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Presenter Notes
Presentation Notes
Here is a quick agenda for today's presentation. First, we’ll briefly look at the background of the Form I-9 and changes to the new Form I-9, then we will look closer to each section. Next, I will cover the end of the COVID-19 flexibilities and the new remote document examination option that is now available. After that we will look at some documents you might see presented by your employees. And finally, we will wrap up the I-9 portion by looking at additional requirements such as storage, retention, conducting internal audits, and correcting mistakes. 

After the I-9 Overview, we will go through a quick E-Verify overview. We will discuss E-Verify user roles and how the program administrator is able to make changes to user roles. Next, we will look at case processing, then we will review E-Verify compliance. 

Finally at the end of the presentation I will provide everyone with additional resources.  



Working in the U.S.

In 1986, in an effort to controlillegal immigration, Congress
passed the Immigration Reform and Control Act (IRCA).

Individuals who may legally work in the United States:

« Citizens of the United States
¥ Noncitizen Nationals of the United States

W Lawful Permanent Residents

W Noncitizen Authorized to Work

IRCA forbids employers from knowingly hiring individuals
who do not have work authorization in the United States.
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Presenter Notes
Presentation Notes
IRCA establishes 4 categories of individuals who may legally work in the US (for Form I-9 purposes, “United States” includes: the 50 states, DC, Guam, Virgin Islands, Puerto Rico, and the commonwealth of the Northern Marianna Islands (CNMI)).  The 4 categories are:

1)  Citizens of US (born, naturalized or derived)
2)  Noncitizen nationals of US – typically born in American Samoa including Swains Island (owe allegiance to the US but do not have certain rts – voting)
3)  Lawful Permanent Residents
4)  Noncitizens authorized to work – temp/students, asylees, refugees, 



Form I-9 Requirements

All U.S. employers must properly complete Form I-9 for each individual they hire
for employment in the United States.

W Form I-9is only completed after an offer of employmenthas been extended and
accepted

W Asof August 1, 2023, you may use Form I-9, Employment Eligibility Verification,
with the 8/1/2023 revision date for all new hires and reverifications.

= You may continueto use the form with a revision date of 10/21/2019 until
October 31, 2023.

W Provide new hires with the Instructions for Form I-9 includingthe Lists of
Acceptable Documents

W Form I-9is availablein Englishand Spanish

= Onlyemployersin Puerto Rico may use the Spanish version as their official

Form I-9
= Employeesmay use the Spanish versionas a translation guide
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Presenter Notes
Presentation Notes
All U.S. employers must have a Form I-9 on file for all current employees.  The exception is for employees hired on or BEFORE November 6, 1986. 

The Form I-9 can only be completed once an offer of employment has been extended by the employer and accepted by the employee. 

Three weeks ago, on August 1, 2023, USCIS released a new version of Form I-9.  This new version contains minor changes to the form and its instructions. At this time employers may still use the previous version of the form with a revision date of October 21st 2019 until October 31st of this year. Employers have 90 days to implement its use of the new Form and as of Nov 1st all employers must use the revised version for all new hires and reverifications. 

The Form I-9 itself is 1 page in length; with 8 pages of instructions and the list of acceptable documents. This full package must be made available to the employee, either printed out or online. 

The Form I-9 is available in English and Spanish, but only employers in Puerto Rico may complete and retain the Spanish version of the form as their official form, all other locations may use the Spanish version for translation purposes but must complete and retain the English version of the Form as the official form.


https://www.uscis.gov/node/41230/
https://www.uscis.gov/sites/default/files/document/forms/i-9instr.pdf
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/sites/default/files/document/forms/i-9-spanish.pdf

Changes to Form I-9

W Reduce length of Form }9 and instructions

W Moved sections to standalone supplements

W Revised the Lists of Acceptable Documents

W Added checkbox to indicate remote examination

W Removed enhanced features to ensure easy download

W Removed use of ‘alien authorized to work’ in Section 1 and
replaced it with ‘noncitizen authorized to work’

| Summary of Changes to Form and Instructions i

-
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Presenter Notes
Presentation Notes
The Form I-9 itself was reduced to just one page and the instructions were reduced from 15 to 8 pages. This was done by merging multiple fields when possible, creating supplements, and moving portions of the instructions to the M-274 handbook for employers. 

Section 1’s Preparer/translator certification was moved to Supplement A and Section 3 Reverification and Rehire was moved to Supplement B. 

The list of acceptable documents was revised to include more guidance on receipts and automat extensions of EAD’s as well as links to important information. 

There is now an added checkbox to indicate if the employee’s documents were examined remotely, I will cover this in greater detail later in the presentation. 

The new form can be easily accessed and filled out on tablets or mobile devices, to ensure this can happen several enhanced features were removed from the Form. This also removes the requirement to enter N/A in certain fields. 
 
And then one of the biggest changes employers and employees will see is a change in terminology. The use of Alien authorized to work has been replaced with noncitizen authorized to work. Along with that, there is now more clarification on the difference between ‘noncitizen national’ and ‘noncitizen authorized to work’ 

At the bottom of the slide is a link to the full list of changes for the Form I-9 and the instructions. 


https://www.uscis.gov/sites/default/files/document/fact-sheets/FormI9SummaryofChangesFactSheet.pdf

Section 1:

Employee Information and Attestation

W Section 1is completed by the EMPLOYEE:
W On or before their first day of

WO r k fo r a Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 1-9 no later than the first
p y day of employment, but not before accepting a job offer.
Last Name (Family Name) First Name (Given Name) Middle Initial (if any) | Other Last Names Used (if any)

v B i ion:

B I O g ra p h I C a | I n fo r m a t I O n e Address (Street Number and Name) Apt. Number (if any) | City or Town State ZIP Code
N
N N a m e Date of Birth (mm/dd/yyyy) |U.S. Social Security Number ‘ Employee's Email Address Employee's Telephone Number

|
r e S S | am aware that federal law Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.):
provides for imprisonment and/or | —

e fines for false statements, or the
u Date Of BI rth use of false documents, in
connection with the completion of
this form. | attest, under penalty

of perjury, that this information,

. .
. including my selection of the box .
J O pt I O n a I F I e I d S . attesting to my citizenship or If'you check Item Number 4., enter one of these:
immigration status, is true and USCIS A-Number oR Form 1-94 Admission Number oR Foreign Passport Number and Country of Issuance
correct.

- E m a i I Ad d r e S S Signature of Employee Today's Date (mm/dd/yyyy)
[ | Te I e p h O n e N u m b e r If a preparer and/or translator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3.
W Social Security Number: Employees of

E-Verify employers must provide their
Social Security Number Employee Information Sheet

1. A citizen of the United States

N

. A noncitizen national of the United States (See Instructions.)

3. A lawful permanent resident (Enter USCIS or A-Number.)

4. A noncitizen (other than Item Numbers 2. and 3. above) authorized to work until (exp. date, if any)

-
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Presenter Notes
Presentation Notes
Alright, now let’s take a look at Section 1 of the Form I-9, the Employee Information and Attestation. As you can see not a lot has changed from the previous Form I-9. 

Ensure that the EMPLOYEE completes Section 1 of Form I-9 at the time of hire. For I-9 purposes “Hire” means the first day work for pay. 

The employee will provide their biographical information to include; their name, address and date of birth. 

The Employee’s email address and telephone number are optional fields. 

EMPLOYEE’s may voluntarily provide their Social Security numbers on Form I-9, however once a company is enrolled in the E-Verify program, the Social Security Number must be provided by their new hires. 


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/30-completing-section-1-of-form-i-9
https://www.e-verify.gov/sites/default/files/everify/infosheets/FormI9EmployeeInfoSheet.pdf

Section 1:

Employee Information and Attestation Cont.

W Section 1is completed by the EMPLOYEE:

« Attestation:

" (Citizen of the United States
" Noncitizen National

= Lawful Permanent Resident
|

« Signature and Date

W Employee has three business
days to present:
" 1 List Adocument
OR
" 1 List Bdocument AND
" 1 List C document

Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.):

|:| 1. A citizen of the United States

|:| 2. A noncitizen national of the United States (See Instructions.)

|:| 3. A lawful permanent resident (Enter USCIS or A-Number.) ‘

|:| 4. A noncitizen (other than Item Numbers 2. and 3. above) authorized to work until (exp. date, if any)

If you check Item Number 4., enter one of these:

Noncitizen Authorized to Work | e o

Form 1-94 Admission Number oR Foreign Passport Number and Country of Issuance

Section 1. Employee Information and Attestation: Employees must com{We and sign Section 1 of Form I-9 no later than the first
day of employment, but not before accepting a job offer.

Last Name (Family Name)

First Name (Given Name) ddle Initial (if any) | Other Last Names Used (if any)

Address (Street Number and Name)

Apt. Number (if any) | City or Town State ZIP Code

N

Date of Birth (mm/ddryyyy) U.S. Social Security Number Employee's Email Address Employee’s Telephone Number

|
I am aware that federal law
provides for imprisonment and/or
fines for false statements, or the
use of false documents, in
connection with the completion of
this form. | attest, under penalty
of perjury, that this information,
including my selection of the box
attesting to my citizenship or
immigration status, is true and
correct.

Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.):

. Acitizen of the United States

. A noncitizen national of the United States (See Instructions.)

. Alawful permanent resident (Enter USCIS or A-Number.) ‘

Blw| | =

. Anoncitizen (other than Item Numbers 2. and 3. above) authorized to work until (exp. date, if any)

If you check Item Number 4., enter one of these:

USCIS A-Number oR Form 194 Admission Number orR Foreign Passport Number and Country of Issuance

Signature of Employee

Today's Date (mm/dd/yyyy)

If a preparer and/or translator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3.

-
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Presenter Notes
Presentation Notes
Next is the employee attestation portion of Section 1. Here, the employee must select one of the four citizenship statuses. If the employee selects lawful permanent resident or noncitizen authorized to work, additional information is needed.  

If the employee selects Lawful permanent resident, they must enter their A-Number or USCIS Number to the right of their attestation. 

If the employee selects noncitizen authorized to work, they must enter the date their work authorization expires as well as an A-Number, OR I-94 number, OR foreign passport number and country of issuance. Please note the bolded OR’s on the form. Not all of the information is required, the employee can choose what information to provide. 

Make sure the employee signs and dates the form. This must be completed by the end of the first business day the employee works for pay. 

