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RCH Credits

* To earn RCH, you must

= Stay on the webinar for the full 60
minutes

= Be watching the webinar using your
unique URL

= Certificates delivered electronically, to
email address with which you

registered, no later than July 2nd
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About our speaker

Cornelius Wyatt, Jr. is a management and program analyst within
the Public Relations and Education Section, Outreach Branch with
U.S. Citizenship and Immigration Services (USCIS) Verification
Division in Washington, DC.

Mr. Wyatt has worked in Washington, DC as an information
management specialist resolving immigration related cases on
behalf of the White House.

Currently within the Verification Division in Washington DC, Mr.
Wyatt continues to educate the public as he promotes various
programs on behalf of the Department of Homeland Security.
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Background

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

IRCA forbids employers from knowingly hiring
individuals who do not have work authorization
in the United States.

The employment eligibility verification
provisions, and sanctions, of IRCA are found in
Section 274A of the Immigration and
Nationality Act (INA).

Form I-9
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Working in the U.S.

Individuals who may legally work in the United States

are.
= Citizens of the United States

= Noncitizen nationals of the United States
= | awful Permanent Residents

= Aliens authorized to work

Form I-9
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Employment Verification

To comply with the employment eligibility verification

provisions of the INA an employer must:
= Verify the identity and employment authorization documents
of employees hired after November 6, 1986
= Complete and retain a Form -9 for each employee hired after
November 6, 1986
= Refrain from discriminating against individuals on the basis of
actual or perceived national origin, citizenship or immigration

status

Form I-9 April 2014 7




VERIFICATION

DIVISION

Preventing Discrimination

The anti-discrimination provisions of the INA prohibit four

types of unlawful conduct:

= Citizenship or immigration status discrimination*
= National origin discrimination™
= Document abuse during Form [-9 process

= Retaliation

* Actual or perceived

Form I-9 April 2014 8
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Office of Special Counsel (OSC)

The anti-discrimination provisions of the INA are enforced by:

Department of Justice

Civil Rights Division

Office of Special Counsel for

Immigration Related Unfair Employment Practices

= Employees may contact the Office of Special Counsel (OSC) to obtain additional
information regarding employment discrimination and employee rights and
responsibilities*
1-800-255-7688 (TDD: 1-800-616-5525)

= Employers may also contact OSC*
1-800-255-8155 (TDD: 1-800-362-2735)

*callers may remain anonymous

See OSC’s “Employer Dos and Don’ts.”

Form I-9 April 2014
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Completing Form I-9
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Form I-9 Requirements

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

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

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

Form I-9 April 2014 1
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Form |-9 Exceptions
You are NOT required to complete Form [-9 for:

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

* Independent contractors for whom you do not set work hours,
or provide tools to do the job.

= Employees working outside the United States.”

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

Form I-9 April 2014 12
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List of Acceptable Documents

= Use MOST CURRENT Form I-9
VERSION, 03/08/13

= You must make the Lists of
Acceptable Documents available

to your EMPLOYEE when he or
she is completing the Form I-9

The EMPLOYEE MUST provide:
= One document from List A
OR

= One document from List B AND
one document from List C

LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LISTA

Documents that Establish
Both Identity and
Employment Authorization

LISTB

Documents that Establish
Identity

AND

LISTC

Documents that Establish
Employment Authorization

-

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

. Permanent Resident Card or Alien

Registration Receipt Card (Form 1-551)

w

. Foreign passport that contains a

temporary 1-551 stamp or temporary
|-551 printed notation on a machine-
readable immigrant visa

. Employment Authorization Document

that contains a photograph (Form
1-766)

. For a nonimmigrant alien authorized

to work for a specific employer
because of his or her status:
a, Foreign passport; and

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

(1) The same name as the passport;|

and

(2) An endorsement of the alien's
nonimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

. Passport from the Federated States of

Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
1-94 or Form |-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

1. Driver's license or ID card issued by a 1. A Social Security Account Number
State or outlying possession of the card, unless the card includes one of
United States provided it contains a the following restrictions:
photograph or information such as (1) NOT VALID FOR EMPLOYMENT
name, date of birth, gender, height, eye
color, and address (2) VALID FOR WORK ONLY WITH

INS AUTHORIZATION

2. 1D card issued by federal, state or local (3) VALID FOR WORK ONLY WITH
government agencies or entities, DHS AUTHORIZATION
provided it contains a photograph or
information such as name, date of birth,| 2. Certification of Birth Abroad issued
gender, height, eye color, and address g)é‘gjsDeDa“mem of State (Form

