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Objectives

Upon completion of this training, the participant will:

Be able to complete, update, and verify information on a Form I-9
Be able to locate the new Form I-9
Be aware of penalties associated with non-compliance

Understand Drury’s policy regarding the completion of the Form I-9
and the use of E-VERIFY

Be certified as an official university representative and authorized to
complete Sections 2 and 3 on behalf of Drury University once the
Participant Acknowledgement form is received by the Human
Resources Department.

Please note that completion of this training in no way substitutes a
thorough review of Form I-9 instructions and the Handbook For
Employers (M-274) provided by the Department of Homeland Security at :

http://www.uscis.gov/sites/default/files/files/form/m-274.pdf
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http://www.uscis.gov/sites/default/files/files/form/m-274.pdf

The Immigration Reform and Control Act of 1986
(IRCA)

The Immigration Reform and Control Act of 1986 became law on November 6,
1986.

To comply with the law, employers must verify the identity and employment
authorization of each person they hire, complete and retain a Form 1-9,
Employment Eligibility Verification (PDF), for each employee, and refrain from
discriminating against individuals on the basis of national origin or citizenship. At
the same time that it created employer sanctions, Congress also prohibited
employment discrimination based on citizenship, immigration status, and national
origin. This part of the law is referred to as the anti-discrimination provisions. See
Section 11.0 Unlawful Discrimination and Penalties for Prohibited Practices for
more information on unlawful discrimination.

(Source US DHS, USCIS: https.//www.uscis.gov/i-9-central/l 0-why-employers-must-
verify-employment-authorization-and-identity-new-employees accessed 11-1-18)
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https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
https://www.uscis.gov/node/59582/
https://www.uscis.gov/i-9-central/10-why-employers-must-verify-employment-authorization-and-identity-new-employees

The Immigration Reform and Control Act of 1986
(IRCA)

The law requires Drury as an employer to:

1.

2.

Ensure that employees fill out Section 1 of the Form I-9 when they
start to work;

Review document(s) establishing each employee’s 1dentity and
eligibility to work;

Properly complete Section 2 of the Form I-9;

Retain the Form 1-9 for 3 years after the date the person begins
work or 1 year after the person’s employment is terminated,
whichever is later; and

Upon request, provide Forms I-9 to authorized officers of the
Department of Homeland Security (DHS), or the Office of Special
Counsel for Immigration Related Unfair Employment Practices
(OSC) for inspection.

DRURY @@ UNIVERSITY



Who must complete a Form 1-9?

ALL employees must complete Section 2 Form I-9 within 3
days of beginning work. This includes:

Regular staff employees
Regular faculty members
Adjunct faculty members
Temporary staff employees
Student employees
Graduate Assistants
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Who Should Complete the Form [-9?

Only designated university representatives should
complete Section 2 on behalf of Drury University. To
become a designated university representative, a Drury
employee must complete this on-line training and
submit the Participation Acknowledgement %orm to the
Human Resources department.

A special exception is made for remote adjunct faculty: Section
2 of the Form I-9 may be completed by a Notary Public and
submitted by mail from the adjunct faculty member. However,
the notary MUST sign and complete Section 2 on the Form I-9
and view the original documents just any other university
representative. Remote Hires are addressed later in this
presentation.
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When a Form I-9 Must Be Completed-
Timing 1s Everything!

* Section 1 of the Form I-9 must be completed at the time of hire-
when the employee begins working. Section 2 must be fully
completed within 3 business days of the hire.

The employee must present an ORIGINAL and unexpired
document to establish both his/her 1dentity and employment
eligibility. Some documents establish both i1dentity and
employment eligibility. These are found in List A on the back of
the Form I-9. Other documents establish only an employee’s
identity (List B) and others only an employee’s employment
eligibility (List C). Any ONE document from List A will satisfy
both requirements. However, if the employee does not produce
one of the documents from List A, he or she must produce two
documents: one from List B and one from List C.
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Requesting Documentation for Form 1-9

 Please note that we may not specify which documents an employee
must produce. Itis important that employees are referred to the
Form I-9 list of acceptable documents.

We may not accept additional documentation. (For example, if an
employee presents a social security card and a U.S. passport- we
will review only the U.S. passport because this meets the
requirement.) Collecting additional documentation from some
employees and not others could be viewed as a discriminatory
practice and should be avoided.
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New Form 1-9 (Rev. 7/17/17)

The Form I-9 was updated 1n July, 2017

All documents must be ORIGINAL and
UNEXPIRED.

