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Form I-9 Basics:
Purpose and Timing
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WHAT IS A FORM 1-97

« Immigration Reform and Control Act of 1986 (IRCA) requires all U.S.

employers to verify the employment eligibility and identity of all employees
hired to work in the United States after November 6, 1986.

« The Form I-9 was designed to help employers verify an employee’s work
authorization.

« To comply with the law, employers must:

« Verify the identity and employment authorization of each person they hire, AND

« Complete and retain a Form I-9, Employment Eligibility Verification, for each
employee, AND

 Refrain from discriminating against individuals on the basis of national origin or
citizenship.
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WHO MUST COMPLETE A FORM [-97

« An I-9 is required for:
 All employees hired to perform labor or services in return for wages or remuneration.
« Employees rehired after a full separation of employment.
« Employees who transfer from an unpaid to a paid appointment.
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WHEN AN -9 SHOULD NOT BE COMPLETED

* An I-9 must NOT be completed for:

« Any employee hired prior to November 6, 1986, who remains continuously employed
in the U of I System.

Graduate/Pre-doctoral fellows (e-class GB).
Post-doctorate fellows (e-class PC).
Unpaid appointments (e-class UA).

An employee with a current I-9 who transfers units or changes employee class from
one of the above (unless their work authorization must be extended through
reverification).

« Any employee not physically working on U.S. soil.

« Note: If an employee listed above as NOT needing a Form I-9 is appointed
to a job that requires service for pay in the U.S., an I-9 will be required on
or before the date services are provided.
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-9 COMPLIANCE IS ESSENTIAL!

« By completing the Form I-9, you are attesting, under penalty of perjury,
that:
* You followed the proper procedures in completing the form, AND
 To the best of your knowledge, the employee is authorized to work in the United
States.
« There are sanctions and penalties for non-compliance:

« Form I-9 errors can lead to severe civil and criminal penalties, resulting in high
monetary fines up to $16,000 per employee.

 Criminal activity may lead to imprisonment.
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TIMING OF 1-9 COMPLETION

 AFTER employee accepts the job offer, and on (or before) the
employee’s 1st day of work for pay:

« Employee must complete and sign Section 1.

 If employment is for fewer than three days, Section 2 must also be completed by the
close of business on the first day of work for pay.

« NEVER start an I-9 until a job offer has been accepted!

« WITHIN 3 business days of the date employment begins:

« The U of I hiring representative must review the employee’s original, unexpired
documents and complete and sign Section 2.

« Example: If work begins Monday, Section 2 must be completed no later than
Thursday.
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PROHIBITED EMPLOYER ACTIONS

o It is unlawful to request that employees present a specific document, or to
ask for more documents than required for Section 2.

« It is unlawful to discriminate against an employee based on
citizenship/immigration status, or national origin.

I®A \ UNIVERSITY OF ILLINOIS SYSTEM



UOF I SYSTEM PROCEDURES

« The University of Illinois System uses Tracker Electronic I-9 to complete
and store I-9 forms.
« Paper forms may only be used when absolutely necessary, such as during power

outages or Tracker system downtime.
 In the event a paper form is completed, it must be transcribed and uploaded to

Tracker at the first opportunity.
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USE OF E-VERIFY

« U of I participates in E-Verify to meet requirements for federal contractors
and OPT STEM work authorization extensions.

 After completing an I-9, information will automatically be submitted to the E-Verify
system and your role is complete. If any follow-up is necessary, it will be handled by
your university’s central HR office, who may contact you if nheeded.

 College, unit, and department personnel must NOT attempt to enroll in E-Verify or
process E-Verify cases. This is done centrally due to compliance obligations.
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Form I-9 Completion
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SECTION 1: EMPLOYEE INFO & VERIFICATION

« To be completed by the employee, AFTER a job has been accepted,
or before the close of business on the first day of work for pay.

