EVerify www.E-Verify.gov

Form I-9 and E-Verify Overview for CUPA-HR

cupa-hr

Presented to: CUPA-HR
September 4, 2024

E-Verify



Agenda

« Background

W Form I-9 Reminders
W Form I-9 Overview
W Form I-9 and E-Verify

W Resources

E-Verify

U Citizenship
and I mmigration
Services




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).
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https://www.congress.gov/bill/99th-congress/senate-bill/1200
http://www.uscis.gov/ilink/docView/SLB/HTML/SLB/0-0-0-1/0-0-0-29/0-0-0-8501.html
http://www.uscis.gov/ilink/docView/SLB/HTML/SLB/0-0-0-1/0-0-0-29/0-0-0-8501.html

Working in the U.S.

W Citizens of the United States
W Noncitizen Nationals of the United States
W Lawful Permanent Residents

W Noncitizen Authorized to Work
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Employment Verification

To comply with the employment eligibility verification provisions ALL
employers must:
"= For employees hired after November 6, 1986:
* Verify the identity documents
* Verify the employment authorization documents

* Complete and retain a Form I-9

= Employers MUST refrain from discriminating against individuals
on the basis of actual or perceived national origin, citizenship or
immigration status
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Preventing Discrimination

The anti-discrimination provisions of the INA prohibit four types
of unlawful conduct:

= Citizenship or immigration status discrimination™

= National origin discrimination*

= Unfair documentary practices during Form |-9 process

= Retaliation

* Actual or perceived discrimination
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https://www.uscis.gov/i-9-central/employee-rights-and-resources

Immigrant and Employee Rights (IER)’.

%) — .S DEPARTMENT OF JUSTICE —
IMMIGRANT &- EMPLOYEE RIGHTS SECTION
p — CIVIL RIGHTS DIVISION —

The anti-discrimination provisions of the INA are enforced by:
Department of Justice Civil Rights Division

Immigrant and Employee Rights Section

Employee hotline: 1-800-255-7688 (TDD: 1-800-616-5525)
Employer hotline: 1-800-255-8155 (TDD: 1-800-362-2735)

IER’s “Employer Dos and Don’ts.”
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https://www.justice.gov/crt/immigrant-and-employee-rights-section
http://www.justice.gov/crt/about/osc/pdf/publications/e-verifydosanddonts3.pdf

Form I-9 Requirements

W Use Form I-9 with revision date *8/1/2023 for new hires and
reverifications

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

¥ You may delegate the authority to complete Form I9 to an
authorized representative, however, you will retain liability for any

errors

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

Form I-9 Exceptions

You are NOT required to complete Form 1-9 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*

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

Form I-9

Employment Eligibility Verification USCIS
Form 1-9

Department of Homeland Security OME No.1615-0047

U.S. Citizenship and Immigration Serv;

Expires 05/31/2027

START HERE: Employers must ensure the form i
failing to comply with the requirements for completing this form. See below and the Instructions.

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form 1-9. Employers cannot ask
employees for documentation to verify information in Section 1, o specify which acceptable documentation employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal.

are available to when ing this form. are liable for

Section 1. ion: Empl
dayiof employment bul HoLBsTorS s acceptlng a job offer.
Last Name (Family Name)

must complete and sign Section 1 of Form 1-9 no later than the first

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

Address (Street Number and Name) Apt. Number (ifany) | ity or Town State 2P Code

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

1'am aware that federal law

provides for imprisonment andlor X

fines for false or the

use of false documents, in 2

connection with the completion of | 3. Alawful permanent resident (Enter USCIS or A-Number.)
4

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

A citizen of the United States

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

this form. | attest, under penalty
of perjury, that this information,
including my selection ohhe box
attesting to my’
immigration status, is true and [ uscis A-Number [ Form 1-94 Admission Number | [ Foreign Passport Number and Country of Issuance
correct. | | I

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:

Signature of Employee Today's Date (mmiddlyyyy)

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.

Section 2. Employer Review and Verification: Employers o their authorized representative must complete and sign Section 2 within three:

business days atte the employees first day of employment, and must physically examine, or examine consistent it an aftemative procedre

|uthorized by the Secretary of DHS, documentation fiom List A OR & combination of documentation from List B and List C.” Enter any additional
e AR oA PoR e

CistA oR CistB AND TistC

Document Title 1

Issuing Authority

Document Number (i any)

Expiration Date (if any)

‘Additional Information

Document Title 2 (if any)

Issuing Authority.

Document Number (f any)

Expiration Date (if any)

Document Title 3 (if any)

Issuing Authority.

Document Number (if any)

Expiration Date (f any)

[ Check here if you used an altemative procedure authorized by DHS to examine documents.

Certification: | attest, under penalty of perjury, that (1) | have examined the documentation presented by the above-named F"“/S:}’ of Employment
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the (mmiddlyyyy)
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 (mmiddlyyyy).

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

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4.

