THE UNIVERSITY OF IOWA
I-9/E-VERIFY BEST PRACTICE GUIDE

OVERVIEW

The purpose of this guide is meant to assist the University of lowa (Ul) staff members in the completion when
applicable of form I-9 and/or E-Verify with the employee. This resource pulls together information from Ul I-9
FAQ's, Department of Homeland Security, University Human Resources, Equifax and from successful Ul
employees in the field whose responsibility is to complete I-9’s on behalf of their unit, department and or
division. Please continue to refer to the current resources available for help with 1-9/E-Verify completion in
addition to this guide.
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CHAPTER 1

STANDARD OPERATING PROCEDURES
EMPLOYMENT ELIGIBILITY VERIFICATION (FORM I-9)

The University of lowa utilizes I-9 Management through Equifax Workforce Solutions, also known as TALX
Corporation. This is the online system that the University of lowa began using on 4/1/2010. Paper forms are
generally no longer accepted unless there are special circumstances as documented below.

The University of lowa (referred to as “Ul”) strives to comply with the federal Immigration Reform and Control
Act (IRCA) of 1986 which governs how employers verify an employee’s work authorization status in the United
States. To that end, this document details how 1) Ul human resources staff are authorized to use Equifax I-9
Management to complete I-9s, 2) time frames for I-9 completion, 3) how the Ul monitors compliance, and 4)
situations when the Ul accepts paper I-9 forms. Also discussed are Ul E-Verify procedures and |-9 records
retention.

1. AUTHORIZING HR STAFF to use I-9 Management

Senior Human Resource representatives identify staff members within their respective college(s) to be
authorized to process I-9s. Users are formally authorized when they are added to the TALX Access Manager
table through Employee Self Service/Administration.

System Tools

Administer System Access
Secondary Security
TALX Access Manager

Users are assigned to either HR_Subdept, HR_Dept, HR_Org, or HR_Manager access. Categories are listed in
increasing levels of security access:

HR_Subdept — can complete |-9s for specific sub-departments

HR_Dept — can complete I-9s for specific departments (all subdepts included) and assign user access at
the subdept level

HR_Org — can complete I-9s for specific orgs (all depts/subdepts included) and assign user access at the
dept/subdept level

HR_Manager — can assign -9 access at the org level and assign user access at the org, dept, and
subdept levels.

2. TIME FRAME FOR I-9 COMPLETION

Section 1 of the |-9 is required to be completed on the first day of employment. Section 2 is required to be
completed by the third working day for pay. For example, if employment begins on Monday then Section 1
should be completed on Monday and Section 2 should be completed by Thursday of the same week. The
hiring department is responsible for the timely completion of the I-9 form.
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3. HR REPORTS/COMPLIANCE MEASURES

The Ul has created a special category within HR reports called I-9 Management Reports (shown below) to
assist with 1-9 compliance. The reports are located within Employee Self Service/Administration tab:

Administration Reports |-9 Management Reports

-9 Management Reports

E-Veri

Date by Employee

View E-Verify date by Employee. Date only appears for employees who have been E-Verified based on federal requirements.

E-Veri

Edit Report

Review information about employees requiring verification using e-Verify on |-% Express

1.9 Date by Employee
Returns the [-9 date on file for an employee.

1.9 Edit Report

List of employees who require new -9 Employment Eligibility Venfication Forms.

The Ul sends weekly e-mails to Senior HR representatives listing employees in their Org(s) who have not completed I-9s
in the required timeframe. Additional e-mails are sent to the employee and employee supervisor on the staff member’s
second and fourth day of employment. The e-mails on the second day are sent to the employee, the supervisor and the
HR Rep. The email sent on the fourth day is sent to the employee, the supervisor, the HR Rep and the Senior HR Rep.

4. PAPER FORMS
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There are two situations where the Ul accepts paper I-9s, 1) when an H-1B employee is changing
employers (AC-21) and 2) remote hires.

a. AC-21- H-1B employees changing employers (porting) Under the American Competitiveness

Act in the Twenty First Century (AC-21), an H-1B employee who is changing employers within
the H-1B program may begin working for the Ul as soon as a Form |-129 petition is filed on his
or her behalf. Employing departments must complete a new Form [-9 for this newly hired
employee. An H-1B employee’s Form 1-94/Form 1-94A issued for employment with the previous
employer, along with his or her foreign passport, would qualify as a List A document. Form -9
completers should write “AC-21" and enter the date Form I-129 was submitted to USCIS in the
margin of Form I-9 next to Section 2.