Once the employee completes Section 1 they will have three business days to select and present documents from the List of Acceptable Documents. I’ll go over this more later in the presentation. 

The largest change to this section is the removal is the preparer/translator portion. This portion was removed from Section 1 and moved to a standalone Supplement A. If the employee does require a preparer or translator to assist them with completing the I-9 then they can complete that information on Supplement A. I will cover what that looks like shortly.


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/30-completing-section-1-of-form-i-9

Section 2:

Employer Review and Verification

Section 2 is completed by the EMPLOYER:

W MUST be completed no later
than 3 business days after the
employee’s first day of work
for pay

W Employer MUST examine original
documentsin the presence of
employee

W Date fields

= First date of employment
= Today’s Date

W Signature and Date

-
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Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three
business days after the employee's first day of employment, and must physically examine, or examine consistent with an alternative procedure
authorized by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional
documentation in the Additional Information box; see Instructions.

List A OR List B AND ListC

Document Title 1

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Document Title 2 (if any) Additional Information

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Document Title 3 (if any)

Issuing Authority

Document Number (if any)

Expiration Date (if any) [ check here if you used an alternative procedure authorized by DHS to examine documents.

First Day of Employment

Certification: | attest, under penalty of perjury, that (1) | have i the ion pl by the ab d Jddh |
ployee, (2) the ab listed ion appears to be genuine and to relate to the employee named, and (3) to the (mm/ddyyyy):
best of my knowledge, the employee is authorized to work in the United States.

Last Name, First Name and Title of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy)

Employer's Business or Organization Name Employer's Business or Organization Address, City or Town, State, ZIP Code

IRST DAY
FoF WORK



Presenter Notes
Presentation Notes
Now let’s take a look at Section 2, which must be completed by EMPLOYER: You can see what the updated Section 2 looks like here on this screen, and it has been moved to the first page of the I-9, just below Section 1.

Section 2 MUST be completed no later than 3 business days after the employees first day of work for pay. For example: if an employees first day is Monday, Section 2 must be completed by Thursday. However, If the job lasts less than 3 days, you must complete Section 2 no later than the first day of work for pay.

The big part of Section 2 concerns those documents the employee presented. Employers need to remember two key points:
First is that the EMPLOYER MUST physically examine original documents in presence of employee. 
Second, the documents MUST be UNEXPIRED.

Section 2 includes two spaces that require dates: These spaces are for your employee’s first day of employment, and the date you examined the documentation your employee presented to show identity and employment authorization, which should be within three days of the employee’s first day of employment.  

The Employer or their Authorized Representative signs and dates Section 2 attesting to physically examining the documents provided by the employee.
You may appoint an authorized representative; however, the employer is ultimately responsible for any errors. 

The certification portion of the I-9 has some updates, to include merging of a few of the fields. As you can see here, the Employers Title and First and Last name fields are all combined, as well as the Address of the business. 


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/40-completing-section-2-of-form-i-9

Section 2:

Employer Review and Verification Cont.

title of the document

Issuing Authority: Enter
the specific entity that
issued the document

Document Number: If
applicable document
number can contain
numbers and/orletters

Expiration Date: If

DocumentTitle: Enter the

Sectlon 2. Employer Rewew and Verification: Employ:

d umett n the Addt nal Information box; see Instructio

ss days after 1h e employee's first day of employment, al dmutphy IIy
th dbyth S retary of DHS, do umett fomL tAOR mbin

or their authori d p

ttemut omplt d g S ction 2 within th

tth

eo Xamin tvp cedur
fd umeit fomLtB dL1C Et yddt I

LtA

OR List B

AND

List C

Document Title 1

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Document Title 2 (if any)

Additional Information

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Document Title 3 (if any)

Document Title 1

Issuing Authority

'S to examine documen ts.

Ry of Employment
Byyyy):

Document Number (if any)

Today's Date (mm/dd/yyyy)

Expiration Date (if any)

applicable enter expiration

date MM/DD/YYYY

E-Verify
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Presenter Notes
Presentation Notes
The employer will place the employees document information in the proper fields, as you can see List A has multiple rows for employers. This is for combination documents examples would be Foreign passport and I-94 or I-551 Machine Readable Immigrant Visa. 

There are 4 keys sections the employer will place information: 

Document Title: Enter the title of the document or receipt in this field. You may choose to use the abbreviations from the M-274 Appendix A, or any common abbreviation. We recommend keeping it consistent and ensure everyone complete section 2 is aware of those meanings

Issuing Authority: The specific entity that issued the document is entered here. Its possible to have more then one issuing authority with the combination documents that is why under List A, we gave up to three spaces to separate those. We recommend employer staying consistent where there are agencies umbrellaed under each other like, United State Citizenship and Immigration Services (USCIS) is umbrellaed under Department of Homeland Security. Choose one and stay consistent. 

Document Number: If applicable the document number or card number can consist of numbers and/or letters. 

Expiration Date: Ensure the date is listed in the correct format if applicable. 



Examining Documents

Acceptable documents must be:

¥ Original (Photocopies are not permissible)*

v Unexpired

W Reasonably appear GENUINE

W Relate to the individual presenting it

* You may accept a certified copy of a birth certificate issued by a state, county,

municipal authority or outlying possession of the United States that bears an
official seal.

Examining Documents

Acceptable Document Examples

E Verify )



Presenter Notes
Presentation Notes
You are not expected to be a document expert, but you must accept a document presented by an employee if it reasonably appears to be genuine AND relates to the individual presenting it.

The examiner of the documents and the EMPLOYEE must both be physically present during the examination. 

The document must be original. Photocopies are not acceptable.

However, there is one Exception to that rule:  You may accept a certified copy of a birth certificate – those with a stamped, raised seal.  

Remember that documents presented must still be valid, meaning unexpired. As an employer and you can reject any documents if they do not appear to be genuine or relate to the individual. 


https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents/examining-documents
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/120-acceptable-documents-for-verifying-employment-authorization-and-identity/123-list-c-documents-that-establish-employment-authorization

Receipt Rule

You must accept a receiptindicating your employee has applied to replace
any List A, B, or C documentthat was lost, stolen or damaged:

W The receipt must be issued by the originating agency

W Employee must presentoriginal replacement document or another
acceptable document(s) within 90 days of the hire date

W Receiptsare never acceptable if employment will last less than 3
business days

W E-Verify cases should be delayed until the replacement documentis
provided

‘ Section 4.4 Acceptable Receipts }

= . -
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Presenter Notes
Presentation Notes
Receipts may be used as temporary proof of identity or employment eligibility when a List A, B or C document has been lost, stolen or damaged. The employee must have had the document in their possession at one time, and they must have applied to REPLACE that document.

The receipt must be issued by the originating agency.

When employees present a receipt showing that they applied to replace a List A, B, or C document that was lost stolen or damaged, they should show their employer the replacement document for which the receipt was given. However, this is not always possible due to document delays, changes in status, or other factors.

If the employee does not present the original document, for which the receipt was issued, but presents another acceptable document (or documents) to demonstrate his or her identity and/or employment authorization, employers may accept such documentation within the 90-day period. 

In those cases where an employee presents a document (or documents) other than the actual replacement document, the employer should complete a new Section 2 and attach it to the original Form I-9. In addition, the employer should provide a note of explanation either in the Additional Information box included on page 2 of the Form I-9 or as a separate attachment. 

In E-Verify you should delay creating the case until the replacement documentation is provided. 


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/40-completing-section-2-employer-review-and-verification/44-acceptable-receipts

Photocopying Documents

¥ If you choose to make copies of an employee’s documents, you must do
so for ALL employees

= Retain document copieswith their Form I-9 or their personnelrecord
= Be consistentand copy all documentsemployees provide
" Do not destroy or dispose of copies of documents
W E-Verify employers must photocopy the following documents if
voluntarily provided by the employee for Form I-9 Section 2:
= U.S Passport or Passport Card
= |-155 Lawful Permanent Resident Card

= |-766 Employment Authorization Document

‘ Section 10.2 Copies of Documents }

- !
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Presenter Notes
Presentation Notes
Now let’s take a look at copying documents. Employers may choose to make copies of an employee’s documentation presented for Section 2. However, there are a few things to keep in mind. 

If you choose to photocopy documents, you must do so for ALL employees, and consistently copy all documents provided. If you only copy certain documents for certain groups, you may be in violation of anti-discrimination laws. If you do it, do it for everyone. ​
  
You may start and then stop the practice, but you’ll need to document the change with a memo.  Any photocopies that are made should be retained with the Form I-9 or in the employees personnel file, and you should maintain the documents for the same retention period as the Form I-9. 

Even if your company photocopies documents as a business practice, you still need to complete Section 2 of the Form I-9. Because copies of documents does not satisfy the requirement to actually write the document information on the I-9. 

For E-Verify employers you will need to make photocopies of certain List A documents if the employees provides them due to photo matching requirements. Those documents include U.S. passport, passport card, Permanent Resident Card (Form I-551) and Employment Authorization Document (Form I-766). You must copy the front and back of these cards. If the employee presents a U.S. passport, you must copy the front page and the back barcode page.​


https://www.uscis.gov/i-9-central/handbook-for-employers-m-274/90-retaining-form-i-9/92-retaining-copies-of-form-i-9-documents

Supplement A:

Preparer/Translator

Supplement A,

TUSCIS
Preparer and/or Translator Certification for Section 1 FormI-9
Suppl A
Department of Homeland Security nppement

OMB No. 1615-0047
Expires 08312025

U5, Crhzenzhip and Immwgration Services

Last Name [Famiy Same) fom Ssotion 1. First Name (Given Mame) from Ssation 1. Middle initial [ amy] from Ssotion 1.

Instructions: This supplement must b= completed by any preparer andior translator who assists an employes in completing Section 1
of Form -2, The preparer and/or translator must enter the employee's name in the spaces provided abowe. Each preparer or franslator

must complete, sign, and date a separate certfication area. Employers must retain completed supplement sheets with the employee’s
completed Formm -8

| 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 comect.

Shgnature of Praparer or Transiator Date [mmAayyyy)
Last Mame (Family MName| First Mame [Eiven Name| Middie Irital {7 any)
Address (Street Numbsr and Mame) Chy or Town State ZIF Code

-

« Preparer/Translator must complete Supplement A

W Preparer/Translator should enter their home address, not the company
address.