FormI-9 Edition 08/01/23 Page 1 of 4

Lists of Acceptable Documents

LISTS OF ACCEPTAELE DOCUMENTS
All documents containing an expiration date must be unexpired.
ElDocuments extended by the issuing authority are considered unexpired.
Employees may present one selection from List A or a
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-27

Documents that Establizh Both Identity

LIST &

and Employment Authorization

LISTB

Documents that Establizh Identity AND

usTc

Documents that Establiah Employment
Authorization

U.S. Passpant or U.S. Passpon Cand

. Driver's Icense or ID card Issued by a Siate or
outiying possassion of tha Unitd States

1. A Soclal Securlty Account Number carnd,
unless the card INcludes one of the fliowing
resinicTons:

2. Permanent Resident Cand or Allen provided |t containg a photogranh or
Fiagistration Receipt Card (Form -551) Information such a5 name, date of birtn, {1) NOT VALID FOR EMPLOYMENT
nder, h eye color, and address
3. Foreign passpor that contains 3 = eignt. eye (2) VALID FOR WORK ONLY WITH
ii’;ﬁ“:lg'f;;_i?;?rfﬁmz 2. 1D eard lssued by federal, state or local INS AUTHORIZATION
roadante mmigmet Vi govemment agencies o antiies, provided it {3) VALID FOR WORK ONLY WITH
o= contains 3 photogragh of Informiation such as DHS AUTHORIZATION
4. Employment Authorization Document ra“mE. date of birth, gendear, helght, eye color,
that contains 3 photograph (Fom 1-766) 3N address 2. Centfication of rpart of birh issued by the
5 o Depaniment of State (Fomms D5-1350,
5. For an Indlvigua temporanly auhornzed 3. Senoal T card with a photogragh Fsis Fo2e)
10 work for a specic employer because — .
af his or her statiss of parbe: 4. Voters reglstration card 3. Onginal or cenfied copy of birh cerficate
- Issued a State, county, municipal
a. Foreign passpart; and 5. U.5. MItary cand or draft record aLﬂorrz:cr '.E'rr.:n')rur'.we Unitzd States
b. Fomn 134 of Form 344 that has & Mtary dependent's 1D cand bearing an officlal s2al
the following: P
4. Native American iribal document
(1) The same name s the 7. U.5. Coast Guard Merchant Marines Card
passport, and 8. Natve American tribal document 5 U.S.Gizen ID Gard (Form -137)
[2) An endorsement of the - & igentifcation Card for Use of Resident
Individuars status of parie as 3. Drvers licens2 lssued by & Canadan Cltizen In the Unitta States (Farm |-179)
long as that parod of gavemment authorty .
endorsement has not yet T. Eln:l:vrrer'. authorization document
explired and the propossd For persons under age 18 who are Issued by the Depariment of Homeland
employment |5 not in conict unable to present a document Securily
with any restrictions or listed above:
Iimitations idangtad an the form. For examples, see Section 7 and
10. Sehao recom of report cand Ssetlon 13 of e 1-272 o
€. Passport fom the Federated States of uzcls -S-cantral
Micronesla (FSM) or the Repubic of e 1. Clinic,, doctor, or hospital racord The Farm 1-756, Employment
Marzhall lsiands [RMI) with Form a4 or - N Authorzation Document, is a List A, tam
Form 1344 Indiating narimmigrant 12. Day-care or nursery schaol recard Humbsr 4. document, not a List C
adgmisslon under the CDTPJ’X of Free document.
Asspciation Between Me United States
and the FSM or RMI
Acceptable Receipts
May be presented in lieu of a document listed above for a temporary pericd.
For receipt validity dates, see the M-274.
* Receiptfor a repiacement of a et Recsipt for a replacement of 3 lost, stalen, ar Recelpt for 3 replacement of 3 lost, stoien, or
sinden, or damaged List A document. OR damaged List B document. damaged List C© document.
* Form 34 Issued to 3 lawhs
permanent resldant that contains an
1551 stamp and a photograph of the
ndividual.
* Form 134 with "RE" notation or

refuges stamp Issued i a refuges.

E-Verify

"Refer to the Employment Authorization Extenslons page on 1-9 Central for more Information

September 3, 2024
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Employee Information and Attestation

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 1-8 no later than the first
day of employment, but not before accepting a job offer.

Last Mame (Familly Name) | First Mame (Ghen Mame) Middie InEal (' any) | Other Last Mames Used [ any)

Apk. Number [Fany) | City or Town Sinte 2IF Code

-

Agdress (Erest Number and Name)

Crabe of Birth [mmiddiyyy) ULE. Soclal Becurity Number Empioyes’s Emall Address Employes's Telepione Number
| am aware that fedaral law Check one of the Toflowing Bores o altest o your ciieenship or imrigrafion siafes [Bee page 2 and 3 of B Insfrucions §:
provides for Imprisonment andior . .
fnes for talgs statements, or the - Achzenofine Unked States
uze of fal=a du-:umaﬂ‘ba:, in 2. Aunondtiz=n national of the Unied Stetes (S Instructions. |
connection with the completion of 3. Alawdil pemanent resident (Enter USCIS or A-Humber.)
thiz form. | attest, undar penatty
':"F'i'"JUﬁ" that this information L | 4. Anonctzen [other San e Nembars 2. and 3. sbove) authorzed o work unill {exp date 1 any)
Including my sslection of the box
al‘tﬂﬂth;ﬁl %Fcnm”p ar I youw check Hem Humibesr 4., enber ome of fese:
Immigration stabus, i brue and UECIE A-Wumiber - Formn 1-84 Admilcclon Humbsss - Forsign Paccpori Humber and Coundry of kcuanos
COMmect.
p—
Sigrabore of Employss Today's Dabe (meiddyyrny