This includes U.S. Passports and List B documents with
an expiration date. The new form is available at:

Form I-9 Rev 10/21/2019
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https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf

Form I-9
Section 1

i, DE]] tmen Homeland Eit'llﬂ.t]' Form I-7
a i I:I' .t of h - ; OME Mo. 16150047
O ‘ S e U.S. Citizenship and Immizration Services Expires (2312019

¥ START HERE: Read Instructions carefully bafore compieting this form. The instructione must be avallable, elther In paper or elactronically,

L]
[ ] Sectlon 1 must be during completion of thia form. Employers are [kabla for ermods In the compdetion of this form.
ANTI-DISCRIMINATION NOTICE: It is dlegal to discriminate against work-authorized mdiiduals. Employers CANNOT specify which
documentis) an employee may pr 1o establish employment authorization and identity. The refusal to hire or continue to employ
1 t d d an individual because the documentation presented has a future expiration date may also constitute Segal discrimination.
C Omp e e an Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no lafer
than the first day of employment, buf not before accepting a job offer)

signed and dated B
by the employee Aioress (Seet Mumber ang Name] APL Numoer 51| City or Town Stz 0 |20 Cose

The university i il i i

representatlve must e eyt e ot o ehck e e b

[] 1- A citizen of the United States (2!

this Secti C:

review Lis Seclion s et e e e e

to ensure that the 3 e ivorme o vl i s . g .

Akens aufhorized to work must provide cnly one of the foliowing document numbers fo complete Fonm -0

An Allen Registation NumberUSCIS Number OR Form Hi4 Admissian Number OR Foreign Fasspant Nomber.
employee has I_NI;RBQLBD'EHMNUMEMJSCISNHNHE 4] r

OR

completed each R -

3. Forelgn Passport Number’ ™'

field correctly and o
Comp letely \ Pfepnreran;:i;mmlatanertiﬁcaﬁnn {check one): 7 —

[ 1 didi nast ez & preparer or [[] A preparer(s) andsar translatar{s) asslstad the empiayee In completing Section 1.

(Fields below musf be complefed and signed when preparers andior transiators assisf an employes in completing Section 1.)

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

T

~ DRURY@UN [VERSITY

Date of Birth fmmagyyyy) (2 | U.S. Soctal Securtty Mumiber 2/ | Employes's E-mall Address (1! Empiyes's Telephone Number (2




Form I-9 Section 2

Department of Homeland Security SO

5. Citizenship and Immigration Services Dmm N“ nﬁ;gm?

Section 2. Employer or Authorized Representative Review and Verification

[Empoyers or their SUthoViZed repfesentaive MUSt compiale and Sign Sechion 2 WIthin 3 DUSINESS 0ays af the empioyee’s st gay of employment. You
must physicaily examine ane document from ListA OF a combinatian of ane document from List B and one document from List C 55 dsted on the Lisis
of Accepiable Documants ")

|Employes info from Saction 17/

Last Name Famh'hame,l ] First Name (Given Mame] (71 |I.|I.I_ .'] Cltizenship/immigration Stahue

List A ListB AND
Identity and Employment Aufhorization Wdantity

Document Titie (1) Document Tile T Dacument THe 1)

Issuing Autharity 2/ Issulng Aushonty o I=zulng Autnority )

Document Number T Document Number z) Document Kumber z)

Expiration Dale (¥ any)[mmasyyyy) 2 Expiratian D (¥ anyNmmvasyyyyr e Expiraion Cata (If anyl{mmesyyyy)

Document Title (21

OF Code - Seclone 263

lssuing Autharity z) Do st WWhise In This. Ssmce

Additional Information (2

Documeant Mumber «

Expiration Date ¥ any)(mmayyyy) 2

Documeant Tiie T

Issuing Auiharily 71

Documant Number 7

Explration Dale (¥ any)mmasyyyy) s

Certification: | attest, under penalty of perjury, that (1) | have ined the d t{s) presented by the above-named

employee,
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee’s first day of employment {mmfddfyyyyl o ee insiructions for exemptions)

Signature of Employer or Autharized Represeniative ()

Today's Date (mmidegyyl © | Tilie MW

Last Name of Empiayer or Autharized Reprezentatve’ ” | First Name of Employer or Authorized Representatve (7| Employer's Business or Organlzation Name (2

Employers Business or Organization AJoness (Sireet Number and Name) /| Clty or Town 2 State (1) | zIP coge (0

Click to Finish

Refer to the List of Acceptable
Documents when completing Section
2. Record the title of the document,

