| have attached a completed sample of the 19.

Page 1:

e You should only be seeing domestic students. International students have been advised to
contact CISP.

e You just want to ensure the student has filled out the highlighted sections

Page 2:
e At the top you will want to copy their name and citizenship for page 1 to page 2.

e Please make sure to copy the ids the student brings. If they used ids from column B & C they can
be copied on the same page. You do not need to copy the back page of the documents

e Documents must have a valid date.
e Fill in the id information in the correct columns
e Date the start date

e Sign and date as being the person to complete the I9.

Page 3:

e | made the same notes about id that | did in the section above.

Once you have completed the 19 please gather the PIF and the Fraud forms from the student and send them
along with the 19 and copies of the supporting documents to Student Employment mail stop 112.



Emplovment Eligibility Verification

Department of Homeland Security
L&, Citizenship and Immigration Services

UsCIs

Form 1-9
OB Mo 16140047
Expires 1073 L 02

= START HERE: Road instructions carefully before completing this form. The instrucions must be availabla, sither in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this fonm.

ANTIDISCRIMINATION NOTICE: It iz ilegal bo discriminate againsl work-authorized individuals. Emplayers CANNOT speacify which documents) an
employ=e may pressnl bo establish employment aulthodzation and idenlity. The refusal io hire or continue bo employ an individual because the
documentalion presented has a fulure expiration dabe may also constitube ilegal discrimination.

on 1. Employee Information and Attestation (Employees must compiete and sign Section 1 of Form -8 no later
the first day of employment, but not befors accepting a job offer. )

Lasl Mame [Fami'y Name) Firsl Mams (Ghen Aarmsal Iliddle |ritial Other Last Mames Ussd (i any)
SAMPLE SAMPLE SAMPLE
Address (Street Nurmbar snd Narms) ApL Number | City or Tewn Stair | ZIP Code
SAMPLE SAMPLE XX SAMPLE
Diate af Birth (mmdddamy) U.5. Social Security Number Employee's E-mail Address Employee's Telephone Mumber T
SAMPLE | 000000 0000 || ] SAMPLE SAMPLE

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

| attest, under penalty of perjury, that | am (check one of the following boxes):

X 1. Acitizen of the Unibed States

D 2. A noncilizen rational of e Uniled Stabes (Sas mabruchons)

D 3. A lawlul permanent resident  (Alien Registralion Number/UISCIS Number):

OR
2. Form |-84 Admission Mumbssr:

1. Alien Regsiration MumbesfUSCIS Mumber:

I:‘ 4. An alen authorized 1o work  unlil {expiration date, il applicable, mmiddfyyyyk
Some aliens may wrike "MAS n the expiration dabe fisld. (Sas Acicfions)

A¥ens autharized fo wark musl provice only one of the following docwmeant numbers fo comphale Farm -9
An Alen Regishration NumbanUSCIE Number QR Farm F94 Admizsion Mumber OR Farsign Passport Murnber.

OR
1. Foreign Passport Mumber:

Counlry al lssuance:

Oft Code - Secton 1

Lz Wit 'Wrilm In Thia Spece

Signature of Employes SAMPLE

Taday's Dale (mmibayyyy)

SAMPLE

|Preparer andior Translator Certification (check one):

I did nat use a preparer or franslator. || A peepareds) andior fanstalons) assisted the emglayee in completing Section 1.
[(Fisdds below must be compieted and signed when prepaners andior fransiators assist an empioyes in completing Secton 1.)

| attest, under penalty of perjury, that | heve assisted In the completion of Section 1 of this form and that to the best of my
knowledge the Information ks true and cormect.

Signature of Preparer or Translabar Today's Date {mmiddiag)
Last Mame (Family Mars) Firsl Mame [Gian Name)
Address (Sieed Number and Name) City ar Tawn Stabe ZIP Code

@ Emplorer Compleres Next Page  §F5




Emplovment Eligibility Verification USCIs
Form |9

Department of Homeland Security
e o . R OB Mo 16150047
L5, Ciizenship and Immugration Services Expires. 10731/

Section 2. Employer or Authorized Representative Review and Verification

(Empioyars ar fhair sulbarized represantalive must complale and sign Secfion 2 within 3 husinass days of the employes’s firs! day of emplayment. You
examine one documan from List A OF & combiration of ane documend fram Lis! B and one documend fram List © a5 sfed an e "Lists

plrpsically
Acceptable Documents.”)