If 2 preparsr and'or tranclator accictsd you In completing Tection 1, that parcon BUET complets the Preparsr andlor Tranclator Certtfication on Page 2. I

EMPLOYEE completes no later than first day of work for pay

Social Security Number is required for E-Verify

L« &8

Email address is optional for employee
= |f provided, it MUST be entered in E-Verify
W Attestation

E\Ierify September 3, 2024 11



Section 2:

Employer Certification of Document Review

W EMPLOYER completes Section
2 no later than 3 business days [EErErrmrrEn s

pl?nee ploy me
auhonzed by the SEG'EHFIL OHS, dﬂd.ln‘el‘dﬂlmﬂﬂ’lnm List on of documentation from List B and List ©. Enter any additional
documentation In the Addilonal Information box; se2 Instructions.

after the employee begins work == -

for pay e

Expiraion Daie (I any]

Dooumsent Tiie 2 {if any) Additional Information

Iszuing Auhorty

W The person that examines the
original, unexpired documents — -

Drooument Tiie 3 (i any)

in the presence of the e
employee MUST fill out, sign === [ en s o s s sy s s e

Certifloation: | atisct, under panafty of perjury, that (1) | have sxamined the dooumentation precenied by the above-named F:s_l E:'??._Elf"mmt
amployeas, (2] the sbove-Sisted dooumsntation appears fo b genuine and fo relats to the smployes namesd, and (3 to the il

d d t S t M 2 bact of my Knowlacgs, the smployes IG awthonzed to wor in the Unitsd &tates.
a n a e e C I O n Lazt Name, First Name and Title of Employer or Authorized Represeniative Eignature of Empioyer or Authorized Representative [Today's Du:w-m'm-f
J D a t e fi e | d S Employer's Business or Dngantzation Name Empigyer's Business or Cwganizabion Address, CEy or Town, Stade, ZIF Code

For reverification or rehire, complsts Supplsmant B, Reverification and Rehirs on Page 4.

= Today’s date

= First day of employment

E\Ierify September 3, 2024 12



Section 2:

Optional Remote Document Examination

J E'Ve rify e n r0| |ed e m p | Oye rS may Section 2_ Elggel::ﬁ\_'gr Review and Verification: £m \yErs Of thelr authonzed representaiive must compiete and sign Section 2 within three

blesingss days empll?ee'snsl lla]rafemph:iﬂyn'e , and must physlcaay Examing, or examing consistent with an ltemative procedurs
auhonzed by the SEG'EEFIL DHS, documentation from List A OR a combination of documentation from List B and List ©. Enter any additional
documentation In the Addilonal Information box; sea Insbructions.

remotely examine documents =

Dooumsnt Tiis 1

Issuing Aufhorty

W To participate, employers must: Pe——

Expiraion Daie (I any]

= Review and retain copies of all [t oo omaton

Iszuing Auhorty

documents Fep——

Expiraion Daie (I any]

Drooument Tiie 3 (i any)

= Conduct a live video interaction ——

Wlth neW hlre Expiraion Date (If any] | [T heck here i you wsed an aBmaive procesdrs authorized by DHE b examine documentz. |

Cartifloation: | atisct, under panaity of perjury, that (1) | have sxamined the dooumsntation precendsd by the above-named IF_.’;' E;yd?“mm
. . amiployea, (2] the above-Sisted dooumentation appears fo b= genuine and to relate to the employes named. and (3 to the Bttt
. Indlcate use Of the alternatlve b=t of my knowlaage, the smployes Io authortzed to work in the United ixtec.

Last Name, First Name and Titie of Employer or Authorized Representative Eignature of Empioyer or Authorized Representative Today's Date immiddyyyyl
p ro C e d u re 0 n t h e FO rl I l I -9 Empigyer's Business or DnganizaSion Hame Empigyer's Business or Crganization Address, CEy or Town, Stade, ZIF Code

For reverification or rehire, complsts Supplsmant B, Reverification and Rehirs on Page 4.