- the 1ssuing authority, document

ber and expiration date (if any)
of the

immigration status the.employee
checked in Section I here:

The date that the employee started
work should also be completed on

every form. This section should be

signed and dated by a representative

of the University that has completed

this online training.
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Form I-9 Section 2

When you sign Section 2 you are
certifying UNDER PENALTY
OF PURJURY that you have
viewed the ORINGIAL
documents, that the document(s)
appear to be genuine, relate to the
| employee named on the Form I-9
B T T R s, and that, to the best of your
e o sty e ) ___ S esns g knowledge, the named employee
————— == ——="1  iscligible to workin the United
e e s P B D =S oD States. No field in Section 2
: should be left blank. You should
include your title, the date and
Drury University’s name and
Springfield address (900 N.

Benton).
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List of Acceptable Documents for Section 2

LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED Note that documents from List A satisfy
Employees may present ane selection from List A both identity and employment eligibility

or a combination of cne selection from List B and one selection from List C.
requirements.

LIST A LISTB LISTC

Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization

Employment Autherization  OR s ngever, if tgn errgqloyge doea not present
— : : ; a document from L.ist one document
. U.5. Passport or U.5. Passport Card . Driver's license or |0 card isswed by a 1. A Social Security Account Mumber . .
oot Resvient G o Al Siate or outying possession of e card, unless the s cucks one f from EACH List B and List C must be

" y - United States prowided it contains a the following restrictions:

Registration Receipt Card (Form 1551 A .

g ( ) photegraph or information such as {1} NOT VALID FOR EMPLOYMENT presented.
) - name, date of birth, gender, haight. eye
. Foreign passport that contains a color, and address {2} VALID FOR WORK OMNLY WITH

temporary 1551 stamp or temporary INS AUTHORIZATION

1-551 printed notation on a machine- . |D card issued by federal, state or local

A . y - {2} VALID FOR WORK OMLY WITH
resdable immigrant visa gx:e';':"* agencies ;:1;:"95- - DHE AUTHORIZATION NOTE: All documents must be
conta raﬂl .

Employment Authorization Document information such as name, date of birth, | 2. Cerfification of report of birth issued unexplred.
that contains a photegraph (Form gender, height, eye color, and address by the Depariment of State (Forms
I-Taa) D5-1350, F5-545, FS-240)
School ID card with a photograph

5 :To:‘;:fmigmnﬁtc&mmd T a————— Orig_ina] ur_caen'ri:le:ycu?hu{febim D . 1. . t h t th f t
o ok for 3 specic employ = registaton e e e rury’s policy is to photocopy the fron
because of his er her status: — county, icipal authority,

2. Foreign passport and LS Mitary card or draft record feiory of e Unied Sites and back of the documents presented and
b. Form .04 or Forn 044 thathas e deped Do attach them to the Form I-9. All Form I-9s

the following: 115, Coast Guard Merchant Mariner Mative American tribal document

(1 The same name s the passpory | _ Card US.Gitzen 1D Card Fom 197 are retained at the Springfield campus in
(2) A endorsement ofthe alen' Native American irbal document \dentication ardfor Use of the Human Resources Department.
nonimmigrant status as long as 9. Driver's license issued by a Canadian Resident Citizen in the United
that period of endorsement has government autharity States (Form 1-178)
not yet expired and the

proposed smploymentisnotn | | For persons under age 18 who are | Tt mentseued by he The DHS has examples of all documents

unable to present a document . 3 .
imiations Gentied on the form. isted above: Deparment of Hameland Securty on this list. They can be viewed at:

. Passport from the Federated States of
Micronesia (FSM) or ihe Republic of 0. Scheol recard or report card
the Marshall Islands (RMI} with Form 44. Chinic, dector, or hospital record

nonimnigrant sdmisaion under e | |12 Day-care or nursery school record 1-9 Acceptable Document Examples
Compact of Free Association Between
the United States and the FSM or RMI

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.
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https://www.uscis.gov/i-9-central/130-acceptable-documents-verifying-employment-authorization-and-identity

Form I-9 Section 3:
Updating and Existing Form I-9 and Re-verification

Updating an Existing Form I-9

This section may be used when a former
employee is rehired, provided that the
original Form I-9 was completed less than 3
years prior to the re-hire date AND is the
employee is still eligible to be employed on
the same basis as previously indicated. The
re-hire date should be indicated and the
university representative will sign and date
this section. The employee will need to
complete field A if his or her name has
changed. The employee is responsible for
contacting Human Resources to determine
whether the original Form [-9 may be used.