-545)
3. School ID card with a photograph 3. Certification of Report of Birth
4. Voter's registration card issued by the Department of State
(Form DS-1350)
5. U.S. Military card or draft record
frary 4. Original or certified copy of birth

6. Military dependent's ID card certificate issued by a State,

county, municipal authority, or

7. U.S. Coast Guard Merchant Mariner territory of the United States
Card bearing an official seal

8. Native American tribal document 5. Native American tribal document

9. Driver's license issued by a Canadian 6. U.S. Citizen ID Card (Form 1-197)
government authority

7. Identification Card for Use of
For persons under age 18 who are Resident Citizen in the United
unable to present a document States (Form 1-179)
listed above:
8. Employment authorization

10. School record or report card

1

1. Clinic, doctor, or hospital record

12. Day-care or nursery school record

document issued by the
Department of Homeland Security

Form I-9

April 2014
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Section 1: Employee Information

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form -9 no later
than the first day of employment, but not before accepting a job offer.)

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

Address (Street Number and Name) Apt. Number | City or Town State Zip Code

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

To be completed by EMPLOYEE.

Employer MUST verify Section 1 is COMPLETE.

Form I-9 April 2014 14
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Examples of I-94 Documents after
CBP 1-94 Automation Initiative

= Use hand-written number = Printout from www.cbp.gov/I94
website

Form I-94: |ssued by CBP after Automatlon T

DEFAETMENT OF HOHELAND SECURITY palitiall o
L5 Cutera ond Qeedar Peoboclion

ae

U.S. Customs and Border Protection

Swcuring Amevica's Borders

epartine Recird

Gt 104 Nsrmber ] L84 FAQ ]

ki b Pl

| Admission (I-84) Number Retrieval
1 & 200

J.. ﬁ Admission (1-94) Record Number: 63000000062
ALNE, 4 23 Admit Untd Date (MM/DDIYYYY): 1014012042
I il boaic Detalls provided on Admission|).94) feem:
T A A NN A T T T A0 O
ER b Hae I."I.llll-u-\.#.il!-l'. TT Family Name u
RSAAL®L (11111 20377
2= Fimwry pi (i vshis First (Gven)| Same: LYDea
Pl 211 O T O 0 O A O B Outo (HMEGYA: 0161190
Pasapon Numbar: Mzaesg
Passport Cournry of Issuance: Mexco
TPy ] S8 ey Date of Entry (MMOOYYYY): 041112092
ey e Sk (LT ||m¢: Closs of Admission: B

P ranargyur cal winte o federsl agency regussts sdrtoeon Rftraton present your 85

B e, ek B
This version of the |94 will be |ssued by CEP In limited Once Form 1-94 is automated, travelers will have access
clrcumstances to spaclal classes of allons after Form

to their electronic 1-94 via www.cbp.gov/194.

94 Is automated. The electronlc admission numbear The website printout serves the same purpose as any
will b handwritten on the form. other 1-94 version.
Form I-9
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Section 1: Employee Attestation

eat, under penalty of perjury, that | am {(check one of the Tellowling):
A citizan af the LUnited States

A noncilizen national of the United States (See instructions)

A lawlul permanant resident (Allen Registration Numbai/USCIS Mumbar)

An alien authorized o work untl (expiration date, i applicabile, mmiddinyyy) Some allens may write "M/A" in this field
(Saa Rratruciions)

Far afiens avthorized o work, prowvide yvour Alen Registration NomberdUSCIS Number OR Form (-84 Admission Numbor,
1. Allen Registration Mumber/USCHS Number

2= Barcode
OR De Nt Write in This Space
2. Form -84 Adminsion Mumber

If yvou abtained your admigsion number from CEP in connection with your arrival in the Lnited
Siates, include the fmllcwing

Foreign Passport Mumbesr

Country of lssuance

Some aliens may write "NA" on the Farsign Passport Mumber and Country of Issuanoe lields. { See instruelions)

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

= All employees must complete Section 1 no later than the first business day of
employment for pay.

Form I-9

April 2014 17
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Section 1: Preparer/Translator
Certification

Preparer and/or Translator Certification (7o be completed and signed if Section 1 is prepared by a person other than the
employee.)

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

Signature of Preparer or Translator: Date (mm/dd/yyyy):
Last Name (Family Name) First Name (Given Name)
Address (Street Number and Name) City or Town State Zip Code

This certification is required when Section 1 is prepared by someone other than the
employee.

By signing, the preparer is attesting that Section 1 is true and correct to the best of
his or her knowledge.

= Note that only the EMPLOYEE can sign the Section 1 Employee Signature Block.