Ch. 4.5 of the M-274 Handbook for Employers, Remote Document Examination

E\Ierify September 3, 2024 13


https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/40-completing-section-2-employer-review-and-verification/45-remote-document-examination-optional-alternative-procedure-to-physical-document-examination

Section 2:

Examining Documents

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

= Genuine
AND

123-456-789 AD2

= Relates to the individual ] i

Déte of Birth =

presenting it

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

Evel'ify September 3, 2024 14


https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

Section 2:

Receipt Rule

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

* The receipt must be issued by the originating agency

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

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

= E-Verify cases should be delayed until the replacement
document is provided

E\Ierify September 3, 2024 15



Section 2:

Copying Documents

You may choose to make copies of
documents employees present for Section 2.
If you choose to photocopy documents:

" You must do so for ALL employees

" Be consistent and copy all documents
employees provide

E-Verify employers must photocopy the following documents, if
voluntarily provided by the employee for Form 1-9 Section 2:

= U.S. Passport or Passport Card
= |-551 Lawful Permanent Resident Card
= |-766 Employment Authorization Document

E\Ierify September 3, 2024 16



Supplement A

Preparer/Translator

Supplement A, USCIS
Preparer and/or Translator Certification for Section 1 Form 1-9

Supplement A
OMB No. 16150047
Expires 05/31/2027

Department of Homeland Security
U.S. Citizenship and Immigration Services

Last Name (Family Name) from Section 1. First Mame [Given Name) from Section 1. Middle initial (if any) from Section 1.

Instructions: This supplement must be completed by any preparer and/or translator who assists an employee in completing Section 1
of Form 1-9. The preparer and/or translator must enter the employee’s name in the spaces provided above. Each preparer or translator

must complete, sign, and date a separate cerlification area. Employers must retain completed supplement sheets with the employee's
completed Form 1-9.

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correct.

Signature of Preparer or Translator

Date {mmvidd/yyyy)

Last Name (Family Name) First Name (Given Name) Middle Initial (if any)

Address (Street Number and Name) City or Town State ZIP Code

W Preparer/Translator must complete Supplement A

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

E\Ierify September 3, 2024 17



Supplement B

Reverification and Rehires

Supplement B, USCIS

Reverification and Rehire (formerly Section 3) Form1-9
- Supplement B

Department of Homeland Security OME No. 1615-0047
U.S. Citizenship and Immigration Services Expires 05/31/2027

Last Name (Family Name) fram Section 1. I First Name (Given Namej from Section 1. Middle initial {f any) from Section 1.

reverlﬁcalloﬁ, Is rehired within three years of the date the original Form 1-9 was completed, or provides oi of a legal name change. Enter
the employea’s name in the flelds above. Use a new section for each reverification or rehire. Review the Form -9 instructions before
completing this page. Keep this page as part of the employee's Form |-9 record. Additional guldance can be found in the_

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

Date of Rehire (i applicable) |New Name (if applicabie)
Date (mmiddiyyyy) Last Name (Family Name) First Name (Given Name) Middle Initial
If the requires i ion, your «can choose to present any acceptable List A or List C documentation to show
i Enter the i ion in the spaces below.
Document Title Document Number (if any) Expiration Date {if any) (mmidd/yyyy)

| amast under p-nalw of perjury, Ihal to the best of my knowledge, thlz employee is authorized to work in the United States, and if the

the d: 1 Ined appears to be genuine and to relate to the individual who presented It
Name of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date [mmddyyyy)
[,
Additional Information (Initial and date each notation.) Chack here ifyou used an
D altemative procedure authorized
by DHS to examine documents.

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

¥  You may also complete Supplement B if you:
= Rehire the employee within 3 years of the date you completed Form |-9*

OR
= Update the employee’s biographic information

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

E\Ierify September 3, 2024 18



Supplement B:

When to Reverify on Form I-9

U.S. citizens and noncitizen

[1 pr D e | nationals
a e rasbeisgn 2 - U.S. passports or passport cards
N ' - Unexpired Permanent Resident
Do not Reverify or Alien Registration Receipt
: = card (Form I-551)
T St - Expired Permanent Resident

-
555123ABCECERAS0Z0S6FOLIZ2ISIFLNPODANSS0DI0ES

Card presented with Form |-797
- List B documents

E\Ierify September 3, 2024 19


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

Correcting Form I-9

Correcting Mistakes
If you discover a mistake on Form I-9, correct the existing form OR prepare a new
Form I-9:
= |f you choose to correct the existing Form I-9, line out the incorrect portions,
enter the correct information, and initial and date the correction

= |fyoudoanew Form I-9, keep the old form with the new form. You should
also attach a short memo to both the new and old Forms I-9 stating the
reason for your action

Missing Forms
If you discover you are missing the Form |-9 for an employee:

= Give the employee the current version of the Form -9

= Complete the form as soon as possible

= Do not backdate the form

= Attach a signed and dated explanation of the corrective action

Guidance for Conducting Internal Audits

E\Ierify September 3, 2024 20



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

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

' 4

&

Store Forms |-9 securely in a way that meets your business needs — on

site, off-site, storage facility

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

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

Make Forms I-9 available within three days of an official request for

inspection

Handbook for Employers Ch. 10.0

E\Ierify September 3, 2024 21


https://www.uscis.gov/i-9-central/complete-correct-form-i-9/retention-and-storage
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/100-retaining-form-i-9

Retention

Calculate how long to retain an
employee’s Form I-9 once they end
employment:

I EXAMPLES:

John Smith (Hired Nowv. 1, 2019,

If they worked for less than two years, terminated May 5, 2020): John
retain their form for three years after worked for less than:n 2 years, keep
the date you entered in the First Day of his form for 3 years, until
Employment field. 11/01/2022
OR Betsy Ross (Hired Nov. 1, 2002,
If they worked for more than two years, ts;z;(lzt?:rnﬁz’tﬁgﬁoz) :y::::y
retain their form for one more year keep her form for one more yea’ur,
after the date they stop working for until 05/05/2021

you.

