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Getting Ready to Complete Form I-9



When do you need an I-9 

 Brand New Employees

 People that have an employee record, but their only positions have been 
unpaid (courtesy, campus associate positions, etc.)







PWIVERI (1)



PWIVERI (2 – I-9 expiration date)

 International documents

 Social security receipts



Important Rules

 You must see the original documents being used for the I-9, not copies of the 
documents

 You are signing under penalty of perjury that you have seen the originals

 No expired documents

 You cannot tell them which documents they have to use

 Signatures are required

 The I-9 should be completed within three days of the job start date

 Can be completed as soon as employee is available

 Employees should not be working unless a valid I-9 is on file

 If an employee works without a valid I-9, and no I-9 can be collected, then we will set 
them as non-compliant, terminate their employee status, and pay for all hours worked

 Always use the most recent version of the I-9 available; old versions are invalid 
and will not be accepted



General Tips for Completing Form I-9

When completing Form I-9, you should ensure that:

 The information on the form is clear and can be read.

 The date entered in Section 2 as the date the employee beganௗemployment matches the date 
in payroll records.

 Highlighting marks, hole punches and staples do not interfere with an authorized official’s 
ability to read the information on the form.

 Copies of the documentation retained with Form I-9 are clear and legible, if copies of 
documentation are made.

 Abbreviations used are widely understood. Do not use an abbreviation that is not widely 
known.

 All applicable sections of the form are completed.

 The current version of the Form I-9 is used.

 The English version of the form is completed, unless the form is being completed in Puerto 
Rico. 

 The Spanish version is approved for use only in Puerto Rico.

 Employees are treated in a non-discriminatory manner.



Penalties for Prohibited Practices
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/110-
unlawful-discrimination-and-penalties-for-prohibited-practices/118-penalties-for-prohibited-
practices

Failing to Comply With Form I-9 Requirements

 If you fail to properly complete, retain, and/or make Forms I-9 available for 
inspection as required by law, you may face civil money penalties for each 
violation. In determining the amount of the penalty, DHS considers:

 The size of your business;

 Your good faith;

 The seriousness of the violation;

 Whether the individual was an unauthorized alien; and

 The history of your previous violations, if any.



Penalties for Prohibited Practices, cont’d
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274/110-
unlawful-discrimination-and-penalties-for-prohibited-practices/118-penalties-for-prohibited-
practices

Engaging in Fraud or False Statements, or Otherwise Misusing Visas, 
Immigration Permits, and Identity Document

 You may be fined and/or imprisoned for up to five years if you:

 Make a false statement or attestation to satisfy the employment eligibility 
verification requirements; 

 Use fraudulent identification or employment authorization documents; or

 Use documents that were lawfully issued to another person.

 Other federal criminal statutes may provide higher penalties in certain fraud 
cases.



Completing Form I-9
Which documents to use to satisfy Form I-9





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





Filling Out the Two Sections
Employee and Employer Parts



Section 1 - Employee



Section 1 - Employer



Section 1 – Employer – continued



Section 2 - Employee



Section 2 – Employer



Section 2 – Employer – cont’d



Section 2 – Employer, cont’d



Social Security Cards
 U.S. Social Security card that is unrestricted. The card must not be laminated. Restricted Social 

Security cards are not acceptable as List C documents. Employers cannot accept cards bearing any 
of these notations:

 NOT VALID FOR EMPLOYMENT

 VALID FOR WORK ONLY WITH INS AUTHORIZATION

 VALID FOR WORK ONLY WITH DHS AUTHORIZATION

 For new international employees

 If they do not yet have an SSN, they must submit the receipt they received from the Social 
Security Administration when they applied for their SSC

 https://www.ssa.gov/number-card/request-number-first-time



I-9s for International Employees
F-1, J-1, and H1-B visas.