Section 1. Employee Information and Atlest_ahor_l (Employees must complete and sign Section 1 of Form I-9 no iater Employee Name and Identification
than the first day of employment, but not before accepling a job offer.)
Last Name (Family Name) (2) First Name (Given Name) (2) Middle Initial () | Other Last Names Used {if any) (2) First Name (Given Name::* Middle Initial:" Last Name (Family Namel:" Other Last Names Used:"
Address (Street Number and Name) () Apt. Number (2 | City or Town (2 State (2) | ZIP Code ) 2 ErE STt E Date of Birth:"
Date of Birth (mm/dd/vyyy) 2) |U.S. Social Security Number?) | Employee's E-mail Address (2 Employee's Telephone Number (2) REE L ) (mm/ddiyyyy)
Employee Address and Contact Information
| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in . X
connection with the completion of this form. Address (Street Humber and Name): Apt. Number:”™
| attest, under penalty of perjury, that | am (check one of the following boxes):
[] 1. A citizen of the United States (2) GO s ey
<None>
[] 2 A nancitizen national of the United States (See instructions) (£ . . n
Employee’s Telephone Number: Employee’s Email Address:
D 3. Alawful permanent resident! 2) (Alien Registration Number/USCIS Number): (2)
"] 4. An alien authorized to work * until (expiration date, if yyyy): (2 ——
Some aliens may write "N/A" in the expiration date field. (See instructions)
Aliens authorized to work must provide only one of the following document numbers to complete Form I-9: mmm"m;ﬁe
An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number. e Employee Employment Status
1. Alien Registration Number/lUSCIS Number: (2) | am aware that federal |aw provides for imprisonment and/or fines for false statements or use of false documents in connection with the completion
OR of this form.
2. Form 1-94 Admission Number- 2/ | attest, under penalty of perjury, that | am (check one of the following): -
(3 1.Acitizen of the United States
3. Foreign Passport Number: (2} (2 2. Anoncitizen national of the United States (see instructions)
-@
Country of Issuance: = @ 3.Alawful permanent resident
Signature of Employee (2 Today's Date (mmiddiyyy) & | (3 4.An alien authorized to work
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SECTION 1: EMPLOYEE INFO & VERIFICATION

 Name: Employee must input his/her name in the correct fields. For any
field that would be blank, employee enters “"N/A”"

« Birth Date: Employee must input his/her correct date of birth, formatted

MM/DD/YYYY.

- Social Security Number: Required for all employees. If an employee is
an alien authorized to work and does not have an SSN yet, it must be
entered by the employee when acquired.

« Address: Employee must input his/her physical address (must not be a

P.O. Box) in the correct fields.

o Employee Name and Identification

First Name (Given Name): - Middle Initial:" Last Name (Family Name):" Other Last Names

(#2250 2208 {mmiddiyyyy)

used:”

e Employee Address
Address [Street Number an

City or Town:"

and Contact Information

d Name}:’\ Apt. Humber:™

Employee's Telephone Num e Em e's Email Address:”

(s g
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SECTION 1: EMPLOYEE INFO & VERIFICATION

« Employment Status: One box must be selected by the employee; status
must be consistent with Section 2 documents presented.

 If employee selects lawful permanent resident, Alien Registration or USCIS
Number must be entered.

 If employee selects alien authorized to work:

- Date must be entered indicating the expiration of authorization to work, if
applicable. Otherwise, check "N/A".

 Alien Registration or USCIS Number, Admission Number, OR Foreign Passport
Number must be entered.

e Employee Employment Status

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection with the completion
of this form.

| attest, under penalty of perjury, that | am (check one ofthe following):*
(3 1.A citizen of the United States

(J 2. A noncitizen national of the United States (see instructions)

(3 3. Alawful permanent resident

(3 4. An alien authorized to work
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SECTION 1: EMPLOYEE INFO & VERIFICATION

° E m ployee Sig natu re : @ Hioctronic Signature @ Paper Signature

. . e Provide an Electronic Signature
« Employee must electronically sign
= - = MPORTANT: ¥OU ARE SIGNING A U.5. GOVERNMENT FORKM™=
SeCtI O n 1 u po n CO m p | etl O n Of th at | am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection with the completion of this form.

