Instructions for Form I-9

Complete Form -9 each time you hire any person to perform labor or services. It must be completed on or prior
to the employee’s first day of work. This includes re-hires, regardless of their termination date.
Ensure that the employee fully completes Section 1 of the Form I-9 at the time of hire- when the employee
beglns work. 7 g :
Review the employee’s documents and fully complete section 2 of the form before or within three business
days of the first day of work,
Send completed Form |-9 and appropriate documentation to the HR Service Center by one of the following
ways:

{a) Campus Mail (Box 870364)

{b) E-mail {hrsvctr@ua.edu)

(¢) Deliver in person to Rose Admin,, G-69

The following pages list the step-by-step instructions for completing Form 1-9,

Please call the HR Service Center at 348-7732 with any questions,

Updated 7/26/2011



Section 1 - Employee Information and Verification

The employee is responsible for fully completing Section 1 of the 1;9_{#‘17: on or before the first day of
employment. The employer should not complete any portion of this section, and any changes to this sectton
should be made by the employee, then initialed and dated. The person signing as the employer Is responsible
for reviewing and ensuring that the employee fully and properly completes Sectlon 1.

This section includes the following basic personal information:

+ Name (last, first, initial)

« Date of birth

« Soclal security number (This section is optional.)
s Address (Street name and Number)

» City, State, and Zip Code

¢ Appropriate citizenship box checked

o Ifthe employee is a U.S. cltizen, box 1 must be checked.

o If the employee is a noncitizen natlonal of the United States, box 2 should be checked. This
applies to persons born in American Samoa, certain former citizens of the former Trust
Territory of the Pacific Islands, and certain children of noncitizen nationals born abroad.

o Ifthe employee is a lawful permanent resident {box 3), the alien registration number must be
completed. An alien "A" number is the registration number given to all permanent residents by
the DHS. It is a filing number from the DHS that is assigned when an application for permanent
residency is made. The A# Is found on the Permanent Resident card (Form |-551}) or contained
in the I-551 stamp on the passport.

o If the employee is not a lawful permanent resident (box 4), but is authorized to work in the
United States, the Alien or Admission number and the expiration date of employment
authorization must be completed. An admission number is given to all aliens who enter the
country legally as non-immigrants. The admission number is generally the 1-94 number. The
expiration date will be found on the 1-94 or the employment authorization document.

¢ Employee must sign and date form.

Fines

If the I-9 form is returned to the department for correction(s} to Section 1, the employee must make the
corrections/updates and then date and initial the changes.

Common errors that result in fines

¢ Missing or Incomplete information and or signatures - avoid blanks.
« Date employee signed was not on or before first day of employment.
« Employee neglected to check a citizenship box or neglected to complete all information regarding
citizenship status. .
o If an employee checks the third box (A Lawful Permanent Resident), the Alien "A" number must
be completed.
o If an employee checks the fourth box (An alien authorized...), the date the alien Is authorized to
work untll must be completed and the Alien or Admission number must be completed.



Helpful Hints to Avold Errors

Give the |-9 form 2l to the employee on or before the first day of employment, but not before the job has
been offered.

Note: Within three business days of the hiring, the employee must provide original documentation
establishing the employee's identity and demonstrating that he or she iIs authorized to work in the United
States and the employer has up to three working days from employment date to complete Section 2.
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Figure 1: Instructions for Completing Section 1: Employce Information and Verification
@ Bmployee enters full name and maiden name, if applicable.
o Employee enters current address and date of birth,

Bmployee enters his or her city, state, ZIP Code, and Social Security number. Entering the Social Secuxity num-
ber is optional unless the employer also confirms employment authorization using E-Verify.

@ Employee reads warning and attests to his or her citizenship or immigration status by checking the appropriate
box.

Employee signs and dates the form.

. If the employee uses a preparer or transtator to fill out the form, that person must certify that he or she assisted
the employee by completing the Preparer and/or Translator Certification block.



Section 2 - Employer Review and Verification

The employee needs to present original document(s) that establish identity and employment eligibility within
3 business days of the date employment begins. Acceptable documents to establish this are included in this
packet and on the back of the 1-9 form. During this process, you may not require or state which documents are
to be presented. In addition, you may not ask for evidence of continuing employment authorization.

