE-Verify at
United States

hitps:iselfcheck uscis.gov/SelfCheckUlCaseTracker
Why you received this notice:
“You received this Further Action Motice from [EMPLOYER NAME] becauseit appears that some of the

information thatyour employer entered into E-Verify does not match the records that DHS currently has
foryou. This does not necessarily mean you gave incorrect information to your employer, orthat you are

Please indicate below whether or not you intend to dispute this case.

| choose to: (check one)

O 1 will take action to resclve this E-Verify case. | understand that| have unil totake action.
not authorizedto work in the United States. There are several reasons why your information may not o
have matched—you can read more aboutthose reasons online (https: //www.uscis.gov/e- | will nottake actionto resolve this E-Verify case. | understand thatif| do nottake action E-Verify will be
verifu/emplove es/tentative-nonconfirmation-ove rview | O  unable to confirm thatl am authorized to work in the United Statesand my employermay terminate my
employment.
Next, you will needto take a few steps before E-Verify can let your employer knowthat you are )
authorized to work in the United States. Employee’s Signature pate

What you need to do:

1. Review your information at the top of this page. Let [EMPLOYER MAME] know ifthere are any
errars. Your employerwill be able to closethis case andinput your information in E-Verify again with
the correct information, hopefully resolving this case. If your information is correct, move to step 2

2. Decide if you wantto take action to resolve this case. If your information above is correct, then
you can chooseto take actionto correct your record so that DHS records reflectthat you are
authorized to work in the United States.

If you decide not to take action to resolve this case, E-Verify will be unable to confirmthatyou are
authorizedto work in the United States and your employer can terminate your employment.
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Tentative Nonconfirmation

Dual Referral Date Confirmation

EVerify

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

E-Verify Case Verification Number: 2016278124852RC

Employee Name:

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

What you should do

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

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

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

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

For More Information

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

E-Verify

Referral Date Confirmation

Tontati 3

I (Social Security Administration (SSA) and U.S. Department of i—lomelnnd Security (DHS)) I

E-Verify Case Verification Number: [ 2018064 194603WZ |

Employee Name: Doe. John

Your employer referred your E-Verify case to SSA and DHS after you decided to take action to resolve a
Tentative Nonconfirmation. This document confirms that your case was referred to SSA and DHS.

What you should do

Visit an SSA field office and call DHS within 8 Federal Government working days, by |[03/15/2018
(MM/DD/YYYY'), to begin fo resolve the TNC. If you have not received the E-Verify Further Action Motice
from your employer. contact your employer immediately to obtain this notice.

The E-Verify Further Action Notice includes information about your E-Verify case and which documents
you need when you visit S3A and contact DHS. Have the E-Verify Further Action Motice when you visit an
55A field office and contact DHS.

IMPORTANT: If you are a naturalized U.S. citizen and the reason for this notice on Page 1is "SSA is
unable to confirm U.S. citizenship;” you do not need fo visit an S5A field office to resolve the S5A TNC.
Instead, call DHS at 888-897-7781 within 8 Federal Government working days from the date your
employer refers your case (TTY: 800-877-8339) to confirm your status as a U.S. citizen. Provide DHS the
following information:

* The case verification number from this Referral Date Confirmation; AND

+= Your Naturalization Certificate Number or Alien Number. If you do not have your Naturalization
Certificate Number or your Alien Number, visit an SSA field office with your proof of U.S.
citizenship to resolve the SSA TNC.

If you do not take action within 8 Federal Government working days, bylue'” 3/2018

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

For More Information

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

E-Verif  January 28, 2022

39




Best Practices

Case Status Updates

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

The employee’s information matched records available to SSA

Employment Authorized and/or DHS.

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

The employee has visited an SSAfield office or contacted DHS,

Case in Continuance X ) ) .
but more time is needed to determine a final case result.

E-Verify cannot confirm the employee’s employment eligibility

Final Nonconfirmation after the employee visited SSA or contacted DHS.

SSA or DHS requires that you close the case and create a new
case for this employee. This result may be issued when the
employee’s U.S. passport, passport card, or driver’s license
informationis incorrect.

Close Case and Resubmit
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Best Practices

Case Alerts

Everify Home Cases v Reports Web Services v Resources v

Welcome back,

® iy = &

248 14 (1] (1]
Cases to be Closed Cases with Updates Cases with Expiring Recently Auto-
Authorization Docs Closed Cases

View Cases to be Closed View Updated Cases View Expiring Doc Cases View Auto-Closed Cases

€ Create New Case Q, Search Cases ‘@ View Resources &) Contact Us
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Employee Rights

* The employee has 8 federal
government workdays from the referral
date to visit or call the appropriate
agency to start to resolve the
discrepancy. *See E-Verify What’s New
for extensions

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

* Federal law prohibits employers from

. . Employers who use E-Verify to confirm
terminating employment of an your work eligibility must follow the rules

employee because of an interim case oo e ety et
result until the TNC becomes a Final - + o s g
Nonconfirmation.

Know Your Rights Quiz
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Employer Responsibilities

Employers must not:
Use E-Verify to pre-screen employment applicants

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

Influence or coerce an employee’s decision whether to
contesta TNC

Terminate or take adverse action against an employee
who is contestinga TNC

Ask for additional documentation after obtaining a TNC
for an employee
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Additional Resources

Engage with us online and through Social Media

W Visit www.E-Verify.gov

W Form I-9 and E-Verify Natural Disaster Fact Sheet

W Visit our new E-Verify Video Page

W Check out our E-Verify User Manual, Job Aids, Fact Sheets, Reports and

more on the Employer Resources page

W Check out our additional websites I-9Central, myE-Verify

W Follow #EVerify on www.Twitter.com/EVerify

W Follow us at E-Verify LinkedIn to stay in-the-know
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http://www.e-verify.gov/
https://www.uscis.gov/sites/default/files/document/fact-sheets/Form-I-9E-VerifyDisasterFactSheet.pdf
https://www.e-verify.gov/e-verify-videos
https://www.e-verify.gov/employers/employer-resources
http://www.uscis.gov/I-9Central
https://www.e-verify.gov/mye-verify
http://www.twitter.com/EVerify
https://www.linkedin.com/company/e-verify-program

Additional Resources

Engagement Services

Take advantage of our FREE Engagement services

W Take additional public webinars

W Request event speakers or customized webinar training:

E-VerifyOutreach@uscis.dhs.gov

W Seek approval for E-Verify® Logo Authorization
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https://www.e-verify.gov/about-e-verify/e-verify-webinars
mailto:E-VerifyOutreach@uscis.dhs.gov
http://www.uscis.gov/USCIS/Verification/E-Verify/everifytrademark.pdf

Customer Support

E-Verify received one of the highest customer service ratings
among federal agencies according to the American Customer
Satisfaction Survey.

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

= E-Verify Website: www.e-verify.gov

= Form I-9 E-Mail: 1-9Central@uscis.dhs.gov
= E-Verify E-Mail: E-Verify@uscis.dhs.gov

* Employer Hotline: (888) 464-4218
* Employee Hotline: (888) 897-7781
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THANK YOU!
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