REMOTE EMPLOYEES - If an employee is a remote hire, i.e., not working on campus, then the
hiring department must find someone close to the employee to complete the I-9. These I-9s
are completed on paper and then sent (along with a department memo authorizing the
completer to complete the I-9 on behalf of the Ul) to the Ul Payroll office. Payroll staff input
the I-9 into the I-9 Management system. The paper I-9 is then imaged for long term retention.



E-VERIFY

The Ul has federal contracts that require (by the FAR clause) those working on the contract to be E-Verified.
Department HR representatives send I-9s to E-Verify by using a specific E-Verify department location within I-9
Management. Section 1 of the I-9 is required to be completed on the first day of employment. Section 2 is
required to be completed by the third working day for pay. For example, if employment begins on Monday
then Section 1 should be completed on Monday and Section 2 should be completed by Thursday of the same
week. The hiring department is responsible for the timely completion of the I-9 form and E-verification.

RECORD RETENTION

In addition to I-9 Management, the Ul also used Equifax’s The Work Number for employment verifications.
These two systems enable TALX to monitor record retention for I-9s per federal guidelines (one year after
termination or three years after hire, whichever is longer). Paper I-9s are monitored by payroll staff within the
document imaging system. |-9s outside the retention requirements are deleted.
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CHAPTER 2

EQUIFAX AND I-9 eXpress

EQUIFAX WORKFORCE SOLUTIONS (EQUIFAX CORPORTATION)

Effective April 1, 2010, the University of lowa began using EQUIFAX Workforce Solutions online Employment
Eligibility Verification 1-9 Management tool/product, known as |-9 eXpress. This application is primarily used
to complete and maintain online (I-9) forms for new hires. It is also used to reverify (Section 3) employment
eligibility for rehired employees and to update employment eligibility dates for Ul nonimmigrant employees.

1-9 eXpress

The University of lowa uses the I-9 eXpress online application to complete and submit Form I-9, and submit to
E-Verify when required. Paper copies of form 1-9 are not accepted except as outlined in Chapter 1 of this
guide.

To access the |-9 eXpress system go to Ul Home Page, choose Self Service and then select the External Links
tab which will give you the link to go directly into the 1-9 eXpress software application. Instructions within the
I-9 eXpress application will guide you through the I-9 completion process.

Please Note: Federal regulations require that an employee not work past three days until and unless a
completed I-9 form is on file.

Failure to properly complete, retain, and/or make available for inspection 1-9 forms as required by law, may
result in civil monetary penalties in an amount of not less than $110 and not more than $1,100 for each
violation (per person/per day). Criminal penalties apply to persons or entities convicted of a pattern or
practice of knowingly hiring unauthorized aliens.

The online 1-9 process consists of two main steps:

Step 1 - Login to I-9 eXpress and complete the employee's I-9 in their presence.
Employer Code — 13072
University ID — 8-digit number on your University ID card (not the user’s SSN)
PIN default-last 4 digits of SSN+year of birth (YYYY). Users will be asked to complete a one-time
enhanced security enrollment and to change your PIN after logging in. The user’s new PIN must be
between 4-16 numbers. The user will use their PIN to maneuver throughout I-9 eXpress.
Resetting passwords — use either the "My Account" link on the main menu or the "Forgot your PIN?"
link on the Login screen. Resetting the PIN affects both the I-9 eXpress and The Work
Number applications.

Step 2 — Resolve issues noted in the HR Reports under the Administration function on Employee Self Service.