Evel'ify September 3, 2024 22



Form I-9 and E-Verify

Form I-9 and E-Verify

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

= -Verify

E\Ierify September 3, 2024 23



Why use E-Verify?

« Ensures a legal workforce
« Protects jobs for authorized workers
W Deters document and identity fraud

W Works seamlessly with Form -9

EVeI'ify September 3, 2024 24



State E-Verify Requirements

Enacted
legislation
requiring
mandatory use of
E-Verify that may
include most
employers,
various public
entities/
contractors

*Also see Interim Final Rule implementing the Northern Mariana Islands U.S. Workforce Act of 2018 which
requires CW-1 employers to enroll in E-Verify

EVeI'ify September 3, 2024 25


https://www.federalregister.gov/documents/2020/05/14/2020-08524/implementation-of-the-northern-mariana-islands-us-workforce-act-of-2018

The Growth of E-Verify

Participating Employers MOUs

1200000

1000000

800000
600000
400000
200000

2016 2017 2018 2019 2020 2021 2022

Number of MOUs

o

B YEAR

¥ More than 49 million cases created in FY 2022
4 Employers in every industry, state and U.S. territory

EVeI'ify September 3, 2024 26



Form I-9 Process with E-Verify

All employees of E-Verify employers MUST:

W Provide Social Security number (SSN) on Form -9
W Select List B documents with photo, if provided for Form F9

All E-Verify employers MUST:

Use completed Form I|-9

Create E-Verify case by third business day after first day of work
for pay

Enter employee e-mail address into E-Verify, if provided for Form
-9

Keep copy of photo matching document, if provided

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

&S & & &

EVeI'ify September 3, 2024 27



Confirm with Confidence
Envoll in E-Verify for fa=t and cfoent employment cligibility veriicaton.

ALREADY ENROLLED?

alrcady enrolied in E-Venfy

Use our search tool to see o your company =

2

ENROLLMENT CHECKLIST

Make zure you have all the information and
documentation you need to cxpedite the

enroliment process

3

ENROLLMENT PROCESS

Take an m-depth look at the entire process to get 3

better understanding of what is required for

enrollment

E-Verify

September 3, 2024
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Enroll in E-Verify

L &

Step 1: Visit Enrollment Website

Step 2: Set up a temporary Enrollment ‘
Point of Contact (POC) account to \b gf

complete the enrollment process

Step 3: Select an account access method
and enter company information

Step 4: Agree to the terms of use in the
Memorandum of Understanding (MOU)

Step 5: Print or save the MOU

Evel'ify September 3, 2024 29


https://www.e-verify.gov/employers/enrolling-in-e-verify

Enrollment: Account Access

O Employer [T -

Your company plans to verify the employment eligibility of its own employees using the E-Verify website.

@ Employer Agent v

Your company plans to verify employment eligibility for company’s employees, and if needed can also verify employment eligibility for its
own employees.

) web Services - Employer v

Your company plans to develop or use software that connects to E-Verify to verify employment eligibility for its own employees.

) web Services - Employer Agent v

Your company plans to develop or use software that connects to E-Verify to verify employment eligibility for clients’ employees and its
own employses.

O Corporate Administrator | MANAGEMENT OVERSIGHT ACCOUNT o
Your company plans to link and manage multiple Employer accounts which share a common ownership structure or corporate control.

I o Cases CANNOT be created, managed, or viewed using a Corporate Administrator account.
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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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Display Posters

Employers Must:

W Display E-Verify participation poster

This Organization

W Display Right To Work posters s

W Contact Immigrant and Employee = D=

Sample c_)n'ly Selo muestra | @

Rights (IER) with questions

regarding discrimination: ;
1-800-255-8155

Esta Organizacién (E ITWAY

Participa en E-Verify

e
it -t -
Based o ctinerineg s,
—

s

S
7
)

T

ATRABAJAR

i

more information on E-Verify, or if Para mas i

you believe th: at your employer has uste
(T D D ° 1 8 OO 3 6 2 2 7 3 5 ) violated its E-Verify rL‘.‘:‘DUn\:,ablhllt‘:s.
- - - please contact DHS.
(]
888-897-7781
dhs.gov/e-verify
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Form I-9 & E-Verify Work Together

E-Verify

" Tentative R .
Q Eﬂf::'tjllﬂ?;z;t 4 Nonconfirmation 4 E_:!HWTHH“
A0 (Mismatch) A "ore lime
September 3, 2024
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E-Verify Case Processing

E-Verify Home  Cases Reports Resources W (=] w

Welcome back, .