La=1 Mame rE.:m’lp' Plavme) Firsl Mame [Givan Namsa) M.L | Cilizenshipfimmigration Stales
1 iployes Info fram Section 1 SAMPLE SAMPLE S SAMPLE
List & OR List B AND ListC
Identity and Employment Authorization Ideritity Employment Authorization
2 )l.'Lrnl.'anﬂ.li: Diacurmnen ! Title Dracumesl ﬁﬂe
Ohio Drivers License Social Security Card
Issuing Authority |5-E-I.II'I$].I5|IJ|.|1I:TI| Issuing Authoriby
io Department of Motor Vehicles Social Security Administration
Documenl Mumber Cocument Mu Diocumeant Mumbes
Ve8756 000-00-0000
Expiraton Dale (i any) (mmdadyagd Expiration Dale (& anyl (mmitding) Expiralion Duabe {if any) (mmdddyyyy)
5/7/2022
Dracumenl Tile
Tssuing Aoty Additional Information P Lote - Seetem R 2

Dy ol Wi ke The Sipaeca

Dacumenl Mumber

Expiration Dale (i any) (mmddinad

Documenl Tille

Issuing Authority

Docwmenl Mumber

Expiration Dale (i any) (mmddypnad

_ rtification: | attest, under penalty of perjury, that (1) | have examined the docurment(s) presented by the above-named smployes,
the above-listed document(s) appear o be genuine and to relate 1o the employee named, and (3) to the best of my knowledge the
employes is authorized 1o work in the United Stales. 5/16/2020

The employesa's first day of employment (mmidayyyl: {See instructions for exemptions)

Signature of Employer or Authoiized Repressntalive ]Tn-da.',."s Dafe {ramviadinand [Ti‘lh: of Emplayer or Authorized Represeniative

. Your information
Last Mame= of Employer or Authorized Representaiive First Mame ol Employer or Authorized Representalive Employer's Business or Onganization Mame

Emplaoyer's Business or OrganizaSon Address | Siresf Mumber and Mame) | City or Town |5|-ﬂ'|E |2|P Code

1. Please be sure to check page one and confirm new hires name and citizenship status in this section.
2. The complete list of acceptable documents for each column is on the next page.

o |[f List Ais completed then you do not need to do List Band C

e |If List A is not completed than you must use a document from both Lists B and C

e Be sure to make copies of the original IDs and include them with the 19 when submitting it.
3. List the employees 1st day of work and then sign and fill out your information in the rest of the

certification section.



LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employees may present ona salaction from List A
or a combinalion of one selaction from List B and one selection from List C.

LIST A

Documents that Establish
Both Identity and
Employment Autherization

LIST B

Documents that Establish
Identity

LIST C

Documents that Establish
Employment Authorization

AND

-k

U.5. Pasaport or LS. Passport Card

2. Permmanent Resident Card or Alien
Registration Receipt Card (Form 1-551)

3. Foreign passport that contains a
temporary -551 stamp or tamporany

551 printed notation on & machine-
readable immigrant visa

1. Driver's bcense or 1D card issued by &
Stale or outlying possession of the
Umnited States provided it contsins &
phiotograph or information such as
name, date of birth, gender, height, eye
color, and address

4., Employment Authorzaton Document
that contains & photograph (Form
I-T68)

2. D card issued by federal, state or locel
government agencies of entities,
provided it contains a photograph or
information such a3 name, date of birth,
gender, height, eye color, and sddress

1. A Social Security Account Number
card, unless the card ncudes one of
thee fobowing restictions:

(1) NOT VALID FOR EMPLOYMENT

(2} VALID FOR WORK OHLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

5. For a nondmrmigrant alien authorized
o work for & specific employer
because of his or her status:

a. Foreign passport; and
b. Form -84 or Form [-94A that has
the following:

(1) The same name &5 the passport
aind

{2} An endorsement of the alien's
nonimmigrant status as long as
that period of endorsemant has
niot yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the fonm.

School 1D card with & photograph

2. Cerification of repont of birth mswed
by the Department of State (Formms
D5-1350, F5-545, F5-240)

Viotar's registration card

U5, Military card or draft recond

Military dependent’s ID card

3. Original or certified copy of birth
certificate issued by a State,
cournty, municipal authority, or
territory of the United States
bearing an official seal

Hlm | s o

LS. Coast Guard Merchant Mariner
Card

4. Mative American tribal document

Mative American tribal document

e

U5, Citizen ID Card (Form 1-187)

8. DOrivers bcense issued by a Canadian
government authonity

6. Passport from the Federated States
of Micronesia (FSM) or the Republic
of the Marshall Islands (RBI) with
Form |-94 or Form -944 indicating
nanimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or BRI

For persons under age 18 who are
unable to present a document
listed abowe:

6. ldentification Card for Use of
Resident Citzen in the United
States (Form |-179)

10. School record or report card

11. Clinic, doctor, or haospitsl recond

12. Day-care or nursery school record

T. Employrnent suthonzsthon
document issued by the
Department of Homeland Security

If a US Citizen uses their
passport that is the only
document they need. Do not
put anything in column B or C

Date must be valid

If a document from here is
used they also need one from
column C.

If the date has expired you can
still take the id. They will have
a limited time to get it re-
newed when things open up.

Please note it is expired on the
photo copy

Most ids from here are Birth
Certificate or SS Card. They
need to be originals. Copies
are not acceptable.