A representative of the employer Is responsible for physically examining the original document(s) and
accurately completing Section 2 of the I-9 forim by the third day of employment. The new employee should not
complete any portion of this section, which Includes:

« For each document presented for verification (including List B and List C documents), complete:
o Document title
o Issuing authority
o Document#
o Expiration date (if any)
» Complete "Employment Begin Date"
« Signh the forim and print your name and title
« Complete business or organization name, address, city, state, zip (malling address)
« Date the form

Common errors that result in fines

» Missing or incomplete document information.
» Documents accepted were not valid documents on list A, B, or C.
« Over documentation- employer attached copies of documents not used to complete the form.
« Employment begin date missing.
+ Employer verified document(s) more than 3 business days after employment begin date.
s Acceptable document listed under the wrong list {ex. List C document, soclal security card, listed under
List A on I-9 form.)
» Document information not recorded In the required sequence:
o Document title
Issuing authority
Document #
Expiration date, if applicable
2nd document #, if needed (ex. An unexpired foreign passport with I-551 stamp or an INS form
[-94)
o 2nd document explration date, if applicable
» Signature of employer representative missing or incomplete.
» Signature's title missing or incomplete.
« Business or organization and address (city, state, zlp code) is incomplete.
Note: A departmental stamp Is acceptable if ail information requested on the 1-9 is completed.

o 0 ¢ ¢

tmportant: If the 1-9 form is returned to the department for correction(s) to Section 2, the "authorized
signature" stated on the form must make the corrections/updates and then date and Initial the form.



Recelpt rules

An employer must accept a receipt in lieu of the required document unless the individual is employed less
than three business days.

Application for a replacement document is acceptable if:

1. the individual Is unable to provide the required document within the time specified because the
document was lost, stolen, or damaged;

2. the individual presents a recelpt for the application for the replacement document within 3 days of
hire; or

3, the Individual presents the replacement document within 90 days of hire or, in the case of
reverification, the date the employment authorization expires.

A person may present a receipt showing application for a replacement document. An application for initial
work authorization or an extension of expiring work authorization Is not acceptable. After 80 days, the person
must present the actual document. A receipt for a replacement soclal security card Is most often presented.
HRSC will send a reminder to the department that an original copy of the social security card is needed within
90 days.
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Figure 2: Section 2: Employer Review andVerification

@ Bmployer records document title(s), issuing authority, document number, and the expiration date from origl-
nal documents supplied by employee, See Part Bight for the Lists of Acceptable Documnents.

NOT¥: You may use abbreviations for commonly used docurnents, €.g., DL for driver’s license and 85 for Social
Secarity.

@ Bmployer enters date employment began.

@ Employer attests to examining the documents provided by completing the signature block. If a designated
agent or notary public completes this section, he or she must provide.the employer’s name and address under
his or her signature, '



Section 3

To re-verify the work authorization status of an employee, you must complete this section. You will record the
document title, number, and explration date (if any) of the document{s) presented. This section is used when an
employee’s work authorization has expired and they have presented new documents extending the date,
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Figure 7: Reverification of Employment Authorization for Rehires

@ Employer records the employee’s new name, if applicable, and date of rehire, if applicable.
@ Employer records the document title, number, and expiration date (if any) of document(s) presented,

@ Employer signs and dates Section 3.



List of Acceptable Documents

Employees may present a document from List A or one from List B and C.
All documents must be unexpired.

Citizens of the U.S. may present:

List A {Establishes identity and work authorization)

U.S. Passport or passport card

List B {Establishes identity only)

Driver's License or |D card issued by a state or
outlying possession of the US

1D card issued by federal, state or local
government agencies or entities

School ID card with a photograph
Voter's registration card

U.S. military card or draft record

Military dependent’s ID card

U.S. Coast Guard Merchant Mariner Card
Native American tribal document
Driver's licehse issued by a Canadian
government authority

Non-citizen nationals of the U. §. may present:

List A (Establishes identity and work authorization)

U.S. Passport or passport card

List B (Establishes Identity only)

*

Driver's License or ID card issued by a state or
outlying possession of the US

ID card issued by federal, state or local
government agencies or entities

School ID card with a photograph

U.S. military card or draft record

Military dependent’s ID ¢card

U.S. Coast Guard Merchant Mariner Card

List C (Establishes work authorization only)

Social Security Card

s Certlfication of Birth Abroad issued by
the Dept. of State (Form FS-545)

» Certification of Report of Birth from
Dept. of State {Form DS-1350)

s Criginal birth certificate or certified
copy with official seal
Natlve American tribal document
U.S. Citizen ID Card (Form |-197)

» ID Card for Use of Resident Citlzen in
the US (Form 1-197)

* Recelpt for lost, stolen or damaged
Sacial Security Card {only good for 90
days)

List C (Establishes work authorization only)

» Soclal Security Card (no restrictions)

*  Original birth certificate or certified
copy with official seal

o Employment authorization document
issued by DHS

e Receipt for lost, stolen or damaged
Social Security Card {only good for 90
days)



List of Acceptable Documents

Employees may present a document from List A or one from List B and C.
All documents must be unexpired.