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

® X 2 i~
560 2 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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E-Verify Case Processing

Biographic

Verify Employee Enter Form I-9 Information

O  |Entecromats mommanon Employee Information and Attestation
] Last Name @ First Name Middle Initial
O  ReviewCase
! Looney Tunes M
: Family name or surname Given name
O  CaoseResults
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

EVeI'ify September 3, 2024 35



E-Verify Case Processing

E-mail Address

Date of Birth

01/311958

U.5. Social Security Number

123-45-6789

Employee's E-mail Address

Iooneytunes@gmail.com

Mo email address provided.

EVeI'ify September 3, 2024
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E-Verify Case Processing

Attestation and Documents

Citizenship Status (required)

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

Employer or Authorized Representative Review and Verification

What document types are on Test Sample’s Form 97 (required)

List A Document List B & C Document

List A Document (required)

Permanent Resident Card or Alien Registration Receipt Card (Form I-551) v
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E-Verify Case Processing

First Day of Employment

Additional Case Details

Select the Employee's First Day of Employment

o R

Employee's First Day of Employment @
10/04/2021

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

of employ

Visa Number

SEVIS ID Number

Employee ID (Optional)

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

locate your employee’s E-V case.

[ oo |
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E-Verify Case Processing
Photo Match

Verify Employee

® Enter Form I-9 Information Ph otoM atCh

! Does the photo displayed match the photo displayed on Test Test's U.S. Passport or Passport Card?
@ Review Case () VYes, this photo matches

f ) No, this photo does not match

! O No photo displayed
c Case Results

Continue to Case Results Save & Exit

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

Y 4 I-551, (Permanent Resident Card)
Y Form I-766, (Employment Authorization Document), or

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

Submit Case

Additional Case Details

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

Edit Case Details

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

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

V'erify Employee Case Results Print Case Details
Employment authorized - Case 2018123162 Closed

Enter Form 1-9 Information

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

R View/Print Case Details
Review Case
Case Results
View All Cases

EVeI'ify September 3, 2024 40



E-Verify Case Results:

Tentative Nonconfirmation (Mismatch)

Mismatch Referral Process - 10 days Mismatch Referred Process - 8 days

E-Verify

-

|
I

7, \

7N\ 7N\ 7\

i ) st & o
Wismatch - \as, a2 a7 B\, 8 -
\ [\ [ A \ s . 3
Tea R oy et i . A
result -
Employer and o
employee must take y Employee notifies If employee takes Employee visits i
GEonEs St Employer employer whether action to resolve SSA and/or calls Employer Employer
possible within 10 notifies Hafahawilltake Mismatch, DHS within & receives closes the
federal government employee of action to begin employer refers federal updated case
working days after Mismatch - case to S5A government results

E-Verify issued the
Mismatch result

resolving the
Mismatch

and/or DHS

working days

IMPORTANT: Employers may not terminate, suspend, delay training, withhold or lower pay, or take any other adverse

action against an employee because the employee received a mismatch, until the mismatch becomes a Final

Nonconfirmation.

E-Verify
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Tentative Nonconfirmation (Mlsmatch)

Common Reasons for a Mismatch

A mismatch does not necessarily mean employees are not
authorized to work. Employees may receive a mismatch when:

W Social Security number (SSN) does not match
W Citizenship or immigration status change is not reported
¥ Name change is not reported

v Information is not entered correctly

EVeI'ify September 3, 2024 42



Tentative Nonconfirmation (Mismatch)

Action Required

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

W 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

L &

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

Employee visits SSA or calls DHS

L &

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

Employee Chooses to Take Action Employee Chooses Not to Take Action
Employer refers employee to Employer may terminate employee
appropriate agency and close the case in E-Verify
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Tentative Nonconfirmation (Mismatch)

Further Action Notice

E-Verify EVerify

Further Action Notice Further Action Notice
Resolve Your Mismatch by Contacting DHS

EVERIFY I5 A SERVICE OF DHE AND 558

Why You Received This Notice ‘You must begin resolving the mismatch by the date listed on the Referral Date Confirmation
Your employer, , uses E-Verify to confirm work eligibility in the United States. document given to you by your employer.

E-Verify compares the information you provided on your Form I-3, Employment Eligibility Verification,

to official government records. The information your employer entered into E-Verify from your Form Submit documents onlinethat Show,youtsmployment authotization:

1-8 does not match records available to the Department of Homeland Security (DHS), resulting in a 1. Create or login to a myE-Verify account at https://myeverify.uscis.zoy
mismatch, also called a Tentative Nonconfirmation. 2. Enter your E-Verify case number under ‘Track E-Verify Case Number’ or select the
applicable case that is listed in your “Open Cases”
Reason for Your Mismatch 3. Onthe Case Detail screen, click on ‘Upload Documents’
a. Upload your documents as a jpg, jpeg, png, or pdf. Your files cannot
: = exceed 4MB.
Mismatch Date: E-Verify Case Number: 4 Click ‘Submit Case Files’.
This does not necessarily mean that you are not authorized to work in the United States. There In some cases, after submitting your documents online, we may instruct you to callus.
are many possible reasons why E-Verify could not match your infoermation to available records, listed OR

at http://www.E-Verify.gov/mismatch.