-
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Presenter Notes
Presentation Notes
Now we have made it through the Form I-9, so let’s take a look at a portion that was previously on the I-9 but has since been moved to a supplement, the preparer/translator certification. 

If an employee uses a preparer/translator to assist them in completing Section 1, then the preparer/translator MUST complete Supplement A.  At the top they will enter the employees name, then in the certification section the preparer/translator should enter their home address, not the company’s address. They should also sign and date that section after filing in all of their information. 

I would like to note that you are not required to print out this document if you are not using a preparer/translator. 



Supplement B:

Reverification and Rehires

Supplement B, USCIS
Reverification and Rehire (formerly Section 3)  FormI9
Supplement B
Deparoment of Homeland Security OME No. 1615-0047
U.S. Citizenship and Immigration Services Expires 0831/2026
L3zt Mame [Family Name) from Section 1. I First Mamerzmnam}m Saction 1. IMImInm‘a’{ray,\t\m Saction 1.

Instructions: This supplement replaces Section 3 on the previous version of Form I-9. Only use this page if your employee requires
reverification, is rehired within three years of the date the original Form 13 was completed, or provides proof of a legal name change. Enter
the employee’s name in the fields above. Use a new section for each reverification or rehire. Review the Form 18 instructions before
completing this page. Keep this page as part of the employee’s Form 1-9 record. Additional guidance can be found in the_

Handbook for Employers: Guidance for Completing Form 1-9 (M-274)

Date of Rehire (¥ appicable) | New Name (¥ appicabie)
Cate (mmdiddyyyy) Last Name {Family Name) First Name [Ghven Mame) Middle Initiad
Reverfication: If the employes requires reuu'rﬁcahnnyulemplnyeeea’ldmsetnpresenlmyawephblemﬁurhslcdmuhmIushm
pontinued employment authorization. Enter the document information in the spaces below.
Documest Tile Document Numbar (if any) Expiration Date (F any) (mmiodiyyyy)

| attest. under penalty of perjury. that to the best of my knowledge, this employee is authorized to work in the United States, and if the
employee presented documentation, the documentation | examined appears to be genuine and to relate to the individual who presented it.

Name of Empioyer or AuTionzed Representative Signature of Empioyer of Authorized Representative Today's Date (mmdadyyyy)

Additional Information (Initial and date each notation.) Check here If you 52 an
aliemattve procedure authonzed
by DHS o examine documents.

¥  Employers MUST reverify an employee using Form |-9, Supplement B, if their temporary
employment authorization status or temporary employment authorization document has expired

¥  Youmay also complete SupplementBiif you:
= Rehire the employee within 3 years of the date you completed Form |-9*
OR
= Updatethe employee’s biographicinformation

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

-
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Presenter Notes
Presentation Notes
Now let’s take a look at Supplement B which is the section for Reverification and Rehire. This was formerly Section 3 on the previous version of the Form I-9. 

Employers must complete Supplement B when your employee’s temporary employment authorization or temporary documentation of employment authorization has expired: this is called ("reverification").​

You must enter the employee’s information from Section 1 at the top of Supplement B.  I would like to point out that there is a box to check if you used the alternative procedure authorized by DHS to examine documents.
​
There are also some circumstances where Employers can choose to complete Supplement B, but it isn’t required:​

If your employee is rehired within 3 years of their original hire date on their Form I-9 employers may choose to complete Supplement B. However, if they are rehired later than 3 years, and you will need to complete a new Form I-9​.

Employers may also use Supplement B to update an employee’s biographic information; such as a name change​. 

It is important in either of these situations to have a policy covering ALL employees.​

I do want to note that if you use E-Verify you will not take any actions in E-Verify, such as creating a new case, you will only complete Supplement B of the Form I-9. 
​
And again, like Supplement A, you do not need to print out Supplement B If you are not rehiring, reverifying or entering new biographic information for your employee. 



Supplement B:

Reverification and Rehires Cont.

REVERIFY

An Employment Authorization
Document (Form 1-766)

Form 1-94 with temporary I-551 stamp
Unexpired foreign passport with
temporary I1-551 stamp

DO NOT
REVERIFY

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 I-551)
Expired Permanent Resident

Card presented with Form 1-797

List B documents

August 23,2023


Presenter Notes
Presentation Notes
Here is a list of situations where you would re-verify or not re-verify an employee. 

When your employee’s employment authorization or, in most cases, employment authorization documentation expires, you must reverify to ensure your employee is still authorized to work. To find out if your employee’s employment authorization expires, look in Section 1 for the date that employment authorization expires and in Section 2 for the date that the employment authorization document expires. 

Employers should never reverify a US citizens or a noncitizen nationals because they have permanent work authorization. Using the same logic, employers should never reverify US passports or passport cards. Lawful permanent residents who present a Form I-551, Permanent Resident or Alien Registration Receipt card, or an expired permanent resident card with a receipt notice extending the validity of the card for Section 2 do not need to be reverified. 

And finally, List B documents do not need to be reverified. Some List B documents have expiration dates, like DL. However, List B documents establish identity, and identity was verified previously and does not change. 



End of COVID-19 Flexibilities for Form |9

August 1, 2023 August 30, 2023

» |[CE ¢ Form |-9 ¢ Remote ¢ Physical
announces Temporary Document examination
Form I-9 Flexibilities Examination of documents
Temporary END goes into must be
Flexibilities effect completed

¢ New Form I-9 following
Published COVID
Temporary
Flexibilities

v

\_

vy

\

A

\

E-Verify enrolled employers who completed remote examination of
documents for Section 2 prior to August 15,2023, do not need to
subsequently examine documents physically.

Employers not enrolled in E-Verify (at the time of the remote examinations)
who remotely examined documents during COVID flexibilities must now

physically examine the documents or have someone at that remote location
physically examine documents.

E-Verify

August 23,2023
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Presenter Notes
Presentation Notes
Now let's take a look at the temporary COVID-19 flexibilities that recently expired. Here is a timeline for those temporary flexibilities. In March of 2020 ICE Announced a temporary flexibility for companies who were operating in a 100% remote environment hiring for telework positions, that allowed those employers to virtually examine the document presented by those employees, rather then physically examining them. That rule was extended several times through the years, however it officially expired on July 31st of this year. 

On August 1st, just one day later, a new remote document examination policy went into effect, and the new version of the Form I-9 was released that same day. With the publication of this new rule employers who were enrolled into E-Verify and used the remote examination of documents in accordance with the COVID-19 temporary flexibility, do not need to subsequently examine documents physically. 

However, employers who were not enrolled into E-Verify at the time of the remote examination will need to physically examine, or have an authorized representative physically examine any documents that were remotely examined due to the temporary COVID-19 flexibilities by August 30th. 

I will go over each of these two options on the next few slides. 



End of COVID-19 Flexibilities for Formsl-9

Physical Inspection

¥ In the presence of the employee,

. . [Section 2. Employer or Authorized Reprosontative Review and Verification
employers must physically inspect all |Emmsessnmmmmamnan ey
documents previously inspected evioevenomaaiet RS o
remotely by August 30, 2023 TR

« Write “COVID-19 - Documents
physically examined on

MM/DD/YYYY” as well as the initials |~ T

of the person who performed the s e | completed 05/01/2021
physical inspection in the Section 2 e S
Additional Information field 08/02/2023 (initialy)

« May designate an authorized
representative to complete physical m
document inspection Form I-9 Completion Examples

-
E-verlfy August 23,2023 .



Presenter Notes
Presentation Notes
As I stated on the previous slide, employers who were not enrolled into E-Verify at the time remote examination took place, will have until August 30th to physically examine documents. 

Once the physical examination is completed, employers will annotate in the additional information field, with the statement “COVID 19 documents physically examined” then initial and the date once the inspection takes place.

Keep in mind the physical examination can be completed by either the employer or whoever they assign to act on their behalf as their authorized representative. 


https://www.uscis.gov/i-9-central/form-i-9-examples-related-to-temporary-covid-19-policies

Authorized Representative

Employers may designate, hire, or contract with any person you
choose to complete, update or make correctionsto Section 2 or
Supplement B on your behalf. This person is known as an
Authorized Representative.

W He or she must carry out full Form I-9 responsibilities

W Employees CANNOT act as authorized representatives for
their own Form [-9

W Employers are still liable for any violations, including any
violations of the employer sanctions laws committed by your

authorized representative

E Verify )


Presenter Notes
Presentation Notes
Let’s take a close look at what an authorized representative is.  

An authorized representative is anyone an employer designates, hires, or contracts with to complete, update or make corrections to Section 2 or Supplement B on their behalf. This individual will carry out all Form I-9 Responsibilities, You or your authorized representative must complete Section 2 by examining evidence of identity and employment authorization within 3 business days of the employee’s first day of employment

Employees are not allowed to act as their own authorized representative for their Form I-9. 

And finally, it is important to remember that you as the employer are still liable for any violations, including violations of the employer sanctions laws committed by your authorized representative. 

The employer sanctions provisions of the Immigration Reform and Control Act of 1986 (IRCA) prohibit employers from hiring, recruiting, or referring for a fee aliens known to be unauthorized to work in the United States.


https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-2-employer-review-and-attestation

Authorized Representative

Challenges

Common Challenges:

W Administrative burdens to coordinate and support authorized representatives
W Increased error rates

W Employees privacy concerns

Examples of Authorized Representatives:
Any member of the general public
Personnel officer

Foreman

Agent

Supervisor

S84 46

*Notary Public where permissible

*This person is not acting in the capacity of a notary. This person must perform the same required actions to complete the
verification process on your behalf as any other authorized representative, including signatures. When acting as an
authorized representative, a notary public should not provide a notary seal on Form [-9.

E Verify .


Presenter Notes
Presentation Notes
Some common challenges that businesses face with Authorized Representatives is figuring out how to coordinate and support those individuals. Employers also often see an increase in errors on the Form I-9 when relying on an Authorized Representative to complete the form on their behalf. And of course, there are always privacy concerns when an employee is providing personal information and documents to an individual they do not know and who does not work for their company. These are all things that should be addressed by the employer when selecting an authorized representative. 