Form I-9

April 2014 18
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Section 2: Employer Certification of
Document Review

Completing Section 2
= Completed by EMPLOYER.

= MUST be completed no
later than 3 business days
after the employee begins
work for pay.

= EMPLOYER MUST
examine original
documents.

Section 2. Employer or Authorized Representative Review and Verification

{Employers o Iheir authorined represealative mual compleln and mign Secion 2wl 3 tadiness daye of e empicyee Arst day of smpdioyment, Yoo
el plivaically sraming ong cocurmend front List A OF exdwmime & combination of ome documeal from Lial 8 and one document from List C as Bifed on
the “Tinty of Accepiabie Documenta® on Ihe nax! page of Be form. For each JOCLMan! o0 fevien! MCoe e fodowing iebnmaton: dociiment ine
IRSUATHY BUTNOVRY, DOCLAME NUMan, BN axnrahon date, f any |

Empioyee Last Mame, First Mame and kkddie initial irom Secsion 1:

ldeniity and Employmeni Authorizaton iy Emsploymani Authorizaiion
Cocumers T8 Documant Tite Diocument Tibe: .

e TR Sy ey

DocLment Bumbar Doczimian] My Doczrman| Moo

Exprahon Dals [ oy mmdd iy Expiraton Date (F anypmmoadyy iy Expiraton Date [ sy immioady T

Documsn T

Isgung Auforty

Document Mumber

Ergper e Dials (8 S0 eemdd )

3-0 Barcode

Ohccurment Tie Die Mot Wrile In This Space

Isng Alfar sy

Docyment Mumber

lE;pla:-m E:Is A mnp femasd vyl

Certification

1 attesl. under penalty of perjury, thal (1) | have examined the Socument(s] presented by the above-named smployes, (2) the
abovedisted document(s) appear (o be genuine and lo relale oyes named, and (3} 1o the best of my knowledge the
employes = authorized o work in the United Stan

The employee's first day of employment

fnsir for eremplions.)

Drata (s oy ) Trihe of Exmpiogar of Audfadi2ed Bapiesaniafve

Srgnature of Employes or Authorined Fepressriaine

Last Name [Famiy Mame| First Mame |ﬁ-r¢"‘ Fame) { Ermpicyers Bouness o Dygamzaion hams
= Documents MUST be i —
EMmpiovars SLsieil oF OYJanizaton AoHEss (SIee! Numosr Bng el | City or Town [5.;., Tip Cota
Form I-9 April 2014 19
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Section 2: Examining Documents
Genuineness and Photocopies

= You are not required to be a document expert

= You MUST accept a document presented by an employee if it
reasonably appears to be:
= Genuine; AND,

= Relates to the individual presenting it

* The document MUST be original® — photocopies are NOT acceptable

*Exception: Certified copy of a birth certificate

Form I-9

April 2014 20
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Section 2: Receipt Rule

= Receipts may be used as temporary proof of employment eligibility when a
List A, B or C document has been lost, stolen or damaged.

The receipt must be issued by the originating agency.

The employee must present a replacement document within 90 days of the
hire date. EXCEPTIONS:
= The arrival portion of Form 1-94/I-94A with a temporary |1-551 stamp
and a photograph of the individual.
* The departure portion of the Form [-94/1-94A with a refugee admission
stamp

= A receipt indicating that an individual has applied for an initial employment
authorization document (Form |-766) or for a renewal of an expiring
employment authorization document (Form 1-766) is NOT acceptable for
Form [-9.

= Receipts are never acceptable if employment will last less than 3 business
days.

Form I-9 April 2014 21
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Section 2: Copying Documents

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

= |[f you choose to photocopy documents, you must do so for
ALL employees, regardless of actual or perceived national
origin, immigration or citizenship status, or you may be in

violation of anti-discrimination laws.

Form 1-9 April 2014 22
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Section 3: Reverification

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A. New Name (if applicable) Last Name (Family Name) First Name (Given Name) Middle Initial

B. Date of Rehire (if applicable) (mm/dd/yyyy):

C. If employee's previous grant of employment authorization has expired, provide the information for the document from List A or List C the employee
presented that establishes current employment authorization in the space provided below.

Document Title:

Document Number: Expiration Date (if any)(mm/dd/yyyy):

| 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 document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative: Date (mm/dd/yyyy): Print Name of Employer or Authorized Representative:

= You MUST reverify an employee using Section 3 if his or her temporary
employment authorization has expired.