Employment Eligibility Verification
Depariment of Homeland Secarity
5. Cittizenship and Immusration Services

Re-verification of Form I-9

If an employees work authorization is
nearing expiration while he or she is an
employee, he or she must re-verit
employment eligibility by producing an
original document that indicates that the
employee is eligible to work in the United
States. This will be a document from
EITHER List A OR List C. That document
number and expiration date (if any) must be
recorded. Identity does not need to be re-
established. The university representative
will sign and date the form.

USCIS
Form I-9
OMEB Mo. 16130047
Expiras 0EFLA0IS

from Secti 1:

IE . . |LaEtNarrhe-.rFa.rm'_f'Hame;l ]

|F||'Et Mame [GEhen Mamea) [T Micidie Inial -"Tl

A

Section 3. Reverification and Rehires (To be

d and si

-

d by

ar ive.)

A_New Name (I appicabie] | ©

B. Dai= of Renie (Ir appicatis)

Last Name (Family Name) 1) FIrst Name (Glven Name) (1)

|I|'|k1ulelnmal HCE

of employment authorizaZion has expired, p

the

'C. If the employee’s previous grant
o anrtt

1IN the EpEcE provise below.

1 Tor the or recaipt that eszablishes

Docisment ThHe (2

Documient Mumibear 71

Expirasion Diate (i any) (mmosyyyyl (T

the employes presented de ity ], the o I have

I attest, under penalty of perjury. that to the best of my knowledge, this employee is authorized to work in the United States, and if
el "

o

to be ine and to relate to the individual.

i

Signature of Employer or Autharized Represantative | Today's Date (mmsdyyyy) =) | Mame of Employer or Authorzed Representative =) |
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E-VERIFY

« Effective January 1%, 2009 Drury is mandated by state
law to use the federal work authorization program called
E-verify in addition to completion of the Form I-9.

e Like the form I-9, the E-verify process must be
completed within three days of hire.

* Because of this requirement, all satellite campuses and
remote hires will be required to fax a copy of the Form
I-9 to the Human Resources department at 417-873-
6987 so that E-verify can be processed immediately.
NOTE: This does not replace the need for the
original form and copies of documents to be mailed
to HR for our records.
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Penalties for Non-compliance:
A Balancing Act

Ensuring the identity and eligibility of employees to
work must be balanced with concern for equity and
uniform practices.

It 1s unlawful to treat individuals differently by
requiring additional or specific documents on the
basis of national origin or citizenship status.
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Penalties for Non-compliance:
Unlawful Employment and Unlawful Discrimination

Federal Penalties for hiring or continuing to employ unauthorized aliens:

* Monetary penalties for knowingly hire and continuing to employ
violations range from $375 to $16,000 per violation, with repeat
offenders receiving penalties, at the higher end.

Violations can include technical errors subjected to potential fines when
completing the Form I-9. Please be sure to you have completed Section
2 correctly and that the employee has completed all fields in Section 1
(particularly the citizenship status).

« A full list of potential fines for violations can be found below:
https://www.ice.gov/factsheets/19-inspection
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https://www.ice.gov/factsheets/i9-inspection

Penalties for Non-compliance:
Failing to Comply with Form I-9 Requirements

The most common errors on the Form I-9 include:

Form was completed after the third day of employment
No employment date indicated

No signature from a university representative in Section 2
Citizenship status not checked by employee in Section 1

Employee writing in his or her date of birth in the signature date line
rather than the date he or she signed the form

Preparer and/or Translator Certification box not checked by employee
in Section 1.
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**All Forms I-9 will be reviewed 1n Human
Resources. Incomplete or incorrect forms
will be returned to the university
representative to complete or correct.

Please review Section 1 to ensure 1t has been
fully and correctly completed by the employee.
Make sure that you have completed all
required information on Section 2- including
the start date.
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Remote Hires

When an employee is teaching an online course, does not
live 1n the area, and 1s unable to bring 1n original
documentation 1n for a certified university official to
view, he or she may bring the Form I-9 to a Notary
Public for completion. The notary then becomes the
acting university official, acting on behalf of Drury
University to certify that the documentation appears to
be legitimate. The form should be faxed to the HR

office at 417-873-6987 and the original should be
mailed.
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Remote Hire

« THE NOTARY WILL NEED TO COMPLETE
SECTION II OF THE FORM I-9.