Some examples of Authorized Representative include, but are not limited too: 
Any member of the general public
Personnel Officer
Foreman 
Agent 
Supervisor 
Notary Public 

For the Notary Public it is important that individual realizes that they are not acting as a notary, but as an authorized representative. They will not apply their seal to the Form I-9, they will just examine the documents and complete Section 2 of the form. Also, some states do not allow Notary Public to complete the Form I-9 on your behalf, we recommend reaching out to your State legislation to determine if this is applicable to your state. 



Authorized Representative

Best Practices

You are not required to have a contract or other specific agreement
with your authorized representative for Form -9 purposes. You are
responsible for ensuring that the person who completes the Form -9
on your behalf is authorized to do so.

Some Best Practices to consider:

¥ Implementrobust quality control and review procedures to
minimize and correct errors

v Develop training and resources for authorized representatives

W Discuss potential limitations on who may serve as authorized
representatives with counsel

-
E-verlfy August 23,2023 50


Presenter Notes
Presentation Notes
Employers are not required to have a contract or specific agreement with their authorized representative; the employer is ultimately responsible for the Form I-9 and how its completed. An authorized representative is representing the company, so the employer wants to ensure the person completing the Form I-9 is authorized to do so. 

Some best practices to consider when using Authorized Representatives to assist with Form I-9 verification are included on this slide. 

Be sure to implement quality control and review procedures to minimize and correct errors on the Form I-9 as quickly as possible. Errors are always easier to correct when they are found immediately, rather then during an audit that is conducted a year after the Form was completed. 

Consider developing training and having resources that can be shared with individuals who are chosen to act as your Authorized Representative. 

And of course, always discuss any questions or concerns that you have with your legal council. Some employers are comfortable choosing the employees family or friends to complete the Form I-9 as their Authorized Representative, while others are not. This is something that you would want to talk through with legal counsel to work through the pros and cons of possible actions you can take. DHS does not define who can be chosen as an Authorized Representative, that is up to you as the employer to decide. 



End of COVID-19 Flexibilities for Formsl-9

Alternative Procedure

« To qualify for the alternative
Section 2. E|_11ploy_er or Authl:_lrized Represent-_ative Revim.'._* and _Veril'ication
proce dure, the em o | oyer must have: [ e e maesnoss amiissrs s s s el

of Acceptzble Documents, )

Employee Info from Section 1 L_'eéeg]:lnanrget‘r:nam?y ame! z‘.:;trwglme (in Hame! %

= Performed remote examination of an L
Document Title Document Title Oocumer
em p I Oyee’s d ocume nts betwee n M arc h ;;;ulng Buthority I;;uin; .'\uthnrrty — IqqulngA

20, 2020, and July 31, 2023; - e i

= Been enrolled in E-Verify at the time e T
lssuing Autharity ffﬁl'rt.izneilnl.:'l:'z::rﬂ?ﬂgr
they Completed the Form |-9 for that D:G:-cumentNumbu; complezad on 0373072020

N/A

s I - ] Alternati rocedure
Expiration Date (f any) (mm/dddiyyy) Tuamined on OB/15/2023

employee;

Cocument Title

Issuing Authority

Document Murmber

= Created a case in E-Verify for that

employee (except for reverification); e L
and

= Be currently enrolled in and continue to
participate in E-Verify.

E-Verify Employers May Use

Alternative Procedure

-
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Presenter Notes
Presentation Notes
Alright, going back to the end of the COVID-19 temporary flexibilities for the I-9. 

As I stated earlier, employers who were enrolled into E-Verify at the time of the remote examination are not required to complete the physical examination of documents by August 30th. Let’s take a close look at that exception and see who qualifies to use it. 

So, this exception applies to employers who performed remote examination of an employee's documents between March 20 of 2020 and July 31st of this year. The employer must have been enrolled at the time they completed the Form I-9 for that specific employee, and they must have created an E-Verify case for that employee at the time of the remote examination, and finally they must still be enrolled in the program and continuing to use it for their new hires. 

If you meet all four requirements, then you can choose to use the new alternative procedure starting on August 1, 2023 to satisfy the physical document examination requirement by August 30, 2023 
Or 
You may choose to complete an in-person physical document examination by August 30, 2023. 

All E-Verify employers that choose the alternative procedure instead of physical examination must follow the instructions for the alternative procedure in this guidance. Even if the employer performed steps similar to the alternative procedure at the time of hire, the employer must still complete the steps of the new alternative procedure to finalize the Form I-9. 


https://www.uscis.gov/i-9-central/form-i-9-related-news/new-e-verify-employers-may-use-alternative-procedure-for-form-i-9-documents-examined-remotely-during
https://www.uscis.gov/i-9-central/form-i-9-related-news/new-e-verify-employers-may-use-alternative-procedure-for-form-i-9-documents-examined-remotely-during

What is Remote Document Examination?

W An option for employers to remotely examine Form F9 documents
W Alternative to physical documentinspection

W E-Verify participation required

W E-Verify employerin good standing

W Must be offered consistentlyto all employees

W Hybrid method:
= Remote document examination for remote employees
" Physical documentinspection for on-site employees

‘ Remote Examination of Documents |

-
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Presenter Notes
Presentation Notes
So, what is remote document examination and how can it be used going forward? 

Remote document examination is an option for employers to remotely examine From I-9 documents and is an alternative method to the physical examination of documents. 

In order to participate in this procedure employers must be enrolled into the E-Verify programs and in good standing within E-Verify, which just means their account is in compliance and they are actively using the account for all new hires at all participating hiring sites. 

Employers have two options when deciding if they would like to use the remote document examination, either they offer it consistently to all employees, or they use a hybrid method of offering the remote document examination; which would include offering it to remote employees, and physically examining any employees who work on-site. 


https://www.uscis.gov/i-9-central/remote-examination-of-documents

Remote Document Examination Procédures

W Employee transmits Form | -9 documentation to their employer
W Employer conducts a live video interaction with the employee
*  Employee must show the same document(s) they transmitted

=  Employer examinesthe documents presented during the interaction
to ensure they reasonably appear to be genuine and relate to the

employee
W Employerretains Form -9 document copies with Form |-9

Remotely examine your employee's |-9
documents via live video

Q_ (*) ﬁ

-
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Presenter Notes
Presentation Notes
Here are the procedures you must follow if you wish to use Remote Document Examination:

First the employee will transmit copies of the documents they choose to present for the I-9 to their employer. The employer will then examine those copies (front and back, if the document is two-sided) to ensure that the documentation presented reasonably appears to be genuine and relates to the employee;

Next the employer will conduct a live video interaction with the individual presenting the document(s) to ensure that the documentation reasonably appears to be genuine and relates to the individual. The employee must present the same document(s) during the live video interaction; 

Then the employer will retain a clear and legible copy of the documentation (front and back if the documentation is two-sided). 



Indicate Alternative Procedure on Form J<9

W On the Form I-9 dated 10/21/2019, notate “Alternative Procedure”
the Additional Information field in Section 2.

W On the Form I-9 dated 08/01/2023, check the box to indicate that you
used an alternative procedure in the Additional Information field in
Section 2.

Section 2. Empl Irﬂr Review and Verification: Employers or their authorized rep tative must ¢ lete and 5|gn tion 2 wumn three
business days aﬁer 8 emplofyee s ﬂrst day of emplwment and must physically examine, or examine c i

with ai
jon from List A OR a combination of documentation from List B and LISl C. Enter any addmonal

authorized by
documenlatlon |n the Additional Information bax; see Instructions.
List A OR List B AND List C
Document Title 1
Issuing Authority

Document Mumber (if amy)

Expiration Date (if any)

Document Title 2 (if any) Additional Information |

Issuing Authority

Additional Information

Document Mumber (if amy)

Expiration Date (if any)

Document Title 3 (if any)

Issuing Authority

Document Mumber (if amy)

Expiration Date (if any) Check here if you used an alternative procedure authorzed by DHS o examine documents.
Certification: | attest, under penalty of pe ] ry, that (1) | have a:aminad the documentation presented by the above ed F"'S[,Da)' of EI!'ann)'ment
employes, |2p the above-listed alar !y T

best of my knowledge, the emplo
Last Name, First Name and Title of

'D Check here if you used an alternative procedure authorized by DHS to examine documents.

Employer's Business or Organization Name Employer's Business or Organization Address, City or Town, State, ZIP Code

-
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Presenter Notes
Presentation Notes
The final step in the procedure is to indicate on the Form I-9 that the alternative procedure was used for examining the employees' documents. 

On the previous version of the I-9 the employer will write ‘Alternative Procedure’ in the additional information field of Section 2. But on the New Form I-9 there is a check box the employer will use to indicate that you used the alternative procedure. 



ists of Acceptable Documents

LISTS OF ACCEPTAELE DOCUMENTS E I t 'th °
All documents containing an expiration date must be unexpired. m p Ovee m av p rese n e I e r [ ]
| * Documents extended by the issuing authority are considered unexp\red,l
Employees may present one selection from List A ora
combination of one selection from List B and one selection from List C.

Examples of many of these documents appear in the Handbook for Employers (M-274). J Li St A d oc u m e nt t h at esta b | iS h e S

LISTA LISTE LISTC
Documents that Establish Both Identity D that Emp:

and Employment Authorization OoR Documents that Establish Identity  AND Authorization . b t h M d t 't d | t
1. A Social Security Account Number card, O I e n I y a n e l I l p Oy m e n

unless the card includes one of the following
restricfions:

1. U.S. Passport or U.S. Passport Card

. Driver's icense or ID card issued by a State or
outlying possession of the United States
2. Permanent Resident Card or Alien provided it containe a photograph or

. .