IMPORTANT TIP — Please refer to a more complete listing of FAQ’s located on the University of lowa Website
under the Faculty and Staff Immigration Services webpage. Additionally detailed instructions on completing
an I-9 are available in the ‘HELP’ Section of -9 eXpress. Reports can be found on the Ul Employee Self Service
web portal within the Administration Tab and Human Resources Reports.
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CHAPTER 3

FORM I-9, SECTIONS 1, 2 AND 3

FORM [-9 SECTION 1:

To complete form I-9 with the employee, both the HR staff member and the employee must be physically present (if
remote employee we will discuss I-9 process in detail in CHAPTER 5*). Section 1 the employee must complete. The staff
member should review the required fields checking alongside with the employee for any accidental misspellings or birth
date errors. Please note for the I-9 the social security number is NOT a required field that must be completed UNLESS
the form is being completed in relation to E-Verify (FAR E-Verify Clause). If completed for E-Verify the Social Security
number is a required field. Detailed information on this requirement is discussed in CHAPTER 13*.

FORM I-9 SECTION 2:

The HR staff member fills out Section 2 based off of the correct original document(s) the employee provides for
employment eligibility. The attached list comes directly from the Department of Homeland Security — United States
Citizenship & Immigration Services (USCIS) who oversee form 1-9. The employer should provide prior to meeting to
complete the I-9 form the list of acceptable documents. If the employee or the HR staff member are unsure on a
certain type of document name or its use, it is important to contact Faculty and Staff Immigration Services and/or
Payroll within University Human Resources. HR staff members are available 8-5 to assist with any I-9 question. More
information on who to contact and specific contact information can be found in CHAPTER 12*.

FORM I-9 CHAPTER 3:

Section 3 of form 1-9 can be used for a variety of reasons. The most common being reverification of work authorization
dates for Ul nonimmigrant employees working with approval from USCIS. It is important to remember that any time an
employee (student, staff, faculty, temporary) has a change in work authorization dates or type, Section 3 of the I-9 form
MUST be completed. Student employees who are in F1 or J1 status who extend their status through the office of
International Students and Scholar Services (ISSS) must have their -9 updated once the extension is granted. It is critical
to alert the foreign national employee that if any change in their immigration status occurs to immediately tell the HR
staff person in their department. The employee is the key to compliance — they must remember to share any
information with the HR staff member to ensure their work eligibilty compliance is maintained. Additional reasons to
use Section 3 include rehiring an employee within 3 years of the original hire date at the University of lowa or 1 year
from the date of termination — which ever is longest. These two topics along with name changes are discussed in more
detail in CHAPTER 4*.
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LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

B

LISTA o) LISTB LISTC
| "
Documents that Establish Documents that Establish Documents that Establish
Both Identity and = Identity Employment Authorization
Employment Authorization  OR AND
1. LU.S, Passport or LS, Passpont Card 1. Driver's license or ID card issued by a | 1. A Social Security Account Number
= : g State or outlying possession of the card, unless the card includes one of
o Em'::mwt %iiﬁ’:::': 551) United States provided it contains a the following restrictions:
. A ) photograph or information such as {1) NOT VALID FOR EMPLOYMENT
; ; name. date of birth, gender, height, eve
3. Forcign passport that contains a color, and address {2) VALID FOR WORK ONLY WITH
temporary 1-351 stamp or lemporary INS AUTHORLZATION
l-SSlprumjmd mﬂmm on a machine- (2. 1D card issued by F:dml. srr.a_ac.or local (3) VALID FOR WORK ONLY WITH
readable immigrant visa gm:@:m:_m agun!:u:s or entities, DHS AUTHORIZATION
— provided it contains a photograph or
4. Employment Authorization Document information such as name, date of hirth, 2. Centification of Birth Abroad issued
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Form
[-Tha) | F5-543)
3. School 1D card with a photograph e :
5. For a nonimmigrant alicn authorized o 3. Cenification of Report of B"'{h
to work for a specific employer | |4, Vioter's registration card i sl;sued Ers_ﬂlu; ;I;‘r}c;pammn of State
bec fhisorh : )
R 5. U.S. Military cand or draft record ’ i _
n_l’-’gmjgn passport; and | 4. Dngmal ﬂl_ﬂ:ﬂl.ﬁtd copy of birth
b.Form 1-94 or Form 1-94A that has R Military dependuits I cand z’;?:ﬂ:‘::?;f;b: a 5“:: N
the following: 7. U.8. Coast Guard Merchani Mariner Serritiey: of fhe Unjmt SEIM
(1) The same name as the passport; | Cord bearing an official seal
18. Native American tribal document i F i
(2) An endorsement of the alien's - - . - . Hasye MnSTICHD DTN Soe $
nonimmigrant status as long as gl v vy e A 6. U.S. Citizen ID Card (Form [-197)
that period of endorsement has government authority
not yet expired and the 7. Identification Card for Use of
proposed emplovment is not in For persons under age 18 who are Resident Citizen in the United
conflict with any restrictions or unable to present a document States (Form 1-179)
limitations identified on the form, listed above:
P Po——— S . 8. Employment authorization
2 Fﬂ.ﬁm ; m’.:s 2 10. School record or report card document issued by the
Micronesia (F5M) or the Republic of : | Department of Homeland Security
the Marshall Islands (RMI) with Form 11. Clinic, doctor, or hospital record L
1-94 or Form [-94 A indicating
nonimmigrant admission under the 112. Day-care or nursery school record
Compact of Free Associgtion Between
the United States and the FSM or RMI
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CHAPTER 4