« ADRURY UNIVERSITY EMPLOYEE WILL NEED
TO COMPLETE THE REMOTE HIRE NOTARY
INSTRUCTION FORM (BELOW) AND PROVIDE
THE REMOTE HIRE NOTARY FORM
INSTRUCTION SHEET TO THE EMPLOYEE.

Remote Hire Notary Form Instruction Sheet

DRURY @ UNIVERSITY


http://www.drury.edu/hr/pdf/Remotehire.pdf

Remote Hire Form Content:
To be presented to Notary Public Page 1

REMOTE HIRE NOTARY NOTICE FORM INSTRUCTION SHEET
Instructions for the Form I-9

We are asking you to act as our representative to examine the identification papers for a new Drury University employee.
Because the U. S. Citizenship and Immigration Services (USCIS) requires us to verify the right of our employees to work in the
United States, we are asking you to serve as our representative in this matter by examining the individual’s paperwork for us and
completing certain sections of the attached USCIS Form I-9.

Please find the attached Form 1-9, the Remote Hire Notary Notice Form. Verify that the employee has completed Section 1 of the
Form I-9 prior to completing Section 2. The employee must present appropriate documentation of their identity and eligibility to
work in the U.S. as given on the “List of Acceptable Documents” on the second page of the Form I-9.

The employee may present either,
Any one document from List A or
Two documents, one from List B (identity) and one from List C (eligibility).

The section that we need you as our representative to complete is “Section 2. Employer Review Verification.” There are
spaces indicating which document, or documents were presented to you and their associated information. This includes, the
document title, issuing authority, document number and expiration date (if any). Please note: view only original documents;
faxes, photocopies, and laminated Social Security cards are unacceptable documents.

We also need you to complete the Certification section of the Form 1-9. The employment start date has been provided to you on
the Remote Hire Notary Notice Form. Please complete the Certification section as follows:

Enter the employee’s date of hire (see Remote Hire Notary Notice Form).

Sign, print your name and date in the designated fields.

If a notary, place the notary seal on the Remote Hire Notary Notice Form or attach a Notary Certificate to the documents.
Attach a photocopy of the front and back of the documents the employee has presented to you.

If you have questions or concerns regarding the completion of the attached documents, please contact the Drury University
representative listed on the Remote Hire Notary Notice Form.
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Remote Hire Form Content:
To be presented to Notary Public Page 2

REMOTE HIRE NOTARY NOTICE FORM
EMPLOYEE INFORMATION:

NAME: LAST FIRST M.L

DRURY UNIVERSITY- THIS SECTION IS TO BE COMPLETED BY THE HIRING DEPARTMENT ONLY

DEPARTMENT CONTACT
LAST, FIRST NAME

TITLE

PHONE (

EMPLOYEE’S DATE OF HIRE (THIS DATE MUST BE ENTERED INTO THE CERTIFICATION
SECTION OF THE FORM I-9 BY THE AGENT ACTING ON BEHALF OF DRURY UNIVERSITY, SO IT MUST BE
COMPLETED WHEN THE EMPLOYEE PRESENTS IT TO THE NOTARY).

DEPARTMENT CONTACT SIGNATURE DATE

THIS FORM MUST BE COMPLETED AND GIVEN TO THE AUTHORIZED AGENT BEFORE THE FORM I-9 IS
COMPLETED. THIS WILL ENSURE THAT THE DATE LISTED HAS BEEN VERIFIED BY THE HIRING
DEPARTMENT. DEPARTMENTS PLEASE ATTACH THE COMPLETED FORM WITH ORIGINAL SIGNATURE AND
DATE TO THE HUMAN RESOURCES DEPARTMENT.
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Example: Remote Hire Notice Form

DRURY

DRURY UNIVERSITY REMOTE HIRE NOTARY NOTICE FORM

EMPLOYEE INFORMATION:

MNAME: LAST_Doe . FIRST___John M.I.__E

DRURY UNIVERSITY- THIS SECTION IS TO BE COMPLETED BY THE HIRING DEPARTMENT ONLY
HIRING DEPARTMENT CONTACT (Notary may contact this individual if he/she has any questions)

LAST, FIRST NAME___Ponder, Crystal

TITLE Employment Specialist

PHONE (__417 J873-7879

EMPLOYEE'S DATE OF HIRE 1043113 (THIS DATE MUST BE ENTERED INTO THE CERTIFICATION
ION OF THE EORM 1-9 B\fﬁ AGENT ACTING ON BEHALF OF DRURY UNIVERSITY).