Registration Receipt Card (Form 1-551) Information such as name, date of birth, (1) MOT VALID FOR EMPLOYMENT a u t h O r I Z at I O n
endier, height, Jor, and acd

Forsign passport that contains a gender, g, eye color, and address (2] VALID FOR WORK ONLY WITH

temparary |-551 stamp or temporary ID card issued by federal, state or local INS AUTHORIZATION

1-551 printed notation on a machine-

[

lud

= . govemment agencies or enfities, provided it 3) VALID FOR WORK OMLY WITH
readable immigrant visa contains a photograph or information such as = DHS AUTHORIZATION
4, Employment Authorization Document name, date of birth, gender, height, eye color,
that contains a photograph (Form I-766) and address 2. Certification of report of birth issued by the

School ID card with ot h Department of State (Forms DS-1350,
e i 2 photograp F5-545, F5-240)

Original or certified copy of birth cerfificate

——— S 54t e « List Bdocumentthat establishes

Mative American tribal document

Ll

For an individual temporarily authorized
to work for a specific employer because
of hig or her status or parole:

Voter's registration card

[

a. Foreign passport, and

b. Form 184 or Form |-94A that has
the following:

E

U.5. Coast Guard Merchant Mariner Card

. . . .
. U.S. Citizen ID Card (Form 1-197)
T i T identity (for E-Verify employers, List
endorsement of the - 6. |dentification Card for Use of Resident

individual's status or parole as Driver's license issued by a Canadian Citizen in the United States {Form 1-178) ’

long as that period of govemment authority

endorsement has not yet Employment authorization document

.
expired and the propased For persons under age 18 who are issued by the Department of Homeland

employment is not in conflict unable to present a document Security

with any restricions or listed above:

limitations identified on the fom. , see Section 7 and

{1) The same name as the
, and

o

B el R I I N

~

School record or report card 13 of the M-274 on
6. Passport from the Federated States of — - central.
Mimﬁ;(Fﬂ{)&:’;ﬁmumc‘Lm 14. Clinic, doctor, or hospital record The Form 1-766, Employment
Marst i om |-94 o Authorization Document, is a List A, Item
Form |-844, indicating nonimmigrant 12. Day-care or nursery school record HNumber 4. document, not a List C
‘admission under the Compact of Free document.

Association Between the United States

SR W List Cdocumentthat establishes

Acceptable Receipts
May be presented in lieu of a document listed above for

For receipt validity dates, see the M-274. e m p onme nt a utho rizatio n

Receipt for a replacement of a lost, Receipt for a replacement of a lost, stolen, or Receipt for a replacement of a lost, stolen, or
stolen, or damaged List A document. R damaged List B document. damaged List C document.

Form -84 issued to a lawful
permanent resident that contains an
1-551 stamp and a photograph of the
individual.

Form 1-54 with “RE” natation or

A T e You cannot specify which document(s) an
- employee will present from the list.

E-verlfy August 23,2023 ,e



Presenter Notes
Presentation Notes
This slide shows the List of Acceptable Documents which must be offered to employees when they are completing the Form I-9. I want to point out a few things on this updated version. 

There is more clarification on acceptable receipts at the bottom, and at the top of the document there is a statement that say’s: Document’s extended by the issuing authority are considered unexpired. I will be going over some examples of those documents on the next few slides. 

These documents are meant to verify a person's identity (they are who they say they are), and their employment authorization (are they allowed to work in the US) 

The employee must provide either List A document, or a combination of List B &C.  

List A – establishes identity & employment authorization, which is why you only need one
List B – establishes identity
List C – establishes employment authorization

E-Verify employers can only accept List B documents that contain a photograph. Most common List B doc is probably a DL, but there are other documents that are acceptable like a school report card or a hospital record; so, just double check your accepting List B docs with a photograph. 

Also remember that you cannot specify what documents an employee chooses to present for the Form I-9.


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/120-acceptable-documents-for-verifying-employment-authorization-and-identity/121-list-a-documents-that-establish-identity-and-employment-authorization
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/120-acceptable-documents-for-verifying-employment-authorization-and-identity/122-list-b-documents-that-establish-identity
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/120-acceptable-documents-for-verifying-employment-authorization-and-identity/123-list-c-documents-that-establish-employment-authorization

List A Documents

Permanent Resident Card (Green Card / Form I-55_1)

W DocumentTitle: Permanent
Resident Card (Form [-551)

W Issuing Authority: U.S Citizenship
and Immigration Services (USCIS)

W Document Number: Also known
as the card numberis located on : e Lecee Bl T
the back of the card at the end of amin 99926373 ||l1IIIIIIIIIIIHIIIHIBIIHIIIIIINIIHHIIIII
the firstline - S y@, 3‘-

« Expiration Date: The expiration
date is located on the front of
the document, at the bottom

ST L h:ga_lrw

o found, drop in arry US Malbcn. USPS: Mall i USCIS, 7 Prodise! Wiy, Lees Summit, B0 84002

B

C1USAD000003104LINO000000310K<
5808175M1105108BHS<<<<<<<<<<<4
SPECIMEN<SKLKTESTLKVOIDLKLLLLLLLLLKL

-
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Presenter Notes
Presentation Notes
The first document we are going to look at the is the Permanent Resident Card, which you might also hear referred to as the Green Card.

The issuing authority is the US Citizenship and Immigration Services or USCIS

The Document Number: Also known as the card number is located on the back of the card at the end of the first line. 

Document Expiration Date: The expiration date is located on the front of the document, at the bottom.  With an LPR card, it is important to know that even though the card may expire, the cardholder’s status as an LPR will never expire unless they are ordered removed by an immigration judge or are naturalized as a US citizen.

Additionally, with multiple options for auto extension an expired Permanent Resident card may STILL be valid, so let’s take a look at those options. 



List A Documents

I-551 Automatic Extensions

W  Employers should accept an expired I-551 if
presented with a Form|-797 Receipt
Notice containing language extending the validity
period.

W LPRs may present an expired PRC in combination
with this receipt notice as a List A Document:

= 24 Month Extension Permanent Residents

* Receipt Notice for Form I-90 Application to Replace Permanent
Resident Card

* Receipt Notice for Form N-400 Application for Naturalization

W Conditional residents may present an expired PRC
in combination with this receipt notice as a List C
Document:

= 48 Month Extension Conditional Permanent
Residents

* ReceiptNotice for Form I-751 Petitionto Remove Conditions on
PermanentResident

* Receipt Notice for Form I-829 Petition by Investorto Remove
Conditions on Permanent Resident Status

-
E-verlfy August 23,2023

epartment of Homeland Security

23 . .
8. Citizenship and Immigration Services 1-797, Notice of Action

RECEIPT NUMBER CASETYPE 1821 /I-821D

10E 123000005000

RECEIPT DATE PRIORITY DATE APPLICANT

Figuste29,72012 SMITH, JOHN

NOTICE DATE PAGE

October 12, 2012 |1 of 1

ok Smith Notice Type: Approval Notice

100 Main Sireet Valid from 10/12/2012 to 10/11/2014

Anytown, D.C. 12345

Please see the additional information on the back. You will be notified separately about any other cases you filed.
IMMIGRATION & NATURALIZATION SERVICE

TEXAS SERVICE CENTER

P O BOX 488 - DEPT A

MESQUITE '~ TX' = 75185-1488

Customer Service Telephone: (800) 375-5283

Form 1-797 (Rev. 01/31/05) N

27



Presenter Notes
Presentation Notes
Employers should accept an expired Permanent Resident Card that is presented with a Form I-797 Notice of Action that contains language extending the validity period. Different options exist for Both permanent residents and conditional permanent residents.  Automatic Extension timeframes have recently been increased for both resident types in order to help applicants who are experiencing longer processing times.

For Permanent Residents who filed an application to Replace their Permanent Resident Card or who filed an Application for Naturalization-- extension periods have increased to 24 months. This document combination would be considered a List A document, and reverification will not take place once the document combination expires. 

For Conditional Permanent Residents who file a Petition to Remove Conditions on their Permanent Resident status or who have a Petition by their Investor to Remove Conditions on Permanent Resident Status-- extension periods have increased to 48 months. This document combination is considered a List C document, meaning the employee would need to provide a List B document. They will also need to be reverified after the expiration of the extension. 

Additional Information on auto-extension types can be found by clicking on the links above.

These documents along with the expired permanent resident card are considered a combination document, and both the expired card and receipt notice should be annotated on Section 2 of the Form I-9. The receipt notice document number will be similar to the card document number, and will start with three letters, followed by ten numbers. 

The I-797 receipt notice will show the extension period.  To calculate expiration date, add the extension timeframe to the document expiration date. 


https://www.uscis.gov/newsroom/alerts/uscis-extends-green-card-validity-extension-to-24-months-for-green-card-renewals
https://www.uscis.gov/newsroom/alerts/uscis-extends-green-card-validity-for-conditional-permanent-residents-with-a-pending-form-i-751-or
https://www.uscis.gov/newsroom/alerts/uscis-extends-green-card-validity-for-conditional-permanent-residents-with-a-pending-form-i-751-or

List A Documents

Foreign Passport that contains 1-94 with 1-551 Stamp/or MRIV

Example

J Form |_551 Stamp Form |-94 with Photo (ADIT stamp in-person)
® Proof of Permanent Residence

Status until valid date i (R

" Oftenlocatedin Foreign K m Ty
passportsand on I-94 CANADA N N i
Arrival/Departure records and - S e —
Immigration court documents -

1235 uu BT 1 | |

W Temporary FormI-551 ARATTA-Y ' |

printed Notation on a Machine- : e et
Readable Immigrant Visa (MRIV) | o

" Proof of Permanent Residence

Status for 1 Year from the date

of admission 512

-
E-verlfy August 23,2023 -



Presenter Notes
Presentation Notes
One more thing you may receive from a Permanent Resident are the above Temporary I-551 options.

The employee may present a Foreign passport with an I-94 containing a Form I-551 Stamp issued by USCIS or CBP OR the applicant may present an immigrant visa with the statement "Upon Endorsement serves as temporary I-551 Evidencing permanent residence for 1 year."

The Form I-551 stamp is valid until the expiration date stated on the stamp while the immigrant visa will show proof of permanent residence status for 1 year from the date of the admission date. These documents will need to be reverified after expiration. 



List A Documents

Employment Authorization Document (EAD / Form/l-766)

W DocumentTitle: Employment A
Authorization Document (Form I-766) _-?Wm“"

W Issuing Authority: U.S Citizenship and
Immigration Services (USCIS)

W Document Number: Also known as
the card numberis located on the
front of the card and on the back at

the end of the first line somecsee 99134258 | A0 0000 000000 0 0 0
« Expiration Date: The expiration date e
is located on the front of the Pk : T
— T doumerts o v by e U S Goverrid
document, at the bottom 2 _mmmmmmg&wmﬂ}sﬁﬂzmm

IAUSA000000701 0000000701k<
2001012M1105108BRA<<<<<<<<<<<5
SPECIMEN<<TEST<VOID<<<<<<<<LL<
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Presentation Notes
The next document we will cover is the I-766 Employment Authorization Document or what you may often hear referred to as the EAD.

Issuing Authority: US Citizenship and Immigration Services (USCIS) 

Document Number: Also known as the card number is located on the front of the card and on the back at the end of the first line. 