REVERIFICATION, REHIRE AND NAME CHANGE

https://www.uscis.gov/i-9-central/complete-correct-form-i-9/completing-section-3-reverification-and-rehires

The above link is from www.uscis.gov and the URL address provides basic information regarding
Reverification, Rehire and Name Changes with Form 1-9. Please note this information is based on using a
paper Form I-9 and not an online I-9 Management system like I1-9 Express. This web page outlines general
information.

It is important to remember not to reverify:
v' U.S. Citizens
v Lawful Permanent Residents (LPR’s) who presented a Permanent Resident Card (Form 1-551) for
Section 2
v’ List B Documents

REVERIFICATION

Reverification should be done if the Ul nonimmigrant employee’s work authorization expires and is
extended or if the immigration status changes.

It is important to remind the Ul nonimmigrant employee approximately 90 days in advance of the current
expiration date of their valid work authorization status, to provide updated documentation for either List A
or List B or List C. The Form I-9 Section 3 Reverification can be done immediately upon the Ul nonimmigrant
employee providing the newly updated information.

REHIRE

If a former Ul employee is rehired within three years of the date that a previous Form 1-9 was completed,
the HR staff member may complete a new Form I-9 for the employee or complete Section 3 of the
previously completed Form I-9.

To complete Section 3 for rehires:

e Confirm that the original Form I-9 relates to the Ul employee being rehired. Please contact University
of lowa Faculty & Staff Immigration Services office or the Payroll office for assistance if the Ul
employee previously worked in a different area and the HR staff person cannot view the current I-9 on
file. Staff from these two University Human Resources offices are able to assist with this immediately
to help complete this compliance requirement.

e Review the original Form I-9 to determine if your employee is still authorized to work, including
whether employment authorization documentation presented in Section 2 (List A or List C) has since
expired. Review the guidelines to determine if reverification applies.

e [f the Ul rehire employee is still authorized to work and his or her employment authorization
documentation is still valid, enter the date of the rehire in the space provided in Section 3.

e If the Ul rehire employee is no longer authorized to work or their employment authorization
documentation has since expired and requires reverification, request that the employee present an
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unexpired List A or List C document. Do not reverify an employee’s List B (identity) document. Enter
the document information and the date of rehire in the spaces provided in Section 3.

e |[f the current version of Form |-9 is different from the previously completed Form I-9, you must
complete Form i-9 in the I-9 eXpress system.

e Electronically Sign Section 3 and submit.

REHIRE PROCESS OVERVIEW

What follows is an easy Step by Step Check List for a Rehire I-9..
1. Find the I-9 Date. You can look up an employee’s I-9 date in the HR Data Access Administrative Reports: HR

Reports/Employee Information/I-9 Date by Employee

e fiHR Data Access

Universimy
OF lowa

You are here: Administration » Reports » Emplayse Information » I-9 Date by Emg

I-9 Date by Employee

Returns the |-9 date on file for an employee.