0, usia / bndlon (0]23] 12

Drury Department Contact Signature Date

THIS SECTION IS TO BE COMPLETED BY NOTARY PUBLIC (OR AGENT)
State of \_( OO
Coumy tandaor City) of T _;f/"\ | 1 i\ .' "F\-f

L aNg ‘f \' \ﬂ \.a LN (name of notary), a Notary Public in and for
said state, do certify that on "F\ a2 (date} | carefully ex;mmed and photocopied the
attached facsimile of WTM'(‘U" e _ons,e onel hirdh pectiHECa __ (documents)
Snd the facsimile Thow hold In My possession. The document(sy presenaed by the above named employee
appear to be genuine and to relate to the employee named.

Stamp or Seal: ll .
Pl A O $ .
r ' > ) e (4 St

)L( VY "jf 7
/

-
1| W v Notary Public

G

DRURY g UNIVERSITY




Example Section 1: Common Mistakes

Employment Eligibility Verification UsCIs
Department of Homeland Security Form 1-9 N
DG Mo b5 007

LL5. Citizenship and Immigration Services Cuures OB 019

»START HERE: Road Instructions carofully bofore completing this ferm, The instructions mast be svallabila, siher in paper or slectronlcally,
during complation ol this form. Employars arg lablo for srvors in the compledlon of this foem.

ANTI-DISCRIMINATION NOTICE: It is legal o discriminate against work-aulhorized individuals . Employers CANNOT specify which
document{s) an employes may present 1o establish employment authorzalion and identity. The refusal to hire or continue Le empiloy
an individual because lhe documentation presanted has a futuwe expiralion date may alse constilube illegal discrimination

Section 1. Employes information and Attestation (Employess must complele and sign Section 1 of Farm -8 na later
than fhe first day of employment. but not before sccepiing 8 job affar,)

Last Hame (Family Mame} First Mama (Given Neme) Middie Inkial | Qihes Last Names Used (¥ any)

e el [

AQdrass (Sresl Number and Mamea) | g, Mumibes City or Town Slata P Code

123 macn St | Seringtield Mo | b5 803

Dale of Birth {mmiadyyyy) (U 5, Social Securily Nurbar Empoyee's E-mail Address Employen’s Telephone Mumber

o\/o7la0w 1G] BS @S| (ophional) Y[7- 555-5555

| am aware that federal law provides for iImprisonment and/or Anas for false stalements or uss of false documents in
connection with the completion of this form.

| attest, un dnr panalty of perjury, that | am {eheck one of the Iolluwln.g homsJ

£E m A chizen ol ha Uniled Stales

m [7] 2 Anontitizen national of tha United Stales (See islruclisns]

D 3, Alawdul parmanant residam  (Alien Regisiralion MumberUSCIS Mumben):

E,J
E D 4, An alien authodiped joowork  umil {expiragion date, lf appiicable, mmitdiyy)
: ) Some aliers may wrile ™A In e expiration date feld (See insiruchions)

Abers utharized Io work musi provide orly ane of te folewang document numbers fa complete Fomm 18 | e e

An Alen Regisiration MumberliSCIS Mumbar OR Form L84 Admission Rumber OR Parsign Fasspart Numsar, |

1. &lien Regisration MumberUSCIS Numban
OR
2. Form 1-94 Admission Number

3. Farelgn Passpor Mumbar
Coumiry of Hsusnce

| |Sl;r=m.r=ol Empioyes ;] i ot |T°““"'1= - r’"”‘W”DU;&\?

'ﬁ — Preparer and/or Translator Certification [check one):
| did nek usa & praparer of ranalalor, ] A preparenis) andior ianslaions) sssisled (he empioyes n completing Section 1
:§\' ez below must be completed and sigred when praparers endfor transialors assist an amployes in completing Sechion 1.)
[~ Y]

Tattest, under penalty of perjury, that | have assisted In the compietion of Section 1 of this form and that to the best of my
knowledge the Information ks ree and correct.

| Signature of Fraparer or Transiator | Today's Dale fmm )

DRURY @ UNIVERSITY




Example : Completed I-9 with List A Document

Employment Eligibility Verification USCIS

Department of Homeland Security Form 1-9 )
OMB No. 1650047

LIS, Citizenship and Immigration Services Expies 0K3 172019

Section 2. Employer or Authorized Representative Review and Verification

(Empioyers o their authorized represenislive mirs! complaie and sign Sechicn 2 within 5 buainsss deys of the empiejes’s firsd day of ampldiment. Yoo
s physically exeming one oocumand fram Lisf & OR & combination of ona docurant fam List 8 and one dosumand from List © as isied on the "Lisis
of Accaptabis Documenlz. )

