Welcome to DU! We are so happy to have you join our community. Please review the following information regarding 1-9
verification completion.

Once you have completed and passed your background check through HireRight, you will receive an I-9 Verification
request email (also from HireRight.) If you have passed your background check but have not received an I-9 verification
request email, please check your spam/junk folders. After checking your spam folder, if you are still having trouble
locating the HireRight I-9 verification request email, please reach out to us at employmentservices@du.edu for further
assistance.

Once the email is located, please click on the link in the email which will direct you to your I-9 Form. First, you will
establish a password for your account so you can access your form again later. Then you will be directed to the first page
of your form. Fill in all of the requested information. Please scroll to the bottom of this manual for further instructions.

The form will request scans of your supporting documents. Please see the List of Acceptable Documents for -9 below.

LISTS OF ACCEPTABLE DOCUMENTS

All documents containing an expiration date must be unexpired.
* Documents extended by the issuing authority are considered unexpired
Employees may present one selection from List A ora
combination of one selection from List B and one selection from List C.
Examples of many of these documents appear in the Handbook for Employers (M-274).

LISTA LISTB LISTC

Documents that Establish Both Identity . - 1] that E ish E
and Employment Authorization OR Documents that Establish Identity AND Authorization

P

1. A Social Security Account Number card,

s s
1. U.S. Passport or U.S. Passport Card unless the card includes one of the following

. Driver's license or ID card issued by a State or
outlying possession of the United States

. i A X restrictions:
2. Permanent Resident Card or Alien provided it contains a photograph or
Registration Receipt Card (Form 1-551) information such as name, date of birth, (1) MOT VALID FOR EMPLOYMENT
- gender, height, eye color, and address
3. Foreign passport that contains a (2) VALID FOR WORK ONLY WITH

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

2. ID card issued by federal, state or local INS AUTHORIZATION
govenment agencies or entities, provided it (3) VALID FOR WORK ONLY WITH
contains a photograph or information such as DHS AUTHORIZATION
name, date of birth, gender, height, eye color,
and address

s

. Employment Authorizafion Document
that contains a photograph (Form 1-766)

o

Certification of report of birth issued by the
. School ID card with a photograph Department of State (Forms DS-1350,
F3-545, F5-240)

o
w

. For an individual temporarily authorized
to work for a specific employer because

-

. Voter's registration card

of his or her status or parole: 3. Original or certified copy of birth certificate
a. Foreign passport; and 5. U.S. Military card or draft record ':S;‘;mbf srst‘e'ar::‘;:yos:gén&i::ljpgtates
b. Form 1-94 or Form 1-944 that has 6. Military dependents I card bearing an official seal

e fellowing: 7. U.S. Coast Guard Merchant Mariner Card 4 Native American tribal document

(1) The same name as the 5. U.S. Citizen ID Card (Form 1-197)

passport, and . Mative American fribal document
(2) An endorsement of the - - - - 6. ldentification Card for Use of Resident

individual's status or parole as + Driver's license issued by a Canadian Citizen in the United States (Form 1-179)

long as that period of government authority

@

w

endersement has not yet 7. Employment authorizafion document
expired and the proposed For persons under age 18 who are issupedyby the Department of Homeland
employment is not in conflict unable to present a document Security
with any restrictions or listed above: .
limitations identfied on the form. For examples, see Section 7 and
10. School record or report card Section 13 of the M-274 on
6. Passport from the Federated States of uscis.govii-9-central
Micronesia (FSM) or the Republic of the 11. Clinic, docter, or hospital record The Form 1-766, Employment
Marshall Islands (RMI) with Form I-94 or Authorization Document, is a List A, ltem
Form 1-94A indicating nonimmigrant 12. Day-care or nursery school record . !

Humber 4. document, not a List C

admission under the Compact of Free document.

Association Between the United States
and the FSM or RMI

Acceptable Receipts
May be presented in lieu of a document listed above for a temporary period.
For receipt validity dates, see the M-274.

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

=l

* Form |-94 issued to a lawful
permanent resident that contains an
I-551 stamp and a photograph of the
individual

* Form |-94 with “RE” notation or
refuges stamp issued to a refugee
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Once you have selected which supporting documents you will be submitting, you will need to take scans of the frontside
and backside of your documents. These scans must be clear, legible images. Please see each type of document and the
pages you must scan below sorted by List A documents first, then List B and C documents:

LIST ADOCUMENTS

U.S. Passport

You will need to submit a scan of the page with your photo, information and signature (see below). Please ensure your
Passport is not expired and in its original form. You will also need to submit a scan of the last page of your Passport
including the barcode (see below.)