Document Expiration Date: The expiration date is located on the front of the document, at the bottom. However just like the permanent resident card an expired EAD may still be valid, so now let’s look at the options for auto extension that may apply!



List A Documents

I-766 Automatic Extensions (TPS)

Employers should acceptan expired I-766 in the following scenarios:
W EAD containsa Temporary Protected Status (TPS) Category (A12 or C19)

W Sometimes DHS mustissue a blanket automatic extension of the
expiring EADs for TPS beneficiaries of a specific country in order to allow

time for EADs with new validity datesto be issued.

W Countries eligible for TPS and auto extension information can be found
on the country-specific Temporary Protected Status webpage or by

clicking on the country name below

Countries Currently Designated for Temporary Protected Status

Afghanistan Burma (Myanmar) Cameroon El Salvador
Ethiopia Haiti Honduras Nepal
Nicaragua Somalia South Sudan Sudan
Syria Ukraine Venezuela Yemen

E-Verify
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Presenter Notes
Presentation Notes
Employers should accept an expired DHS-issued Employment Authorization Document if one of the following scenarios we will cover apply.

Scenario 1.  The expired EAD contains a Temporary Protected Status category, which is found on the front of the card between the A number and the document number. If the category is either A12 or C19, then the employee may have an automatic extension for TPS depending on what country their TPS was granted from.  For more information you may click the Temporary Protected Status link found on the slide above.  Automatic Extension timeframes will vary by country and will be broken out here. You may print out the federal register notice for the extension and keep it with your employees Form I-9. 


https://www.uscis.gov/humanitarian/temporary-protected-status
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-afghanistan
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-burma-myanmar
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-cameroon
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-el-salvador
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-ethiopia
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-haiti
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-honduras
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-nepal
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-nicaragua
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-somalia
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-south-sudan
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-sudan
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-syria
https://www.uscis.gov/humanitarian/temporary-protected-status/TPS-Ukraine
https://www.uscis.gov/humanitarian/temporary-protected-status/temporary-protected-status-designated-country-venezuela
https://www.uscis.gov/humanitarian/temporary-protected-status/yemen/temporary-protected-status-designated-country-yemen

List A Documents

I-766 Automatic Extensions (DED)

« EAD contains a Deferred Enforced Departure (DED) Category of Al11

« Eligibility requirements for Deferred Enforced Departure (DED) are based on
the terms the president specifies in each DED directive. Each presidential
directive includes the criteria for an individual to be covered by DED and
certain exceptions for individuals who are not covered.

« DED is inthe president’s discretion to authorize as part of his constitutional
power to conduct foreign relations. Although DED is not a specific
immigration status, individuals covered by DED are not subject to removal
from the United States for a designated period of time.

Countries Currently Covered Under DED

Liberia Hong Kong
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Presentation Notes
Continuing our conversation with Auto-extension the second scenario we will discuss is Deferred Enforced Departure or DED for short. Similar to TPS you will look at the EAD Card for the employee and if the category code is A11 then the employee may qualify for an auto-extension under DED. 

Currently there is only two countries eligible for this auto extension, you can click the link on the slide for specific dates. 

When an individual is granted work authorization under DED they may present an expired EAD card and Federal Register notice announcing the auto-extension 

Employers may rely on the Federal Register notice as evidence the EAD is still valid 


https://www.uscis.gov/humanitarian/deferred-enforced-departure
https://www.uscis.gov/humanitarian/deferred-enforced-departure/ded-covered-country-liberia
https://www.uscis.gov/humanitarian/deferred-enforced-departure/ded-covered-country-certain-hong-kong-residents

List A Documents

I-766 Automatic Extensions (1-797/1-797C)

W EAD is presented with a Form |-797 or

I-797C Receipt Notice Containing YEac HORZAGs APPL
. . . . RECEIVED DATE PRIORITY DATE APPLICANT
language extending the validity period April 1, 2020 A
NOTICE DATE PAGE
= Received date on the notice is prior to | April 12020 Lof 1

Notice Type: Receip

the EAD expiration date

= EAD category matches class
requested on the notice

» 180 Day Auto Extension: Normal

* 540 Day Auto Extension: Certain
categories apply

lass requested: A05

W Employment Authorization Document
(EAD) Automatic Extension Calculator

Terms and Ga
MNone
Date of Birth

@5 OCT 2002 M
Country of Birth © }; :

-
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Presentation Notes
Scenario #3 and the most common will be where an expired EAD may still be valid is if it is presented with a Form I-797 or I-797C Notice of Action receipt that contains language extending the validity period. 

To qualify for automatic extension in this scenario—employees must 
Properly file for a renewal of their EAD before their current EAD expires.  Note the Received Date on the I-797 should be BEFORE the Card Expires date on the EAD.
Also, the Category on the expired EAD must match the “Class Requested” listed on the Form I-797. 

Depending on the Category found on the EAD and notice, auto extension timeframes will vary. The normal automatic extension period is 180 days from the expiration date stated on the EAD, However for certain categories found on the website linked on the slide (Automatic Employment Authorization Document (EAD) Extension), DHS has published a temporary final rule increasing the extension period by 360 days for a total of up to a 540-day extension. This change took affect on May 4, 2022.  

Both the Expired EAD and the I-797 notice of action should be annotated on the Form I-9, and reverification is required once the extension period expires. 


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/40-completing-section-2-of-form-i-9/44-automatic-extensions-of-employment-authorization-andor-employment-authorization-documents-eads-in
https://www.uscis.gov/i-9-central/form-i-9-resources/employment-authorization-document-ead-automatic-extension-calculator
https://www.uscis.gov/i-9-central/form-i-9-resources/employment-authorization-document-ead-automatic-extension-calculator

List C Documents

Employment Authorization Document Issued by DHS

W Some Employment Authorization Documents issued by the Department of
Homeland Security (DHS) include but are not limited to:
= Form 1-94 Arrival/Departure record

7. Employment authorization document

= Form |-571 Refugee Travel Document issued by the Department of Homeland
. . S it

= Unexpired From 1-327, Reentry Permit =

o L. . For examples, see Section 7 and
" Form N-560, Certificate of U.S. Citizenship Section 13 of the M-274 on
N 561 R | tC tf t fCt h uscis.gov/i-9-central.

| | -
, Replacement Certificate of Citizenship he Form 1766, Employment

= N-550. Certificate of Naturalization Authorization Document, is a List A, ltem
! L . . Number 4. document, nota List C

= N-570, Replacement Certificate of Naturalization document.

= From I-797 issued to a conditional resident in
combination with expired From I-551

Section 7 and Section 13 of the M-274

1-9 Central Acceptable Documents

— i -
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Presentation Notes
Okay those are all documents that can be extended by the issuing authority. Now let’s take a look at those List C documents that fall under the Employment Authorization Documents issued by DHS. Or List C number 7 acceptable documents. 

Even though these are called Employment authorization documents, the EAD card, or Employment Authorization Document Form I-766, does not fall under this category, that is a List A document. If the employee presents an EAD Card, they will not present a List B document as well. 

This list shows some of the documents you could see but is not an all-inclusive list:

Form I-94 Arrival/Departure record issued to asylees or work-authorized nonimmigrants (Examples would be H-1B because of their immigration status) 

Travel document issued: 
Form I-571 Refugee Travel Document, those with refugee or asylum status use a Refugee Travel document if they wish to temporarily travel outside the United States and, in some case may use a Refugee Travel Document for travel in place of a passport. For Employment authorization even though it contains a photo it is still consider a List C
Form I-327, Permit to Reenter the United States, Lawful Permanent Residents use the Reentry Permit to return from temporary travel outside the US and like Form I-571 can be used in place of their passport but still only a List C document. 

Form N-560 Certificate of U.S Citizenship are issued to persons born outside the United states, derived citizenship after birth through a US citizen parent, and Naturalized under section 322 of the INA based on having a US citizen parent or meeting certain other requirements. 

The N-550 is the Certificate of Naturalization and is issued to those born outside the U.S but became citizen of the United State through Naturalization 

Both Certificates do have a replacement that will have a different form number however are still acceptable. Neither Certificates have an expiration date. 

Lastly, a Form I-797 issued to a conditional resident may be an acceptable List C document in combination with his or her expired Form I-551. We covered this document combination earlier in the presentation. 


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/70-evidence-of-employment-authorization-for-certain-categories
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/130-acceptable-documents-for-verifying-employment-authorization-and-identity
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents/examining-documents

Storage

How to store Form |-9:

Y/

Store Form I-9s securely in a way that meets your business needs
" On-site or at an off-site facility

" Microfilmor Microfiche

" Electronically

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

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

Forms |-9 must be available within 3 days of an official request for
inspection

‘ Form I-9 Retention and Storage }

- !
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Presentation Notes
That covers the document portion of the presentation, now I am going to cover a few additional reminders on the Form I-9. First let's take a closer look at the storage and retention requirements. 

Like I stated earlier in the presentation, Employers must have a Form I-9 on file for all current employees.

You may store I-9s securely in a way that meets your business needs. That could be on site, off-site, in a storage facility, or even a scanned-in signed copy for electronic storage.

Store COPIES OF DOCUMENTS with the Form I-9 OR with the employee’s records.   HOWEVER YOU CHOSE TO DO IT …… BE CONSISTENT.

Its important to remember that Form I-9s contain private information, so ensure that only authorized personnel have access to them.

Make sure your retained copies are signed and dated.

However you to choose to store the Form I-9, make sure that you can have them available within 3 days of an official request for inspection. Audits could be performed by Department of Homeland Security, Department of Justice, or Department of Labor.​


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

Retention

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

Calculate how much longer you must keep an employee’s Form [-9

once they stop working for you:

v If they worked for less than two years, retain their form for

three years after the date of hire
OR

v |If they worked for more than two years, retain their form for
one more year after the date they stop working for you

-
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You need to have I-9’s retained for all current employees, so once an employee no longer works for the employer, the employer must determine how much longer to keep the employee’s Form I-9.

The Form I-9 must be stored for 3 years after the date you hire an employee OR 1 year after the date that employment is terminated, whichever is later. Basically, you look at hire date plus 3 years, the terminated date plus 1 year; and you will keep that Form I-9 with the later date.