Employes info from Section 1 Laal Warre (Famiy Name) First Mame {Given Nama) [ Cillzershipfimmgration Sgius
P
Dee Son [ wse nunpe e
List A OR List B AND ListC
Idontity and Employmant Authorization Idamtity Employment Autharlzallan
Oogument Tille Doeument Tifle Documsnd Tilke
St
Isﬁuau i Koty I55Ling Auibonty |8sidng Auheeity
s |
Dacumanl Mumber | Documen| Mumbes Dacumen Humber

A5 (o

Expratan Date (i syl fmmdadddypyl 1 Expration Data (f amy) immiddyyy) Expiralion Cale (7 anyd{mmeddcdyiad

o/l sl

Documenl Tie |

1s5ung Aulhority | | Additional Information :C-ﬁfr“::.':f"ﬂl:“ 3

Diocismen] Mamier

Eaxpraton Date (if sey)fmmidddypypy

Docismenl Tille

Is3LIng Autharily

Dacumert Murmib e

Expirabon Date (& any)fmmidayyypy

Certification: | attest, undar panatty of parjury, that (1} | have axaminsd the document{s) presentad by the above-named employes,
{2} the above-listed documentis) appear to be genuine and Lo relabe to the employes named, and (3) to the best of my knowiedge the
employes Is authorized o work in the United States.

The employee's first day of employment jmmdédaypyyl: '\3 !21 EE:I! !% {See instructions for exemplicns)

[?inaluru owa Al d Hﬂnresenmlwe ‘Tuduy': Dmefmmm-:.- Tilhe of Employes or Aulhorized Rep nmanw,

A el A ol ﬁc}|‘§ Eoumvﬁf’ Ceh i

Lasi erchI Employer or Authorized Repmseniaive | Firsl ‘Jumeﬁ;uph ar |'.ul‘|:| ired Resresentine E '\:lyl:r usiness orOrgnnl:E;ulqne =l
QT ‘FL/L_,

£ (ury Linideyrss

Enlalrhynr: Business o] -.’bcgamz:lnon-td Ess [Sn'eelNu bﬁ(ar.d Mame) | Sty or Town ZIP Code

4 Re arm&té mo ez

DRURY 8 UNIVERSITY




Example : Completed I-9 with List B & C
Documents

Employment Eligibility Verification USCIS
Form 1-9

OME No 16507
Expares 0431 M9

Department of Homeland Security
LLS. Citizenship and Immigration Services

Section 2. Employer or Authorized Representative Review and Verification |
|(Employers o, thair authovized morssentative must complele and Sgi Settion 2 within J Business days of the employee’s il dey of aplopme . Yol

mirst Shericady axatmine cne doclmant fom List A OR & combination of ane document from List 8 and one docomert from List C a4 f5sd on e "Lisds |
cof Acceptable Docoments.)

Empigyoo Info from Section 1 |

0O

Lagl Name [Fami)y Mame)

First Nama [Gaen Name)

Y

i “}‘E" ] Cili:.uuslli::l‘!m[ig'aﬁm Slaluj

List A
Idantiny and Erplnymmtmh-um!nn

oR

ListB
Ietantity

AND List

Emplnynwmjumurlzu[lnn

Dacymeni Tile
Tasuing AutFonty
Dacurmant Humbar

Enpralicn Dale (¥ amdimmdidddrnd

WLH'“P“' Tita

L_,t wer () ux_{,*’\.;‘r
Iastng Authanly

R T T |
Dccumanl M umber

224507124
Exp ral'ﬂl‘\ Davta i M')‘.Ifmm“r}‘].l

“Noctal Savuyih Eg_fgrag

rSSA.IL]_(I ﬂ-u'h)l"-’
H

IJu:u:nunl Hum

135 U5. (27187

Expiralicn Dale (i anpimmsdddngy)

2/12 /29020

| Dcurmera Tille

GHErds Bacterm3E3
o Mt ATEe In This 553 68

"Tesuing AuthoRly .Mlﬂllmliﬂ Infarmation
Document Mamser

| Expirafion Gate (7 any{mmddng

Documen Tita

Iésuing Aulhity
=

| Documanl Humber

Expiration Dase (if anyhmmasina

Cartification: | sitest, under panalty of parjury, that (1) | have sxamined the decumant|s) prasentad by the above-named omplayes,
{2} tho above-Ested document(s) appear 1o be genuine and Lo relate to the employesa named, and (3) to the bast of my knowledge the
amployee |s avthorlzed (o work in the United Siates.