SELECT CRITERIA

EMPLID
UNIVERSITY 1D:
LAST NAME:
FIRST NAME:

From the search results, look for the I-9 date on file for an employee. If the date is greater than 3 years from
the actual begin date of the new “Rehire” appointment, you must complete a new I-9 form. Contact your
employee to set up a time for completing a new -9 with you. Remember to send them a copy of the List of
Acceptable Documents in advance.

2. OR, you may go to the I-9 eXpress System to look for the |-9 Date. From the Main Menu, choose the
“Search For Employee” option (see figure A). Complete the Search Criteria fields and click on the “Search”

button (see figure B)

L
The UNIVERSITY

OF lowa
Home Privacy F

S PSS

Main Menu

New I-0 Figure A

Create a new -9 online
electronic signatures.

o®

“ Search for employees b
Hepo Bgac) or | ast Mame. SSM. oo
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NIVERSITY

WA
Home Frivacy Policy Help Logout

|
Search For Employees

Select one or more search criteria below to search for employees.

First Name: Last Name: SSN: Type of I-9:
(Al

Group:

(Al [=]

Location:
(Al [=]

Date Range: (mmddiyyy) Include:
04/01/2010 Start Date [¥] Active Employees ] Terming

End Date [T current Location On

Figure B

You may find that your employee cannot be located in the I-9 eXpress System.

Search For Employees

" ! No results matched your Search Criteria. Please refine your Search and try again. ‘

This is most likely because they completed a paper I-9 form with the University of lowa prior to 4/1/2010.
These paper forms are not available for update and you will need to complete a new I-9 form with your
employee. Contact your employee to set up a time for completing a new 1-9 with you. Remember to send
them a copy of the List of Acceptable Documents in advance.

From the search results, look for the “Employment Start Date” field. For our purposes, the “Employment
Start Date” means the same thing as I-9 completion date. If the date is greater than 3 years from the actual
begin date of the new “Rehire” appointment, you must complete a new I-9 form. Contact your employee to
set up a time for completing a new I-9 form with you. Remember to send them a copy of the List of
Acceptable Documents in advance.

If the original date of completion is less than 3 years from the actual begin date of the “Rehire”
appointment, you must review the original 1-9 form information to determine if you will be able to rely on
the I-9 already completed. Click on the “Name” link to open the Employee Detail screen.

Scroll to the bottom of the Employee Detail screen and look for “I-9 History”. To review, click on the Original
I-9 link. The I-9 form will open as a PDF in a new window.

I-9 History

Hire/Entry  Type (click to vi
10/28/2014 Criginal I-2



10.

If the status in Section 1 is unchanged, AND the List A (or List B and List C) documents used in Section 2 are
unexpired, you do not need to complete a new form [-9.

IMPORTANT! If you intend to rely on the original I-9 form, you must add a Rehire Date!
Return to the Employee Detail screen and click on the “Section 3” button.

Add today’s date in the rehire field and continue.

You will be prompted to review the information and sign by entering your PIN.

Employer Review

Please review the folowing information as it was entered. You can make changes to the information by
clicking on the link below the information.

After verifying that the information is correct, complete the sianature block at the bottom of the page.

3k 3k 3k 3k 3k 3k 3k 3k >k 3k 3k 3k 3k sk sk 3k 3k 3k sk 3k 3k 3k 3k 3k 3k sk >k 3k 3k 3k 3k %k %k 3k 3k 3k %k %k %k >k 5k 3k 3k >k 3k >k 5k 3k %k %k %k >k >k 5k %k %k sk kkkkkkk

Employer Electronic Signature (Enalish | Espafiol)

| attest, under penalty of perfury, that to the best of my knowledge, this employee is authori:
in the United States, and if the employee presented document(s), the document(s) I
appear to be genuine and to refate to the individual. 1also attest that I have confin
the Form 1-94 or Form 1944, if either was presented, bears the same nam
passport.

e employee’s foreign

[¥11 have read and agree with the certifi statement above.