Remember that this formula is only used once the EMPLOYEE is no longer employed by you and has left the company.  If it is your business practice to keep these forms on file after the retention date has passed, you may certainly do so.



Internal Audits

It is a best practice to conduct an internal audit on Forms |-9 annually:

¥ Develop a transparent process

Arrange for annual Form I-9 audit by an external auditing firm or a
trained employee not otherwise involved in the Form I-9 process

' 4

W Review all Forms |-9 or a sample of Forms I-9 based on neutral
and non-discriminatory criteria

' 4

Audits should be carefully conducted to prevent even the
perception of discrimination or retaliation

‘ Guidance for Conducting Internal Audits }

-
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Performing internal audits regularly will help to ensure Forms I-9 have been completed correctly and will allow you to make corrections if errors are found. Here are some best practices to keep in mind when performing internal audits. 

First ensure the process is conducted transparently.  Set up a cycle in which audits will regularly be conducted. We recommend annually, but depending on how many hires you company regularly has this could be more or less frequent. Decide if you will conduct the audit on all I-9’s OR only a sample of I-9’s. Be sure that you randomly select the sample if you choose to go that route to ensure there are no potentially discriminatory actions. 

And finally conduct audits with care to eliminate even the perception of discrimination or retaliation. 

The link at the bottom of this page is a guide for conducting internal audits and has very valuable information. 


https://www.justice.gov/crt/file/798276/download

Correcting Form 1-9

If yvou discover a mistake on Form I-9:

Only employees may correct errors or omissions in Section 1

Only employers or authorized representatives may correct errors or
omissions in Section 2 and Supplement B

Draw a line through incorrect information
" Do not conceal errors by erasing text or using correction fluid

Enter the correct or missing information
Initial and date the correction or missing information

To correct multiple errors, redo the section on a new Form I-9 and
attach it to the old form. Attach a written explanation describing
why you created a new Form [-9

S§4§88 & S &

-
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After conducting an audit, you may discover errors on the Form I-9. I am quickly going to discuss how to make corrections when you discover those errors. 

First ensure that you do not make any corrections to Section 1. If there are errors in Section 1 only the employee can make those corrections. You as the employer can make corrections to Section 2 or Supplement B only. 

If something was entered incorrectly, simply line through the incorrect information, make the correction to the side then initial and date the correction. 

If information was missing, enter the correct information on the Form then initial and date the change. 

If you have a Form I-9 that has several mistakes it may be easier to just complete a new I-9 for whichever section requires the changes. If you do this be sure that you still keep the previous Form I-9 and keep the previous form with the new one and attach a memo explaining your actions with both forms. 



Correcting Form 1-9 cont.

If you discover you are missing the Form I-9 for an employee:

W Complete the form as soon as possible
W Do not backdate the form
W Attach a signed and dated explanation

If you discover the wrong version of the Form I-9 was completed:

W Confirm documentation presented was acceptable under FormI-9 rules
that were current at the time of hire

W Staple outdated form to a blank current version
W Sign the currentblank version and provide an explanation

‘ Correcting Mistakes |

-
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Presentation Notes
Here are some pointers if you discover that you are missing an I-9, or that the incorrect version of the I-9 was completed at the time of hire for an employee. I have also included a link with additional information on correcting mistakes that may have been found on the Form I-9. 


https://www.uscis.gov/i-9-central/complete-correct-form-i-9/self-audits-and-correcting-mistakes

Unlawful Conduct

The INA prohibits four types of unlawful conduct:

W Citizenship or immigration status discrimination
"  Hiring, firing, or recruiting
¥ National origin discrimination
"  Hiring, firing, or recruiting
W Unfair documentary practices
" Request more or different documents than required

" Reject documents that reasonably appear to be genuine and relate to
the employee

" Specify certain documents that the worker should present
¥ Retaliation or intimidation (actual or perceived)

"  Files charges with IER

"  Asserts rights under the law

E Verify )


Presenter Notes
Presentation Notes
The anti-discrimination provisions of the INA does prohibit four specific types of discrimination, or unlawful conduct. Those include: 

Citizenship or immigration status discrimination*​ 
National origin discrimination* - these are actual or perceived
Unfair documentary practices during Form I-9 process – examples might be employers asking an employee for specific or additional documents
And of course, you do not want to retaliate against any employee who may have filed a discrimination grievance or lawsuit against you.  


https://www.uscis.gov/i-9-central/employee-rights-and-resources/preventing-discrimination

Immigrant and Employee Rights (IER)

— U.S DEPARTMENT OF JUSTICE —

| | IMMIGRANT & EMPLOYEE RIGHTS SECTION
’ 4 — CIVIL RIGHTS DIVISION —

The anti-discrimination provisions of the INA are enforced by the
Department of Justice, Civil Rights Division Immigrant and Employee Rights.

Contactthe IER regarding employment discrimination and employee rights
and responsibilities.

Worker Hotline 1-800-255-7688 (TDD:1-800-616-5525)
EmployerHotline 1-800-255-8155 | (TDD:1-800-362-2735)

(Both workers and employers may call anonymously)

E-Verify
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Presentation Notes
The Immigrant and Employees Rights Section or the (IER) of the Department of Justice handles enforcement of the anti-discrimination provisions of the INA​

You may contact IER for more information on anti-discrimination laws and employment verification, or if you have any questions regarding your responsibilities as an employer. 
​
Both employees and employers may call anonymously.​ The phone numbers are listed on this slide. 
​

https://www.justice.gov/ier

Form I-9 & E-Verify Work Together

E-Verify

. Tentative 8 ;
o E;:II:::::;Z? 4 Nonconfirmation 4 E-\-F:!enl'}r-rhlleeds
A0  (Mismatch) A "ore lime
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Presenter Notes
Presentation Notes
Alright, that wraps up for Form I-9 portion of the presentation, now let’s take a look at how I-9 and E-Verify work together, then quickly go over a quick overview. 

This flow chart here is a great representation of how the Form I-9 and E-Verify work together. Starting from left to right, following the blue arrows, you can see that you start with a completed Form I-9. Once that I-9 is completed you gather information from that form and enter it directly into E-Verify, which is creating that case. This should be completed no later then the third business day after the employees first day of work for pay. As soon as the case is submitted E-Verify will then instantly compare the information you entered for the case with records available to both the Social Security Administration and Department of Homeland Security, to ensure that the information matches.

Initial case results are received within 3-5 seconds, and they are shown at the bottom of the slide.  



E-Verify Reminders

All employees of E-Verify employers MUST

' 4
' 4

Provide Social Security number (SSN) on Form F9
Select List Bdocuments with photo, if provided for Form 9

All E-Verify employers MUST

' 4
' 4

L8 &

Use completed Form -9

Create E-Verify case by 3rd business day after 1st day of work for
pay

Enter employee email address into E-Verify, if provided for Form I-9
Keep copy of photo matching document, if provided

Reverify in Supplement B of Form I-9 only; do not create another E-
Verify case

-
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Presentation Notes
Here are a few reminders for E-Verify that all participating employers should be aware of. 

The Form I-9 itself does not require the employee to provide their SSN.  However, once an employer becomes an E-Verify participant it is required. 

It is also important to remember that once you enroll in E-Verify, if an employee chooses to present a List B document, that document must contain a photograph.

The earliest E-Verify can be used is when the Form I-9 Section 1 and Section 2 have been completed. And the latest an E-Verify case can be created is the 3rd business day after the employee started work for pay, which is the same requirement for completing Section 2 of the Form I-9. I do want to repeat that the Form I-9 can not be completed until an offer of employment has been extended by an employer and accepted by the employee. 

The employee’s SSN is required on the Form I-9 before the employer can process their case. This does not mean that the employee is not able to begin working without their social security number, it just means that the case can not be created until the SSN is received. 

If an email address is provided on the Form I-9, then the employer must enter it in E-Verify.

If an employee chooses to present one of the photo matching documents, which include a Permanent Resident Card Form I-551, an Employment Authorization Document Form I-766, or a U.S. Passport or Passport Card, then the employer must make and retain a photocopy of the front and back of these cards. 

And finally, reverification of an employee’s continued work eligibility is NOT done in E-Verify but in Supplement B of the Form I-9 or if reverification occurs more then once it must be done on a new Form I-9. 



E-Verify 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-Verify
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Presentation Notes
Within an E-Verify account there are two different user roles that employers can have to access their account. Those user roles include Program Administrator and General User. Every E-Verify account must have at least one program administrator. However, if possible, it is always best to have at least two. The reason for having more then one program administrator is to have a back up in the event that one is unavailable to make necessary changes to the account. The program administrator is responsible for following all E-Verify program rules and staying informed of changes to E-Verify policies and procedures.�
E-Verify Program Administrators are able to: 
Create user accounts for other program administrators and general users
Create and managing cases
View reports
Update profile information for other program administrators’, general users, and themselves
Unlock user accounts
Close the company account or user accounts

Next we have General Users. Employers can have as many general users as they desire or if they choose to not have any, they are not required to. Like the Program Administrator the general user is responsible for following all E-Verify program rules and staying informed of changes to E-Verify policies and procedures. Their permissions include:
Creating and managing cases
Viewing reports
Updating their own profile



E-Verify User Roles Cont.

E'verify Home Cases Reports Resources w 9 A~

Company Account A

Welcome back Company Profile
?
Manage Users
Here Is what is happening in Newest CSC Test Account.3's account today
Cloge Company Account
User Account v

© (A =

21

601 ] 2 0]
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-Verify
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As I sated earlier Program Administrators are able to manage other users accounts. To access another users the program administrator can click on their username in the upper right-hand side of the screen, then drop down on company account, and finally click on Manage Users. 

Program administrators are also able to manage the company account by clicking on the company profile, just above the manage user's option. Or they can manage their own user account by selecting User Account at the bottom of the drop-down menu. 



E-Verify User Roles Cont.

User Roles

Search (User |10, First Name and Last Name) @
Hide Filters

Q,
User Role User Status
All Roles (s} | [ All 5
734 Users Found + Add User

Last Mame First Name Status User Role Last
Program Admin Aug
1106 m General Dec’
EEKWIaTER m Program Admin Aug
m Program Admin Jung
AT 333 Program Admin Jun 2
A e m Program Admin May
IWES4904 General Mar-
CCANZI4A m Praogram Admin Aug

BSCAlZ34 PASSWORD CHANGE REQUIRED Program Admin May



Presenter Notes
Presentation Notes
After selecting manage users you will be taken to a screen similar to the one you see here. To find users you can search by their User ID, First or last Name. You can also filter by the User Role or Status of the User. As you can see here the status can include Active, Locked, Deactivated, or pending reactivation. 