Passport Scan Example

A proper scan has clear text and graphics: an improper scan is blurry and
difticult to read. The example below has appropriate clarity and quality.
Please make sure to sign the signature line of the upper half of the page!
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U.S. Passport Card

You will need to submit scans of the frontside and the backside of the card (see below.) Please ensure the Passport Card
is not expired and in its original form.
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Figure 1: Front of Sample Figure 2: Back of Sample
U.S. Passport Card U.S. Passport Card

Permanent Resident Card (I-551)

You will need to submit scans of the frontside and the backside of the card (see below.) Please ensure the Permanent
Resident Card is not expired and in its original form
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Employment Authorization Card (1-766)

You will need to submit scans of the frontside and the backside of the card (see below.) Please ensure the Employment
Authorization Card is not expired and in its original form




LIST B DOCUMENTS

Driver’s License, Identification Card, Military ID, School ID

You will need to submit scans of the frontside and the backside of the card (see below.) Please ensure the ID is not
expired and in its original form

COLORADO:=c ©

; DRNER LICENSE

-oos 06/08/1976
e s
w EXP: 03[04’2023

Native American Tribal Document

You will need to submit scans of the frontside and the backside of the card (see below.) Please ensure the document is
not expired, in its original form and signed

Suasamish Tebe OMaial lgentiScation Casd « Auhorzed By Suguamsh Teba Counet
Confederated Tribes and Bands of the
Yakama Nation

Yakama Jayne Doe

it is hereby certified that the Individual whose photogroph appear
12 on the reverse hereof is an enrolled member of the Suquamish
a Biood Tribe, a federally recognized tribal goverment that has authorized
the Issuance of this card

121 One Drive 0311712022 '
Somewhere WA 10000 Issued ‘m
Gender: F HT: 411" =a
Hair: BRN Eyes: HZL . 15833 Sandy Hook Road
S8 L 03/11/2008 st Poulsbo, WA 98370
Qresertree: Lulss 0301712027 “Bh AL DATE OF Leonard Forsman TEL (350 5993311

Membar's Signature Expires Tribal Official ISSUE Tribal Chairman FAX: (380} 5985205




LIST C DOCUMENTS

Social Security Card

You will need to submit scans of the frontside and the backside of the card. Ensure the document is signed, in its original
form, and does not say “VALID FOR WORK ONLY WITH DHS [or] INS AUTHORIZATION.” DHS Social Security Cards are
issued to international employees and do not establish citizenship.
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U.S. Birth Certificate

You will need to submit scans of the frontside of the certificate (see below.) Please ensure the document is in its original
form.
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INTERNATIONAL DOCUMENTS

International employees will need the combination of two-three documents depending on student status:

1. Foreign Passport
a. You will need to submit a scan of the page with your photo, information and signature (if applicable)
Please ensure your Passport is not expired and in its original form. If there is another page with a

barcode, you will need to submit a scan of the that page of your Passport including the barcode.
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2. 1-94 Document
a. An |-94 is the arrival/departure record issued by the Department of Homeland Security. You will need to
submit a scan of the frontside of the document.

& For John Smith

U.S. Customs and Border Protection

Securing America‘’s Borders

Most Recent 1-94

Admission [1.84) Record Number © 12345673340
Most Recent Date of Entry: 2020 January 15
Class of Admission : H-1B

Admit Until Date ; 091472023

Details proveded on the 184 Information ferm

SAMPLE 1-94 Record

LastSurname SMITH

Furst |Given) Name @ JOHN ADAM
Birth Date : 1972 June 15
Passport Number : 01234567

Country of Issuance :  Brazil

| Get Travel Hswry

3. 1-20 Document or DS-2019 Document (if a student and employee)
a. The l-20 Document and the DS-2019 Document are academic visas. If you are taking classes in addition
to working for the university, you will need to submit scans of this document. If you are submitting an I-
20, scan both the first page and second page. If you are submitting a DS-2019, scan the first page.
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U.S. Department of State

CERTIFICATE OF ELIGIBILITY FOR EXCHANGE VISITOR STATUS (J-NONIMMIGRANT)

OMB APPROVAL NO.1405-0119
EXPIRES: 07-31-2014

ESTIMATED BURDEN TIME: 45 min
*See Page 2

Primary Site of Activity: Exempt from Pre-placement

1. Surname/Primary Name: Given Name: Gender:
Sample John MALE NO000147766
Date of Birth fmm-dd-yyyy) : City of Birth: Country of Birth: Citizenship Country Code: Citizenship Country:
12-09-1980 town IRELAND EI IRELAND J 1
Legal Permanent Residence Country Code: Legal Permanent Residence Country: Position Code: Position: L}
EI IRELAND 215 UNIVERSITY UNDERGRADUATE STUDENTS —
e————

2. Program Sponsor: Acme Trainee

Program Number: P-4-16511

Participating Program Official Description:
TRAINEE

4——@—‘1 :

Purpose of this form: Begin new program;

ied by b

(1) of immediate family members.

3. Form Covers Period: 4. Exchange Visitor Category:

TRAINEE
From (mm-dd-yyyy): 06-02-2015

ji Code Remarks:
None

ject/Field Code:
To (mm-dd-yyyy): 05-15-2016 04.0902

5. During the period covered by this form, the total estimated financial support (in U.S. $) is to be provided to the exchange visitor by:

Current Program Sponsor funds : $5,000.00
Personal funds : $3,000.00

Total : $§8,000.00

DS-2019:

Once you have submitted your documents and completed Section 1 of your I-9 Form through HireRight, you will just
need to complete the document verification portion of Section 2. To complete this, please bring your submitted
identification document(s) on your first day of work. You will give your document(s) to your supervisor who will look

them over for validity and confirm your identity.

If you are a remote employee, please let your supervisor know that you will need to complete the I-9 process remotely

and they will send you further instructions. If you have worked for DU before and believe you have already completed an

I-9 Verification, please reach out to the Employment Services team at employmentservices@du.edu to confirm the

status of your verification.

Thank you and welcome to DU!
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