Tha employes's first day of employment [rmiddyyyry: |L1'|l 'rQ H) Q_O [ Efs‘m ingtructions for exemptions)

Tr.\day 5 Ela‘ll | L l..c of Emnln:.lnr or hul]'.nuzud Re: enbalive

raiure of E--plu.u Buthanzeg Hep.mnbillm |
Tul  Horol ol/ 2013 1GAS
J_ﬁ.h:'ne fl:nlp\'au,\cf at Aabiriesd ‘-‘:pfh:e-llal- TFirs s-l \lamedr’ﬂ:h‘l 7oA ized Represssiati rer"‘S usfn&s-i OTDI'

on Mfrla-
ol er [Onyste Dy Und I.iff S|
Em -l-nr< Busingss or I.‘rfg_lg ress | Srsgl Humbdr and Nau n.-.- or Town |ﬂ'¢
_.l?f'L

N Ale. Qriv rJ\Jrreld

$EG‘||¢IH 3, anenﬁnahnn and Rehiras (To be compleled and sig .

J
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Example: Completed Remote

Employment Eligibility Verilication UECIS

Department of Homeland Security WE:III‘!&LL‘
LS. Citizenship and Immigration Services Expires 2312019

Sactlon 2. Employer or Authorized Representative Review and Verffication

(Empiayars or thelr st mmmzm:wmumwmwtmmwmm ¥Your
mwmymmwmm&mW!Wuhﬂmtmﬂmﬁﬂwmm Lt G ms Bsiod on fe “Liss
of Accapinbie Daclmiants, )

Lasl fama (Family Name) Firsl Mama (Gaven Mama) Cibzenship mmigralion Slais

]
Employss |nfg from Section 1 T)MGR . tm‘hlﬁ\ . E ‘ —':I--

ListA st B ND ListC
Idantity and Emplayment Authorizsbon Tdartity Emiploymant Authorization

D, anl THa Cocumand Tilke Dosumant TRl
Yo

L, I:ﬁ‘l 1 lasuing Ausherity Iaguing Authorty

Dgcumenl Mumber, | Document Rumbsar

Exgimtian famu.gfz e Expiation Date (¥ rylimmadiyyg) “Expiralicn Dale (f snylimmodiyyy)
i Documan Tifla

T ORCooe SecimsIAd -‘

ezuing Albarity Adgitonal Information | N warie & Tk diacn

Document Mumbes

Expirallcn Date [if any)fmmdddyry

Documand Tille:

Tssuing Audhority 1l

Document Mumbsar

| Expralion Dale (7 anjfmmadtyyyy)

Cerification: | attest, undes penalty of perjury, that (1) | have sxamingd the document{s) presanted by the above-named employes,
{2) the above-listed document|s) appear to ba genuine and to relalbe to the employee namad, and (3) 1o the best of my knowledga the
employes |5 authorized to work In the Unlted States.

The employee's first day of emplaymant {mmiddiyyyy): rl 'fg[ ,’;;In E (See instructions for exemptions)

Signal f Employer or Authorized Reprasenlaliw ‘ Today's Dl (r in ?m'n'ﬂ’yyﬁ.l Tiite of Empioyer or Aulhorized Representative
gmﬂ \L/ol 30 | Mo 3 wlplic_
5

— A2 e
Last Motk of Emplover or Autorized Represeniafivs [ Firat Name of Employhe or Aull':ﬂled ﬂeﬁfﬁmﬂalm Enlpmr sinese o Organizalion Nawe

A “Sare. "Dl un?u;_rﬂg;

Employed's Business or Organiztion Addmess (Slregl Humber and Mame) | Cily gr Tawn Sate ZIF Codg
aArn A Rontyt Hue S .::rr'm.'ﬂa d | "ﬂD {95 8‘0';1
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Contact Information

Please do not hesitate to contact Human Resources at
417-873-7434 1f you have questions.

DRURY @@ UNIVERSITY



Participation Acknowledgement

Please go to the following link to print out a
Participation Acknowledgement Form. The form should
be completed, signed and returned to the Human
Resources Department in Burnham 107.

http://www.drury.edu/hr/pdf/EmployeeAcknowledgement.pdf

DRURY @ UNIVERSITY


http://www.drury.edu/hr/pdf/EmployeeAcknowledgement.pdf

Thank you!

Thank you for completing this course and for helping Drury
HR to stay in compliance with the USCIS requirements!

DRURY @ UNIVERSITY
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