Lawful permanent residents may present:
List A (Establishes identity and work authorization)
e Permanent Resident Card or Alien Registration
Receipt Card {Form |-551)

o Foreign passport with 1-551 Stamp or Printed
Notation on machine-readable Visa

List B (Establishes identity only) List C (Establishes work authorization only)

s Drlver's License or ID card issued by a state or e Social Security Card {no restrictions)
outlying possession of the US » Receipt for lost, stolen or damaged

e 1D card Issued by federal, state or local Social Security Card (only good for 90
government agencies or entities days)

» School ID card with a photograph

* Voter's registration card

e U.S. military card or draft record

e Military dependent’s ID card

s U.S. Coast Guard Merchant Mariner Card

e Driver's license Issued by a Canadian

government authority

Aliens authorized to work may present:
ListA (Establishas identity and work authorization)

Foreign Passport with (-94 or 1-94A and {-20
Forelgn Passport with 1-94 or 1-94A and D52019
Forelgn Passport with 1-94 or 1-84A
Employment Authorization Document with
photo (Form |-766)

e FSM or RMI Passport with 1-94 and 1-94A

List B {Establishes Identity only) List C (Establishes work authorization only)
e Driver's License or ID card Issued by a state or e Soclal Security Card (no restrictions)
outlying possession of the US ¢ Employment authorization document
e ID card issued by federal, state or local Issued by DHS, along with I-94
government agencies or entities » Receipt for lost, stolen or damaged
o School ID card with a photograph Social Security Card {only good for 90
¢ Driver's license issued by a Canadian days) :

government authority



Procedures for Hiring International Employees

Internatlonal faculty, staff and students may be employed at the University of Alabama in several different
visa categories. Employment visas most often used fot faculty and staffare J-1, l1-1-B, and TN. Visas most
often used for students are F-1 and ]-1.

F-1

Student may work a maximum of 20 hours per week when school is in session. Such employment may be full
time during vacation periods (Summer, Winter and Spring breaks) for a student who is eligible and intends to
register for the next academic term. To remain eligible for on campus employment, the student must enroll
full time during the Spring and Fall terms and maintain valid USCIS documents.

Most students will present an I-20 Certificate of Eliglbility {endorsed by UA’s Capstone International Center)
in combination with 194 Arrival/Departure card and an unexpired foreign passport. Information
contained on these documents can be used to complete the I-9 form as follows:

Section 1 - Information attesting to work authorization expiration date is (item #5) on the [-20, The
Admission # is the eleven diglt number on the 1-94.

Section 2 - Lines 1-4 (List A) are completed using the forelgn passport page {not ViSA). Information to
complete Line § is obtained from the 1-94 card. Information to complete Line 6 Is obtained from the
Employment Authorization Document.

If another form of identification or employment eligibility is presented, record the information as specified
from the List of Acceptable Documents on page 3 of the Form I-9. -

|-1 Visitor (Student, Research Scholar, Professor, etc.)

An exchange visitor program ] visa permits an individual to enter the U.S. for study, teaching, research or
training, The individual presents a DS-2019 to an American Embassy or Consulate abroad to obtain a ]-1 visa.
The person is obligated to engage in the activities specified on the form while In the United States.

Most -1 visa holders will present a DS-2019 Certificate of Eligibility in combination with the I-94 card and
an unexpired foreign passport, Informatlon contained on these documents can be used to complete the I-9
form as follows:

Sectionl - Information attesting to work authorization expiratlon date is (item #3) on the DS-2019. The
Admission # is the eleven digit number on the [-94,

Section 2 - Lines 1-4 (List A) are completed using the foreign passport page (not the VISA page). iInformation
to complete Line 5 is obtained from the I-94 card. Information to complete Line 6 is obtained from the
Employment Authorization Document,

If another form of identification or employment eligibility is presented, record the information as specified
frem the List of Acceptable Documents on page 3 of the [-9 form.

Other Visa Categories:
TN (Trade visas for Canada and Mexico)

H-1B (Speclalty Occupations) are authorized to work ONLY for the employer who petitioned for them to be
admiited to the United States. These foreign nationals will usually present an I-797A in conjunction with an I-
94 and an unexpired foreign passport.



Section 1 - Information attesting to work authorization expiration date is noted on the
[-797A. The Admission # is the eleven digit number on the 1-94.

Section 2 - Lines 1-4 (List A} are completed using the foreign passport (not the VISA page). Information to
complete Line 5 is obtained from the [-94 card, Information to complete Line 6 is obtained from the
Employment Authorizatlon Document.

If another form of identification or employment eliglbility is presented, record the information as specified
from the List of Acceptable Documents on page 3 of the [-9 form.

Examples of completed 1-9 forms are attached to assist you in completing the form. To comply with federal
guidelines, it is imperative that the information be accurate and complete (including required signatures and
dates). If you have and questions or need assistance completing the forms, please contact the HR Service
Center at 348-7733. '

Note: F-2 visa holders (Spouse/Dependent) are not allowed to be employed at any time while in F-2
status. There are restrictions for employment on other categorles (e.g., all B visa categories, as well as
H-4.)