Enter PIN:

Back H Cancel I[Cuntinue

IMPORTANT REMINDERS:
The Transaction System forms used to move your “Rehire” employee back into a paid position will display a

message that is designed to help remind you to review the I-9 status at the point of “Rehire”. The message
should read:
“Please review I-9 status for this person. You may need to complete a new Form I-9”

If you have ANY questions or concerns, please send an email to electronic-i9@uiowa.edu, or contact Laura

Prince, Denise Fuller or Marianne Stratton

NAME CHANGES (E-VERIFY)

You are not required to update Form I-9 when your employee has a legal change of name UNLESS the
employee also went through E-Verify. E-Verify regulations require that employees present documentation to
show that they have changed their name.
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CHAPTER 5

REMOTE UNIVERSITY OF IOWA EMPLOYEE HIRES

Many Ul Departments today are hiring employees to work remotely. Many of these employees never
set foot on the University of lowa campus in lowa City. However as the employer we are still required
to correctly complete form 1-9 for all employees including those that are remote.

Ul employees working remotely require additional assistance when completing the Form [-9. They still
must complete the form within 3 days of hire however the process differs because the form cannot be
completed within I-9 eXpress system, it must be done on a paper form with a Ul Agent and the original
hand written Form I-9 then sent to University Human Resources Payroll by the Ul Agent.

Please contact Faculty and Staff Immigration Services (FSIS - 319-335-5316) or Payroll 319-335-2381
with any questions regarding remote University of lowa hires. It is important to understand that just
because the person works remotely may not mean they must complete the I-9 on paper with an Agent.
If the new hire would ever come to campus upon hire or for initial training it may be possible at that
time to complete the I-9 within I-9 eXpress within the first 3 days of hire. Additionally those individuals
who reside within the State of lowa may be close enough that a paper I-9 is not appropriate. Examples
include an employee who works from home or at a site location in Des Moines, Ottumwa, the Quad
Cities or Marion, lowa. These individuals would be required to make a trip to lowa City to complete
the form I-9 with their hiring department. Those employees living more than 2 hours away from lowa
City could complete an Agent I-9 form.

The following pages summarize the process and procedure of how to complete an Agent I-9 remotely.
Please contact FSIS and/or Payroll with any questions.
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Remote Employee I-9 Form Completion Using a Designated Agent (Representative)

The Department of Homeland Security (USCIS) requires all employers to complete form 1-9 for all employees within three
(3) days from the date of hire. Both employees and employers (and/or authorized representatives of the employer) must
complete the form together.

The University of lowa recognizes that some of their employees may not work on campus in lowa City or the state of lowa,
but work at an alternate location within the U.S. If the employee is working from outside of the U.S. no I-9 should be
completed until the employee enters the U.S. If the employee does not come to the U.S. for work then no I-9 at any time
is to be completed (current I-9 regulations).

If the employee is working in the U.S. but not able to come to the hiring unit to complete the I-9, the 1-9 form is still
required to ensure lawful employment is maintained by the University of lowa under current U.S. employment and
immigration regulations. The form must be completed by the remote employee and a designated ‘Agent’ (representative).

The ‘Agent’ can be any person that the employee might know at the location in which they work or a person that the
hiring unit locally arranges. If the hiring unit and the remote employee are not able to arrange an individual to be the
agent and complete the I-9 please refer to the handout that specifically deals with obtaining a Notary Public to complete
form 1-9.

The following process is what a hiring unit should follow to complete the ‘Agent I-9’ (while keeping in mind the compliance
deadline of three (3) days from the date of hire the I-9 must be met).

1. Provide employee with the List of Acceptable Documents and supporting ‘Agent I-9” instructions and documents
which includes:
a. Form I-9 (blank)
b. The University of lowa’s instructions to the Agent (representative), which includes the remote hire notice
form.

c. Envelope with prepaid postage for remote hire to return the completed I-9.
2. Employee must complete Section 1 of the I-9 form no later than the close of business on his/her first day of work.
Employee must take all of the above forms along with his/her original identity/employment eligibility documents
(page 3 of Form I-9) to the designated Agent (representative).
Employee provides identity/employment eligibility documents to the Agent.
Agent reviews/inspects document(s) and completes Section 2 of the 1-9 form.
Agent must complete Section 2 within three (3) days from the date of hire of the remote employee.
The Ul Agent must mail the I-9 form that has been completed along with the remote hire notice form to the hiring
unit (instructions listed on notice).

w

Nouwve
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Remote Employee I-9 Form Completion Using a Designated Agent (Notary)

The Department of Homeland Security (USCIS) requires all employers to complete form 1-9 for all employees within three
(3) days from the date of hire. Both employees and employers (and/or authorized representatives of the employer) must
complete the form together.