= You MAY also complete Section 3 if you:

= Rehire the EMPLOYEE within 3 years of the date of initial execution of
the Form 1-9*

= Update the biographic information of an employee

* USCIS recommends completing a new Form -9 for rehires

Form I-9 April 2014 23
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Section 3: When to Reverify

Do Not Reverify

Permanent Resident Reverification
Exceptions

Usually Reverify

U.S. Passport or Passport Card
Permanent Resident Card (Form I-
551)

List B documents

Reverify only if employee presents
a Form 1-94 with a temporary 1-551
stamp, or

A foreign passport with a
temporary 1-551 stamp (on a
machine readable immigrant visa
(MRIV))

When employment authorization
document (List A or C) has an
expiration date
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Correcting Form |-9

Correcting Mistakes
If you discover a mistake on Form [-9, correct the existing form
OR
prepare a new Form I-9:
= |f you choose to correct the existing Form [-9, line out the incorrect
portions, enter the correct information, and initial and date the correction.
= |f you do a new Form I-9, retain the old form. You should also attach a
short memo to both the new and old Forms |-9 stating the reason for your
action.

Missing Forms

If you discover you are missing the Form I-9 for an employee:
= [mmediately provide the employee with a Form [-9.
= Allow employee 3 business days to provide acceptable documents.
= DO NOT backdate the Form |-9.

Form I-9 April 2014 26
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Storage

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

= Store Forms -9 securely in a way that meets your

business needs — on site, off-site, storage facility or
electronically.

= Store Forms |-9 and document copies together.

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

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

Form I-9
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Retention

Forms -9 must be retained for:

3 years after the date you hire an employee

or

1 year after the date employment terminates, whichever is later.

Example:

John Smith was hired on November 1, 1993, and on July 5, 1994,
employment was terminated.

November 1, 1993 + 3 years = November 1, 1996
July 5, 1994 + 1 year = July 5, 1995

The retention date is November 1, 1996

Form I-9
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FORM I-9 AND E-VERIFY

FORM I-9 MUST BE COMPLETED BEFORE A CASE
CAN BE CREATED IN E-VERIFY.
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What is E-Verify?

= Free web-based service

= Fast and easy to use

= Electronically verifies the employment eligibility of

= Newly hired employees

= Existing employees assigned to work on a qualifying federal contract

= Helps maintain a legal workforce

* Protects jobs for authorized workers

= Partnership between the U.S. Department of Homeland Security (DHS)
and the Social Security Administration (SSA)

29




VERIFICATION

DIVISION

E-Verify Goals

= Reduce unauthorized employment
= Minimize verification-related discrimination
* Be quick and non-burdensome to employers

* Protect civil liberties and employee privacy

Form I-9 April 2014 32
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E-Verify Case Resolution

You should check E-Verify periodically for one of the following

responses.

Employment Authorized
Review and Update Employee Data
Case in Continuance

DHS Verification in Process

Final Nonconfirmation
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U.S. Citizenship
d Immigration
Services

RESOURCES

Form I-9
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-9 Central

[-9 Central: www.uscis.gov/I-9Central I-9 Central Spanish: www.uscis.gov/i-9Central/Espanol

1-9 Central Bienvenido a la Central 1-9

Aderta: E-Verify A di ible. P as informacicn, ha clic
Federal law requires that every employer* and agricultural recruiterfreferrer-for-a-fee hiring, aqui =r == i b |rs mas it =eron Lae
or recruiting/referring for a fee, an individual for employment in the United Siates complete a
Form 1-9, Employment Eligibility Verification. Form 1-2 will help you verify your employee’s La ley federal exige que cada empleador _reclutsdor o agents que refiers trabajadores
identity and employment authorization. You may click on the links to the left or on one of the sgricoiss 3 cambio d= honorarios y que contrats = un indniduo pars rrebsjsr =n los

stados Uinidos. compiste un Formulario “1=8_ W =
Formutano -9 e syudara s warficar |a identidad
=mplec. Para obiener mas informacién sobre el Formulario -8, hags clic
se encuentran a continuscisn

cons below to find out more information about Form -9

INOTE: We will refer to both employers and agriculiural recruiters and referrers for a fee an o= fconos qus

colfectively as “employers” for ease of reference throughout the I-9 Ceniral ]

= nos refenremos de maners colectiva

S[MNOTA: Pars facilitar la referencis, =n ef Central
O March 8, 2013, a new version of the Form -9 was refeased. Beginning May 7, tanto = kos empleadores como = los recivtadores vy sgendes gus refieren frabajsdores
2013, employers must only use the new Form -9, agricolss 2 cambic de honoranos como Tempbsadores ]

El1 8 de marzo de 2013 se publicd una nuewva versidn del Formulario “1-3, Verificacidn
de Elegibitided de Empiea” Comenzando e 7 de mayo de 2013, los emplesdores
deberdn udlizar soio este nuewve Formulario I-5.