Secti O n n Employee Name (First, Middle Initial, and Last}*

o Enter your legal name as your electronic signature: Required

- Date of employee signature is @ oo st s
automatically captured. e contermpaawee”

o Select the box nextto * | Agree™ to acknowledge that you have read and accept the fact that you are signing a U.3. Government Form and
n

- Employee will be prompted for a
password at time of signing Section 1, o
such as their birthplace. The employee AT

Wi ” need tO enter this pa SSWOrd if th ey @ Apreparer(s) andior translator(s) assisted the employee in completing Section 1
u pd ate Sectlon 1 i n the futu re . o Click “Sign Form 1.9 Electronically” to complete the electronic signature.

Sign Form -9 Electronically

I®A \ UNIVERSITY OF ILLINOIS SYSTEM



SECTION 1: EMPLOYEE INFO & VERIFICATION

® Electronic Signature Q Paper Signature

 Preparer/Translator Certification:

Provide an Electronic Signature

« Employee must affirmatively state that © __ .
a prepa rer/tra nSIatOr WaS Or WaS not | am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection with the completion of this form,

Employee Name (First, Middle Initial, and L.‘ast}‘r

used. If a preparer/translator was L
used, the preparer/translator must @ ere e vttt et st o il

- - - - - - Pleaseegteryourfather's birthplace. .
provide their own information in this A contim arsve
.
Sectl O n n o Select the box nextto * | Agree™ to acknowledge that you have read and accept the fact that you are signing a U.3. Government Form and
that you are aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection

with the completion of this Form.
*

« IMPORTANT: Section 1 may only be @ e
completed by a preparer/translator p ———
when the employee is unable to
complete Section 1 on his/her own. Ol —
However, the employee must still sign

Section 1 personally.
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SECTION 2: EMPLOYER REVIEW & VERIFICATION

« Complete and sign Section 2 within 3 business days of the date
employment begins. If employment will last less than 3 days, Section 2
must be completed by close of business on the first day of work for pay.

ion 2. ployer or At i ive Review and Verification . . *
or their e must compiste and sign Section 2 within 3 business days of the employee's st Gay of employment. You 0 Employment Verification Documents
[t e T S S B S e Wi (s 0 e e T (R e (B rEm L L (The Employee must present one document from List A OR one document from List 8 and List C).
of Acceptabie Documents.”)
Info Section 17 | Last Name (Family Name) & First Name (Glven Name) & | M. tizenship/mmigration Statu Use the drop-down menu to select a document from List A or one from List B and C. Then, enter the respective document number(s) and
- = expiration date(s).
OR ListB AND ListC
Identity and Employment Authorization Identity Employment Authorization ListA ListB ListC
Document Title 2) Document Titie () Document Title (2) DocumentType o
. . Select |+ R | v R [ v |
Issuing Authority ) Issuing Authority® Issuing Authority 2
Document Number & Document Number £ Document Number ® e Employment Information
Employer Worksite Business Name
Expiration Date (if any)(mm/ddiyyyy) 2 Expiration Date (if any)(mm/dd/yyyy) 2 Expiration Date (if any)(mm/dd/yyyy) (2 Uni:‘(::swty o n Required - "
versity of lllinc equired ersity of llling

Document Titie 2 Start Date:”

= (= Employee hired for three days or less
Issuing Authority (£) . Additional Information R ot Seelen= 21T
Document Number® @  Eiectronic Signature @ Paper Signature
Expiration Date (if any)(mmvddyyy) 2 . : .