If you prefer to speak with a DHS representative, call us at 888-897-7781 (TTY: 877-875-6028). If

Take Action to Resolve the Mismatch you need help in another language, you may ask for an interpreter. Have this notice available
when you call.

Step 1: Review your information to make sure it was entered correctly. Y
Check the status of your case at https://myeverify.uscis.gov/.

Last Name: Social Security Number:
First Name: Document Number: Your Rights in This Process

5 Employers may not take an adverse action against you because you chose to resolve a mismatch
Month and Year of Birth: A-Number or USCIS Number:

or have a pending E-Verify case. Learn more at https://www.E-Verify. gov/employeerights or call us
If your information is correct, proceed to Step 2. If there are errors, show your employer so they can at888-897-7781 (TTY: 877-875-6028).
create a new E-Verify case using the correct information. You do not need to take any further action.

Have you experienced discrimination?

Step 2: Decide if you want to resolve your E-Verify case and mark your decision: Employers cannot use E-Verify to unlawfully discriminate against employees. It is illegal to
O 1 will take action to resolve this mismatch by following the instructions on this notice. dlscrimilnate based on citizenship, immigration status, or national origin, ilncluding in Fhe Form -9
or E-Verify process. Get assistance from the U.S. Department of Justice, Civil Rights Division,
OR Immigrant and Employee Rights Section Worker Hotline at 800-255-7688 (TTY: 800-237-2515) or
[ 1 will not take action to resolve this mismatch. | understand this decision means that E-Verify B ]

Employers cannot discriminate against employees because of race, color, religion, sex (including

will not confirm my work authorization and my employer may terminate my employment. - s s 5 - s Nt o
pregnancy, gender identity, and sexual orientation), national origin, age (40 or older), disability or

IMPORTANT: If you fail to notify your employer of your decision by your employer genetic information. Get assistance fr(?{n:l the U.S. Equal Employment Opportunity Commission at

may terminate your employment and close your case. 800-669- 4000 (TTY: 844-234-5122) or visit www.eeoc.gov.

P s - Instructions for Employers

mployee's Sighature: ate: If the employee did not decide whether to take action by the 10th federal government working day

after E-Verify issued this notice, E-Verify is unable to confirm the employee is authorized to work in
the United States. You must close this case, E-Verify will issue a Final Nonconfirmation, and you may
terminate employment.

Page 1 of 2| Revision Date DEC 2022 T Page 2 of 2 | Revision Date DEC 2022 www.E-Verify.gov

E'verify September 3, 2024 44



Tentative Nonconfirmation (Mismatch)

Referral Date Confirmation

i

E Verify 4

LT

E-VERIFY IS A SERVICE OF B3 AND 554

Referral Date Confirmation

E-Verify CaseNumber: _____ Employee Name:

Why You Received This Document
As part of the E-Verify process, your employer gave you a Further Action Notice explaining that
E-Verify could not confirm your employment eligibility in the United States.,

You chose to take action, so your employer notified E-Verify, setting a deadline for you to begin
resolving the mismatch. If your employer did not provide you with the Further Action Notice,
contact them immediately.

Begin Resolving the Mismatch by <<Date>>

You must begin resolving the mismatch by following the steps on your Further Action Notice.

Employers must allow you to contest a mismatch, also called a Tentative Nonconfirmation. They
may not take adverse action against you because of the mismatch while you are contesting it and
your E-Verify case is pending.

If you do not act by =<Date>=, E-Verify will issue a final nonconfirmation and your employer may
terminate your employment.
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Best Practices

Case Status Updates

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

Employment Authorized

The employee’s information matched records available to SSA
and/or DHS.

E-Verify Needs More Time

This case was referred to DHS for further verification.

Case in Continuance

The employee has visited an SSA field office or contacted DHS,
but more time is needed to determine a final case result.

Final Nonconfirmation

E-Verify cannot confirm the employee’s employment eligibility
after the employee visited SSA or contacted DHS.

Close Case and Resubmit

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

E-Verify
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https://www.e-verify.gov/node/2792
https://www.e-verify.gov/node/2795
https://www.e-verify.gov/e-verify-user-manual-30-case-results/34-case-in-continuance
https://www.e-verify.gov/e-verify-user-manual-30-case-results/36-final-nonconfirmation
https://www.e-verify.gov/e-verify-user-manual-30-case-results/35-close-case-and-resubmit

Best Practices

Case Alerts

E'Verify Home Cases v Reports Web Services v Resources v

Welcome back,

® s 2 &

448 ] 1 (1] (1]
Cases to be Closed Cases with Updates Cases with Expiring Recently Auto-
Authorization Docs Closed Cases

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

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

W The employee has 8 federal government
workdays from the referral date to visit
or call the appropriate agency to start to
resolve the discrepancy.

W The employee continues to work during
the mismatch resolution process.

