
Welcome to DU! We are so happy to have you join our community. Please review the following information regarding I-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 I-9 below. 
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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 A DOCUMENTS 

 

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.) 

 

 

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. 



 

 

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 

 

 

 

Employment Authorization Card (I-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 

 

 

 

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 

  

 

 

 

 

 

 



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.     

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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. 

 

 

 

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. 

 



2. I-94 Document 

a. An I-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. 

 
3. I-20 Document or DS-2019 Document (if a student and employee) 

a. The I-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.  

 

 

I-20: Page 1     Page 2  

 

 



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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