G Employer Electronic Verification

Document Titie 2/

= CERTIFICATION: | attest, under penaky of periury, that | have examined the document(s) presented by the ab d employee, that the above-listed
ssuing Authority D appear to be genuine and relate o the employes named, and that to the best of my knowledge the employes is eligible to work in the United States

=
Document Number 2)

o Enter your legal name and fitle:

Expiration Date (if any)(mm/dd/yyyy)2) First Name™ Last Name™ Title or Position”
Certification: | attest, under penalty of perjury, that (1) I have i by the ab

(2) the abovelisted document(s) appear to be genuine and to relate to lhe emplnyee named, and (3) to the best of my knnwledge the
employee is authorized to work in the United States.

The 's first day of ( Yyyy): o (See instructions for exemptions)

‘Signature of Employer or Authorized Representative (2) Today's Date(mm/dd/yyyy) '& | Title of Employer or Authorized Representative £

Last Name of Employer or Authorized Representative w First Name of Employer or Authorized 's Business or Organization Name (2

Employer’s Business or Organization Address (Street Number and Name) 2)| City or Town (2 ZIP Code |2

o Selectthe box next to “I Agree” to acknowledge that you have read and accept the fact that you are signing a U.S. Government Form and
that you are aware that federal law provides for imprisonment and/or fines for false statements or use of false in
the completion of this Form
@ 1Agree”

o Click “Sign Form 19 Electronically” to complete the electronic signature

Sign Form 1-9 Electronically
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SECTION 2: EMPLOYER REVIEW & VERIFICATION

 Verification of documentation:

« Employer must review one document
from List A, OR a combination of one
document from List B and one document
from List C. Documents must be
originals, not copies.
Employee must be allowed to choose
which document(s) to present and must
not be required to provide more or
different documents, if they are valid.
« Per E-Verify requirements, if
resented, List B documents must
include a photograph.

A list of acceptable documents can be
found in Tracker while completing
Section 2, or the M-274 Handbook.

. . *
Employment Verification Documents
(The Employee must present one document from List A OR one document from List B and List C).

Use the drop-down menu to select a document from List A or one from List B and C. Then, enter the respective document number(s) and
expiration date(s).

ListA ListB ListC

5
DocumentType .ot n Select n Select n

o

= . %
Emp\oyment Verification Documents (e Empioyee Must Present One Document from List A OR one document from List B and List C).

Use the drop-down menu to select a document from List A or one from List B and C. Then, enter the respective document number(s) and expiration
date(s). Click the (i) button for more information about a specific document. Click here to Clear Documents

List A
Document U.S. Passport -
Issuing Authority: U.S. Department of State .
Document #: 999999999
Expires:
Attachment ViewiUpload File

receipt in lieu of an original document in List A

Additional Information
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SECTION 2: EMPLOYER REVIEW & VERIFICATION

» Verification of documentation (continued):

Document must be unexpired when presented.

Document must appear on its face to be genuine and must reasonably appear to
relate to the employee.

Document title, issuing authority, and document number(s) must be entered in the
appropriate fields.

Expiration date(s), if applicable, must be entered in the appropriate field.

Only documents which are required for E-Verify should be scanned and uploaded to
the I-9 in Tracker. Per U of I procedures, DO NOT retain copies, whether in paper or
electronic format, of other documents. Copies of employee documents for purposes
other than Form I-9 must not be stored with the Form I-9.
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SECTION 2: EMPLOYER REVIEW & VERIFICATION

« If presented by the employee, only the following List A documents must
be scanned and uploaded to Tracker with the I-9:
« U.S. Passport
« U.S. Passport Card (front and back)
« Permanent Resident Card (Form I-551) (front and back)
« Employment Authorization Document (Form I-766) (front and back)

* Do not retain copies of these or any other documents for I-9 purposes
other than the uploads to Tracker. Delete the files from your computer
once uploaded.
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SECTION 2: EMPLOYER REVIEW & VERIFICATION

« Employer — University of Illinois is pre-populated.

« Worksite — Options default based on I-9 Manager’s permissions. Based on
the selected worksite, the department and address information will be
populated on the Form I-9 receipt/printout.

o Start Date — Enter the date the employee began (or will begin) work for
pay.

e Employment Information

Employer Worksite Business Hame
University of lllinois n Required n University of llinois { )

Start Date:”
T [} Employee hired for three days orless
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SECTION 2: EMPLOYER REVIEW & VERIFICATION

« Employer Signature

 You, the employer representative, must electronically sign the form upon completion
of Section 2.