W Federal law prohibits employers from
terminating employment of an Employers who use E-Verify to confirm
. . your work eligibility must follow the rules
employee because of an interim case
result until the mismatch becomes a
Final Nonconfirmation.

W Know Your Rights Quiz
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http://www.uscis.gov/quiz/e-verify/employee-rights-interactive-quiz

Employer Responsibilities

Employers must not:
Use E-Verify to pre-screen employment applicants
Use E-Verify selectively; E-Verify must be used for all new hires

Influence or coerce an employee’s decision whether to take

action to resolve a mismatch

Terminate or take adverse action against an employee who is

taking action to resolve a mismatch

Ask for additional documentation after obtaining a mismatch for

an employee
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Form I-9 Resources

I-9 Central
[-9 Central
Revised [-9 Summary of
Changes
|-9Central/Espanol (Spanish)
Form I-9 DACA Guidance
Updated Receipts Guidance
Form I-9 and E-Verify Natural

Disaster Fact Sheet

M-274, Handbook for Employers
M-274 Summary of Changes

Mergers & Acquisitions

Examples of documents:
Acceptable Documents
Automatic Extensions
Combination Documents

-9 Webinars

E-Verify

B=  An official website of the United States government Here's how you know v Espafiol @ Multilingual Resources

%

f}\j@?{? U.S. Citizenship

el Services

1-9 Central

Form I-9 Related News

Temporary Policies
Related to COVID-19

Complete & Correct Form
1-9

Form [-9 Acceptable
Documents

Employee Rights and
Resources

Legal Requirements and

., and Immigration

Search our Site Q Signin v

Topics Forms Newsroom Citizenship Green Card Laws Tools

Home > 1-9 Central

-9 Central

Federal law requires that every employer* who recruits, refers for a fee, or hires an individual for employment in
the U.S. must complete Form I-9, Employment Eligibility Verification. Form I-9 will help you verify your employee's
identity and employment authorization.

*NOTE: We will refer to both employers and agricultural recruiters and referrers for a fee collectively as

"employers" throughout I-9 Central.

© REMINDER - COVID-19 temporary flexibilities for Form 1-9, Employment Eligibility Verification,
end on July 31, 2023. In-person, physical document inspection for affected employees must be
completed by August 30, 2023.

Learn more.
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http://www.uscis.gov/I-9Central
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/summary-of-changes
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/summary-of-changes
https://www.uscis.gov/es/central-i-9
https://www.uscis.gov/i-9-central/form-i-9-related-news/completing-form-i-9-for-employees-with-extended-work-authorization-under-daca
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents/receipts
https://www.uscis.gov/sites/default/files/document/fact-sheets/Form-I-9E-VerifyDisasterFactSheet.pdf
https://www.uscis.gov/sites/default/files/document/fact-sheets/Form-I-9E-VerifyDisasterFactSheet.pdf
https://www.uscis.gov/sites/default/files/files/form/m-274.pdf
https://www.uscis.gov/i-9-central/summary-changes
https://www.uscis.gov/i-9-central/mergers-and-acquisitions
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/50-automatic-extensions-of-employment-authorization-andor-employment-authorization-documents-eads-in
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents/combination-documents
https://www.uscis.gov/i-9-central/form-i-9-resources/employment-eligibility-webinars

E-Verify+ COMING SOON

E-Verify*

E-Verify+, our highly anticipated next generation service is coming in 2024!

The “plus” in E-Verify+ represents the benefits the new service provides to
employers and employees alike. E-Verify+ provides employers added
efficiency and employees more control over their personal information

W E-Verify+ answers the call of the modern workplace by streamlining the Form
I-9 and employment eligibility verification process into one seamless
experience, and it is on track to be available later this year!

W Contact us at e-verifyplus@uscis.dhs.gov for more information or to sign up
for the trial

L &

Watch E-Verify+ Overview Video
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mailto:e-verifyplus@uscis.dhs.gov
https://www.youtube.com/watch?v=ThluKqc2vjM&t=8s

E-Verify Engagement

Take advantage of our FREE Engagement services:

W Take additional public webinars

W Reqguest event speakers, customized webinars, or content for
your publications

W Seek approval for E-Verify® Logo Authorization
You can use logos on websites, job E v -
announcements/ applications, or e"fy

company broadcasts to further advertise

your company’s commitment to a legal

workforce.
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https://www.e-verify.gov/about-e-verify/e-verify-webinars
mailto:E-VerifyOutreach@uscis.dhs.gov
http://www.uscis.gov/USCIS/Verification/E-Verify/everifytrademark.pdf

Customer Service Contact Center

E-Verify received the highest rating for customer service of
all federal agencies in the American Customer Satisfaction
Survey!

v" Form I-9 Website: www.uscis.gov/i-9Central

v’ E-Verify Website: www.E-Verify.gov

v' E-Verify Email: E-Verify@uscis.dhs.gov

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

E-Verify


http://www.uscis.gov/i-9Central
http://www.e-verify.gov/
mailto:i-9Central@uscis.dhs.gov
mailto:E-Verify@uscis.dhs.gov

THANK YOU!
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