Foreign Passport vs. Visa – know the difference

 Passport – I-9 document  Visa – not an I-9 document



F-1 Nonimmigrant Status 



F-1 Nonimmigrant Status – cont’d





Electronic vs. Paper I-94

https://i94.cbp.dhs.gov/I94/#/recent
-search



Example with passport and I-94



Example with List B and C



F-1 Nonimmigrant Status - continued



J-1 Visa Holders: Exchange Visitors



J-1 Visa Holders: Exchange Visitors – cont’d







J-1 
Letter 

Example



Example with passport, I-94, DS-2019, and J-1 Letter (needed when 
the UO is not the sponsor)



H-1B –
Specialty 
Occupations

 This visa type is not for students

 The form for the I-9 is called the I-797A

 https://www.uscis.gov/save/about-save/i-94-quick-reference-
guide-for-local-state-and-federal-agencies

 https://www.uscis.gov/forms/filing-guidance/form-i-797-types-
and-functions

 https://www.uscis.gov/save/current-user-agencies/commonly-
used-immigration-documents

 https://isss.uoregon.edu/faculty-scholars/h-1b



H-1B –
Specialty 
Occupations 
–cont’d





Employment Authorization Documents

 This is a List A document

 Permanent Resident Card

 Treated the same as a US citizen for payroll paperwork

 Employment Authorization Card

 OPT, CPT, DACA, Asylum

 May require additional documents such as a UO-NRA





Example with EAD



Receipts and Corrections



Acceptable Receipts
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-
274/40-completing-section-2-employer-review-and-verification/44-acceptable-
receipts

 You must accept a receipt in place of List A, B, or C documentation if the 
employee presents one, unless employment will last less than three business days. 

 New employees who choose to present a receipt must do so within three business 
days after their first day of employment, or for reverification or existing 
employees, by the date that their employment authorization expires.

 To enter a receipt onto Form I-9: 

 Enter the word “Receipt” followed by the title of the document in Section 2 under the 
list that relates to the receipt.

 When your employee presents the original replacement document: 

 Cross out the word “Receipt” 

 Enter the information from the new documentation into the Additional Information field 
in Section 2 

 Initial and date the change.



Corrections: 
https://www.uscis.gov/i-9-central/completing-form-i-9/self-
audits-and-correcting-mistakes

In Section 1, common mistakes made by employees include:

 Employee does not enter name, other last names used (such as maiden name), address or 
date of birth

 Employee does not enter A-number/USCIS Number after selecting “A Lawful Permanent 
Resident.”

 Employee does not enter A-Number/USCIS Number or Form I-94 admission number after 
selecting “An alien authorized to work until.”

 Employee does not sign or date the attestation.

 Employee does not complete Section 1 by the first day of employment (“date of hire,” 
meaning the commencement of employment for wages or other remuneration).

 Employee does not check one of the boxes indicating that he or she is a citizen or noncitizen 
national of the U.S., a lawful permanent resident, or an alien authorized to work until a 
specified date—or checks multiple boxes attesting to more than one of the above.



Corrections cont’d: 
https://www.uscis.gov/i-9-central/completing-form-i-9/self-
audits-and-correcting-mistakes

In Section 2, common mistakes made by employers include:

 Employer does not enter acceptable List A document or acceptable List B and List 
C documents on the form.

 Employer does not enter the document title, issuing authority, number(s) or 
expiration date for the documentation presented.

 Employer does not enter its business title, name or address.

 Employer does not enter the date employment began (date of hire).

 Employer or employer’s authorized representative does not sign, date or enter his 
or her title, last name, or first name in the certification.

 Employer does not complete Section 2 by the third business day after the date the 
employee began employment, or, if the employee is hired for 3 business days or 
less, at the time the employee started employment.



How to Make Corrections
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-
employers-m-274/90-correcting-errors-or-missing-information-on-form-i-9

Employers must ensure that all parts of the Form I-9 are properly competed and may be subject 
to penalties under federal law if the form is not completed correctly.

 If you discover an error or missing information in Section 1 of an employee’s Form I-9, you 
should ask the employee to correct the error or add the missing information. Only employees, 
or their preparer and/or translator, may correct errors or omissions made in Section 1.

 Have the employee:

 Draw a line through the incorrect information;

 Enter the correct or missing information; and

 Initial and date the correction.

 You should attach a written explanation of why information was missing or needed correcting. 

 If the employee’s employment has ended, a signed and dated statement identifying the error 
or omission attach to the existing form and explain why corrections could not be made, for 
example, the employee no longer works for you.