« Name and title will populate based on your login.
 Date of employer signature is automatically captured.

® Electronic Signature O Paper Signature

e Employer Electronic Verification

CERTIFICATION: | attest, under penalty of perjury, that | have examined the document(s) presented by the above-named employee, that the above-listed documentis)
appear to be genuine and relate to the employee named, and that to the best of my knowledge the employee is eligible to work in the United States.

o Enter your legal name and title:

First Name™ Last Name™ Title or Position”

Joe Manager I-9 Manager

o Select the box next to “I Agree™ to acknowledge that you have read and accept the fact that you are signing a U.S. Government Form and
that you are aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection
the completion of this Form.

(o) 1Agree”

o Click “Sign Form 1-9 Electronically” to complete the electronic signature.

Sign Form |-9 Electronically
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SECTION 3: UPDATING AND REVERIFICATION

* Only use Section 3 when:
« An employee has a name change, or
« The employee’s work authorization will expire, or the employee changes from one

visa type to another.

- If the employee will continue working past the expiration, must be completed
before expiration.

- If authorization expires after finishing work, must be completed before they
can return to work.

Lasthame: @  Firsthamer’

'Section 3. Reverification and Rehires (To be completed and signed by employer or } P ive.)
'A. New Name (if Q@ B. Date of Rehire (i i e Date of Rehire
Last Name (Family Name) (2) ‘ First Name (Given Name) (%) ‘ Middle Initial (%) | Date (mm/ddAryyy) (2

. If the employee’s previous grant of employment authorization has expired, provide the information for the document or receipt that establishes Document Type: B
continuing employment authorization in the space provided bglow. e
Document Title (2) Document Number (2) Expiration Date (if any) (mm/dd/yyyy) 2|

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if Expires:
the employee pr ted d t(s), the d t(s) | have ined appear to be genuine and to relate to the individual. et

Signature of Employer or Authorized Representative (2)| Tod:

ay's Date (mm/dd/yyyy) (2) | Name of Employer or Authorized Representative (2)
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SECTION 3: UPDATING AND REVERIFICATION

« IMPORTANT: U.S. citizens, permanent residents, and noncitizen nationals
NEVER need reverification for the following:
 Expired U.S. passport or passport card or driver’s license
 Alien Registration Receipt Card/Permanent Resident Card (Form I-551)
« List B document that has expired
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SECTION 3: UPDATING AND REVERIFICATION

« Name Change — Complete only the New Name portion of Section 3.

o New Name (if applicable)
Last Hame:™ First Name: Middle Initial:~ Mote: adding a New Name will NOT

change the employee’s name
on the Employee Profile or
Section 1 of the I-9 Record

- Reverification of Employment Eligibility — Complete only the
Employment Verification Documents portion of Section 3 by reviewing
appropriate document(s) and entering the required information as in
completion of Section 2.

e Employment Verification Documents
Document Type:
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Form I-9 Resources
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RESOURCES: SYSTEM HR SERVICES WEBSITE

« https://hr.uillinois.edu/policy/formi9
 Tracker I-9 training
« Tracker I-9 job aids
« U of I System Form I-9 Policy & Procedures
« Links to other helpful I-9 resources
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RESOURCES: USCIS M-274 HANDBOOK

« https://www.uscis.gov/i-9-central/handbook-employers-m-274

« The USCIS Handbook for Employers — Instructions for Completing Form I-9 (M-274)
is official guidance from USCIS for completing Form I-9.

« The M-274 is well-written and can offer clarification for common questions.
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CONTACT INFORMATION

« Contact your central HR or student employment office for any assistance:
https://www.hr.uillinois.edu/contacts

 Central HR and student employment offices can help with any questions
you have related to Form I-9 or the Tracker I-9 system.
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