NEWS o

What's New Complete & Correct

W

-l -
NUEVAT
P~

P e, Conmphste = karmisco

Retain & Store

Dacmemns sosmados Coansarnmary amacenas

B

Employee Rights

Sanconeas
About the Form Customer Support ﬁ‘ ‘.‘
Acerca del fooTraiaria Servicio ol clienae
This page can be found at. http fhwww uscis govil-89Central This page can be found at htp:eewes uscis. gowi-8Csntral
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U.S. Cit
m

izenship

Form I-9 Resources

Form 1-9, Employment Eligibility Verification

= WWW.USCIS.qov or www.uscis.gov/I-9Central

M-274., Handbook for Employers, Guidance for Completing Form I-9

(Employment Eligibility Verification Form)

= M-274 in Spanish

Mergers & Acquisitions

Examples of documents:

= Acceptable Documents

= Additional Documentation Requirements

= Guide to Selected US Travel & Identity Documents

Form I-9

April 2014
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Form I-9 Vignettes
= Section 1 Vignette

= Section 2 Vignette

= Section 3 Vignette

Form I-9

% ':_:;’: ”"‘"i'in Rl:'-rmdF:lrmH
o H““”P Saction | Charges

X us.Cicireaship Rc\wcd Form 1.9
Andlnm pration
@ Services otion 2 Cranges

April 2014
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E-Verify Outreach

= Free Webinars

= Content for your newsletters

= Authorization to use the E-Verify® Logo and Name and | E-Verify

Seal
= Add E-Verify to your job announcements
= Example: “Our company uses E-Verify to confirm the employment
eligibility of all newly hired employees. To learn more about E-

Verify, including your rights and responsibilities, please visit

www.dhs.gov/E-Verify.” -
E-Verify
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Customer Service

E-Verify received the highest rating for customer service of all federal agencies.

(2013 American Customer Satisfaction Survey)

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

Form I-9 E-Mail: [1-9Central@dhs.qgov
E-Verify E-Mail: E-Verify@dhs.gov

Form |-9 Website: www.uscis.qov/I-9Central

E-Verify Website: www.dhs.gov/E-Verify
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It’s time for our last poll.

E-Verify Overview

March 2014
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Disclaimer

Immigration law can be complex and it is not possible to describe

every aspect of the process.

This presentation provides basic information to help you become

generally familiar with rules and procedures.

For more information on the law and regulations please see our

Web site: www.dhs.gov/E-Verify.
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Questions?




How Can Ascentis Help Me?

Ascentis delivers on-demand (SaaS) human capital
management solutions that reduce costs while
increasing productivity. Your HR and payroll team
becomes more efficient, accurate and accelerated.

PRESENTATION
E-Verify Overview
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RCH Credits

= To earn RCH, you must

= Stay on the webinar for the full 60
minutes

= Be watching the webinar using your
unique URL

= Certificates delivered electronically, to
email address with which you

registered, no later than May 15th
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Download Slides? Watch again?

Ascentis 1.800.229.2713 | Partner Log-in ©

SCLUTIONS PROFESSIONAL SERVICES PARTNERS SUPPORT 8 E ABOUT US

RECRUITING, HRIS, PAYROLL, SELF-
SERVICE & TIMEKEEPING made easy.

health care reform is here:
are you ready?

Ascentis delivers on-demand (Saas)
human capital management solutions
that reduce costs while increasing
productivity. Your HR and payroll team
becomes more efficient, accurate and

join the free
Ascentis Master Class Series

on Health Care Reform ; .
submitted to HRCI and APA for credit learn more

health care reform
WHY BUY ASCENTIS?

accelerated.

solutions cost savings

Who uses ASCENTIS?
Ascentis solutions are used by more than 1,500 clients in various industries. Our ease of use and excellent customer service have led to a high client retention rate. Read
our success stories.

/ ~
v GHIRARDELLI BevMo!

E-Verify Overview
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On-Demand Webinars?

The ABC’s of Payroll Frequencies
Form 941: All You Need to Know
Going Paperless in Payroll
Handling Unclaimed Wages
Travel Pay

Fringe Benefits

Third Party Sick Pay

And many more

Watch from anywhere, at anytime,
at no cost to you!

E-Verify Overview
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AScentis.

Solutions (th)at Work

info@ascentis.com
www.ascentis.com

800.229.2713

E-Verify Overview