You can also add a new user to your account from this screen. 

To access the User ID that you need to update simply click on the User ID hyperlink. 



E-Verify User Roles Cont.

Tester Test

User Information

User ID Email Address
TTES1234 test@test.com
User Role

Program Administrator

Last Name First Name
Test Tester
Middle Initial

Phone Numbher
(123) 456-7890

Edit User Information

Password Access
Password Expires User Account Status
December 31, 2019 (in 1326 days) Locked

E'verlfy Change Password Delete User
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Presentation Notes
Once you click on the User ID it will bring you to a screen like this. Under edit user information you can change the selected users: email address, user role (PA or GU), Last Name, First Name, Middle Initial, and Phone Number. 

***Do not change to different person, create a new user. 

If the users account is locked you can change their password for them, and if it is deactivated there will be a button to ‘reactivate’ the user. 

And finally, you can delete the user if you would like. 


E-Verify Case Processing

E-Verify Home  Cases Reports Resources W ] v

Welcome back, .

Here Is what Is happening In Newest CSC Test Account.3,'s account today

® L = O

560 12 0 (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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Let’s take a look at what the process of creating a case looks like in E-Verify. 

When you are ready to create a case, log into your account.

From the E-Verify Home Page, click on the Create New Case button just below the ‘Cases to be Closed’ Case Alert. As you can see on this screen it is highlighted in red. 



E-Verify Case Processing cont.

Verify Employee Enter Form I-9 Information

O |Eiarrorais Pioamarion Employee Information and Attestation
i Last Name @ First Name Middle Initial
O Review Case
! Looney Tunes
: Family name or surname Given name
@) Case Results
Other Last Names Used

Smith © Platt @ Heart

if multiple last names, type each one and hit Enter' to submit and Backspace'to remove

Date of Birth

01/31/1958

U.S. Social Security Number
556-88-7741
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Next you will begin with entering the Employees Information and Attestation. Remember this information is taken directly from their completed Form I-9.  

If you take a look at the left-hand side of this screen, it says ‘Verify Employee’ up there in the blue, under that E-Verify tells you where you are in the case processing steps. So, as you can see here, right now we are ‘Entering Form I-9 Information’. And as you go through the process E-Verify will tell you exactly where you are. 

E-Verify mirrors the information from the Form I-9 and begins with the employee’s biographical information. 

Once all case information is entered you will submit the case. If the case is employment authorized, it will close out right away. If the case comes back with a tentative Nonconfirmation there are a few additional steps that need to be taken. So, let’s take a look at those now. 



Tentative Nonconfirmation (Mismatch)

Employers must notify the employee and complete the referral process within
10 federal government working days

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

Employee decides whether or not to take action to resolve the mismatch.

Employer refers case and provides the Referral Date Confirmation for
employees who take action

Employee visits SSA or calls DHS. Seé-Verify What’s New for mismatch
extensions due to public office closures

§ § 4§ & &

Employer receives updated results in E-Verify and closes the case

Employee Chooses to Take Action Employee Chooses NOT to Take Action

Employerrefers employeeto appropriate Employer may terminate employee and
agency close the case in E-Verify
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E-Verify requires all employers to take action on mismatch cases for their employees within 10 federal government working days. 

Employers must notify their employee of their mismatch result as soon as possible within the 10 days. Employers are reminded to complete the following steps in E-Verify.

Employers must print out and give their employee a copy of the Further Action Notice.
Review the Further Action Notice with your employee in private
Tell the employee they must decide whether to take action on the mismatch by the 10th day after mismatch is issued
If employee chooses to take action, the employer will provide them with the Referral Date Confirmation. Then the employee will visit SSA or calls DHS.
If your employee chooses not to take action, the employer will select the appropriate option in E-Verify and close the case.

If your employee does not give you their decision by the end of the 10th federal government working day after E-Verify issued the mismatch, then the employer will close the case.

Please note that if your employee no longer works for you or their mismatch is a duplicate case, you are still required to close their mismatch case in E-Verify. Employers should not delay closing cases and should close all cases as soon as possible. Please see E-Verify User Manual for more information on closing cases in E-Verify.


https://www.e-verify.gov/e-verify-user-manual-30-case-results/33-tentative-nonconfirmation-mismatch
https://www.e-verify.gov/about-e-verify/whats-new/e-verify-extends-timeframe-for-taking-action-to-resolve-mismatches

Best Practices:

E-Verify Employer

Employers should:

Have two or more program administrators

Be aware that general users can see all cases created by the company
Use the E-Verify Self-Assessment Guides

Use E-Verify case reports

Create Case within 3 days following first day of work for pay

Use only e-mail addresses provided in Section 1 by the employee
PhotoMatch is a photo-to-photo match

All TNC recipients must be given option to take action

§ § 444484 8848484

All E-Verify cases must be closed

-
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Here are some E-Verify Best Practices that all employers should consider. 

As an Employer you should have two or more Program Administrators on your E-Verify account. 

Be aware that General Users can see all cases created by the company. This means you want to ensure that you are only giving E-Verify access to those individuals who need it and will follow the rules and regulations of E-Verify. 

E-Verify has created Self-Assessment Guides for employers to use. These guides assist E-Verify employers to create and manage their own cases, comply with the requirements provided in the E-Verify User manual, and assists in improving the overall reliability and ease of use of E-Verify. 

Also, be sure to Use E-Verify case reports. As you can see there is a hyperlink here where you can get additional details regarding case reports. 

Remember to create cases within three days following the employees first day of work for pay. 

If the employee provided their email address on the I-9, be sure to add it into E-Verify when creating their case. 

Photo match is a photo-to-photo match. This means you are NOT looking to see if the photo is similar to the individual who presented the document, it must match the photo on the document exactly, or you would select that they photo does not match. 

Employee’s who receive a TNC must be given the option to take action to resolve their case. You as the employer can not make that decision for them. 

And finally, any cases opened in your account must be closed out. So, if an employee does not give you their decision on whether or not they will take action to resolve their case by the end of the 10th federal working day, then you should close out that case. 

https://www.e-verify.gov/e-verify-user-manual/50-case-reports

Compliance:

Common Issues

Employers must not:

[x]

Use E-Verify to pre-screen applicants
Use E-Verify selectively, E-Verify must only be used for all new hires

[x] [x]

Create cases for existing employees™
Request specificdocuments froman employee

[x] [x]

Ask for additional documents if employee gets a mismatch

(]

Influence employee decision to take action or not take action to
resolve on a mismatch

[x]

Terminate or take adverse action against an employee taking action
to resolve a mismatch

* Does not include employers with a federal contract that containsthe FAR E-Verify clause

-
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Some common compliance issues that our team sees includes:

DO NOT use E-Verify selectively or as a tool to pre-screen applicants. Remember that E-Verify can only be used when there is an employer/employee relationship

DO NOT Create cases for existing employees. Unless your company has a Federal Contract with the FAR E-Verify clause, you cannot create cases for employees who were hired before you signed your MOU, that is the date you created your E-Verify account. 

Employers are not allowed to ask for specific documents from their employees. Along those same lines, DO NOT ask for additional documents from an employee if they receive a mismatch.

Make sure you DO NOT influence your employee's decision to take action or Not take action to resolve their mismatch.

Also, DO NOT Terminate or take adverse action against an employee while they Are taking action to resolve their mismatch.



Compliance:

E-Verify Account Compliance (AC)

E-Verify Account Compliance
W Helpsemployers comply with Memorandum of Understanding
(MOU) and applicable laws.

= Display E-Verify Participation Posters

= Display Right to Work Posters
W Provides guidance on proper use
W Assists employersin avoiding discriminatory practices
W Assists in detecting employer abuses

** RELEVANT LINK **

E-Verify Account Compliance
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Our E-Verify Account Compliance (AC) team is here to help employers comply with their Memorandum of Understanding and applicable laws. 

They provide guidance to employers on the proper use of E-Verify. 

The team also provides assistance to employers to deter discriminatory practices and to help detecting employee abuses by employers when they are using E-Verify. 

If the account compliance team notices a pattern of any of these behaviors, they will follow up with you to assist in correcting the behaviors and help get your company into compliance.


https://www.e-verify.gov/employers/account-compliance

Resources

FORM I-9 & E-VERIFY LINKS

-9 Central

Form I-9 Documents

Handbook for Employers

Acceptable Document Examples

Acceptable Receipts

Guidance for Conducting Audits

E-Verify

E-Verify User Manual

Webinars Calendar

Employee Rights Toolkit

E-Verify

August 23,2023

Stay Connected...

Follow us on social media
for Form I-9, E-Verify, myE-
Verify, Self Check, employee

rights and more
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Alright, that wraps up today's presentation, now I have some resources for you. 

https://www.uscis.gov/i-9-central
https://www.uscis.gov/i-9
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/120-acceptable-documents-for-verifying-employment-authorization-and-identity/123-list-c-documents-that-establish-employment-authorization
mailto:https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/40-completing-section-2-of-form-i-9/43-acceptable-receipts
https://www.justice.gov/crt/file/798276/download
http://www.e-verify.gov/
https://www.e-verify.gov/e-verify-user-manual
https://www.e-verify.gov/about-e-verify/e-verify-webinars
https://www.e-verify.gov/employees/employee-rights-toolkit
https://www.facebook.com/uscis
https://twitter.com/everify
https://www.youtube.com/playlist?list=PL9E3E1261F2FB7873
https://www.linkedin.com/company/e-verify-program
https://public.govdelivery.com/accounts/USDHSCISEVERIFY/subscriber/topics?qsp=USDHSCISEVERIFY_1

Customer Support

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

W E-Verify Outreach: E-VerifyOutreach@uscis.dhs.gov
W Form |-9 E-Mail: |-9Central@uscis.dhs.gov
W E-Verify E-Mail: E-Verify@uscis.dhs.gov

W Employer Hotline: (888) 464 -4218
W Employee Hotline: (888) 897 -7781

2
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mailto:E-VerifyOutreach@uscis.dhs.gov
mailto:I-9Central@uscis.dhs.gov
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QUESTIONS?

E-Verify




THANK YOU!

E-Verify
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