Remote Work, Remote I-9 
Collection, and E-Verify



Employees Working Outside of Oregon

 If you have an employee that will be working in a non-Oregon location, your 
unit will need to contact the appropriate offices.

 This is a link to our page with information and instructions:

 https://ba.uoregon.edu/payroll/employee-working-outside-oregon

 Here is a link to the web form that must be completed for any employees 
working outside of Oregon, to ensure all deductions etc. are set up correctly.

 https://app.smartsheet.com/b/form/18cd12f41eea447aad9cbad61b05669f

 If you have questions, please contact Payroll Tax Accountant Crissy Jo Nesbitt.

 cnesbitt@uoregon.edu

 541.346.9135



Remote I-9 Completion
When the I-9 is not being completed within the department

 https://ba.uoregon.edu/payroll/remote-hires

 If an employee will not be in Eugene in time to complete the I-9 within 3 days of start, or is 
working remotely, you can have an outside party complete the form I-9 with the employee, 
and the employee will send the completed form to you

 Contact hrinfo@uoregon.edu for assistance finding an authorized representative

 The department gives information to the employee on finding someone to complete the I-9 
on behalf of the UO – i.e., the representative

 In this correspondence, the department should also instruct the employee on how to return the 
completed form to the department

 There are links on the Remote Hires Page with instructions for the employee and the 
representative

 After that, there are instructions for the department to submit the hire documents to central 
Payroll



E-Verify for remote employees

 Some states require that E-Verify be completed for employees working 
there, which will be required in addition to the I-9
 https://www.e-verify.gov/participating-employer-view

 If you are using a representative to collect the I-9 on behalf of the UO 
and they are physically working in a state that requires E-Verify, you have 
two options:
 The authorized representative includes the E-Verify certificate for that employee 

along with the completed I-9 when it is being submitted to you

OR
 You get the completed I-9 and then contact our office for instructions on the 

required E-Verify portion. 

 If you choose option 2, please contact Crissy Jo Nesbitt, and she will let you know how to 
proceed.

 REMINDER: E-Verify is in addition to, not instead of form I-9.



E-Verify for remote employees, cont’d

 https://www.e-verify.gov/participating-employer-view



Submitting 
the I-9 to 
Payroll

Please be sure that the I-9 is filled out completely and signed by 
both parties

Include copies of the documents being used to fulfill the I-9

Submit by the document deadline 
to ensure the position will be in 
Banner in time for Time Entry

https://ba.uoregon.edu/payroll/hr
is-deadlines

Submission methods/instructions https://ba.uoregon.edu/payroll/pa
yroll-document-submission



Submitting the I-9 to Payroll, cont’d

 Link to the Payroll OneDrive Dropbox:

 https://uoregon-
my.sharepoint.com/:f:/g/personal/payroll_uoregon_edu/EvZ2o9thFaZNt9GaQZq2XogBU8_JFVcjNW8
CgTotuGtD4A

 When sending in any documents to the Payroll OneDrive, please name the file as follows:

 “Employee Name – Employee Type”

 E.g., “Doerksen, Austin – OA”

 This facilitates sorting so the docs go to the correct working folder, and expedites processing times

 Bundled packets and individual forms are available on our Forms page

 https://ba.uoregon.edu/payroll/payroll-administration/reports-and-forms



Useful Websites

 https://www.uscis.gov/i-9-central/completing-form-i-9

 https://www.uscis.gov/sites/default/files/document/forms/i-9instr.pdf

 https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-
274

 Section 13 includes pictures of all acceptable documents

 https://www.uscis.gov/i-9-central

 https://www.uscis.gov/i-9-central/form-i-9-resources/questions-and-answers

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

 https://ba.uoregon.edu/payroll/payroll-administration/reports-and-forms

 https://ba.uoregon.edu/payroll/employee-working-outside-oregon

 https://ba.uoregon.edu/payroll/payroll-information-for-employees/international-
employee-information

 https://ba.uoregon.edu/payroll/payroll%E2%80%90document%E2%80%90submission



Questions?

Email us at 
payroll@uoregon.edu

Call the Payroll main line: 
541.346.3151

Visit our office 

https://map.uoregon.edu/?z=18&buildin
gid=705&pc=green&title=Thompson%27s

%20University%20Center