The University of lowa recognizes that some of their employees may not work on campus in lowa City or the state of lowa,
but work at an alternate location within the U.S. If the employee is working from outside of the U.S. no I-9 should be
completed until the employee enters the U.S. If the employee does not come to the U.S. for work then no I-9 at any time
is to be completed (current I-9 regulations).

If the employee is working in the U.S. but not able to come to the hiring unit to complete the I-9, the 1-9 form is still
required to ensure lawful employment is maintained by the University of lowa under current U.S. employment and
immigration regulations. The form must be completed by the remote employee and a designated ‘Agent’.

The ‘Agent’ can be any person that the employee might know at the location in which they work however many times the
employee does not know anyone that is able to complete the form. The situation calls for the employee to enlist the
services of a Notary Public. Notaries can be found at Financial Banking Institutions. There will be a fee for the Notary to
review and complete the form. Hiring units should have a policy on whether to reimburse this fee to the employee or not.

Consistency is important when reimbursing employees.

The following process is what a hiring unit should follow to complete the ‘Agent 1-9’ through a Notary (while keeping in
mind the compliance deadline of three (3) days from the date of hire the I-9 must be met).

8. Provide employee with form I-9 and supporting ‘Agent |-9’ instructions and documents which includes:
a. Form I-9 (blank)
b. Notary Form (blank)
c. The University of lowa’s instructions to the Notary, which includes the remote hire notice form.
d. Envelope with prepaid postage for remote hire to return the completed I-9.
9. Employee must complete Section 1 of the I-9 form no later than the close of business on his/her first day of work.
10. Employee must take all of the above forms along with his/her original identity/employment eligibility documents
(page 3 of Form I-9) to a Notary Public.
11. Employee provides identity/employment eligibility documents to the Notary.
12. Notary reviews/inspects document(s) and completes Section 2 of the I-9 form.
13. Notary Public completes the Notary form and affixes their notary seal on completed form.
14. Employee pays the Notary Public’s fee for the services provided. The fee on average is between $15 - $25.
Employee should keep receipt if hiring unit has reimbursement policy.
15. Notary must complete Section 2 and Notary form within three (3) days from the date of hire of the remote
employee.
16. Ul Agent must mail the I-9 form that has been completed along with the Notary form to the hiring unit.
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Remote Hire I-9 Form Instructions for Designated Agent

Form I-9 Compliance:

The University of lowa is requesting you to be our ‘Agent’ or Representative to review U.S. employment eligibility
documents for our new remote employee. The Department of Homeland Security (USCIS) requires every employer in the
U.S. to verify each employee’s work authorization documents to ensure employment eligibility in the workplace. The
University of lowa needs your assistance to examine the remote employee’s documentation and sign the attached 1-9
form confirming such.

Please find attached form I-9, the Agent Authorization Confirmation Form and (if being completed by a Notary Public) the
Designated Agent — Notary Public form. We ask that you verify the employee has completed Section one of the I-9 form
prior to you completing Section two of the same form. The remote employee may provide employment eligibility
documents as listed on the ‘List of Acceptable Documents’ page three of the I-9 instructions.

The employee can present one or more of the following combinations:

e Any ONE document from List A
e TWO total documents, one from List B and one from List C

Please complete Section two — Employer Review Verification. Please view only original documents. Faxes, scanned copies,
laminated social security cards and photocopies are unacceptable documents and cannot be used in any combination to
complete the I-9 form.

The Certification section of the |-9 (below Section two) additionally must be completed as follows:

Enter the remote employee’s date of hire (listed on Agent Authorization Confirmation Form)

Sign the Authorized Representative (Employer’s Agent) section.

Date the I-9 the day you review the employee’s employment eligibility documents and complete the form.

If you are a Notary Agent please additionally complete the attached notary form and place your notarial seal at
the bottom of the form where indicated.

pwNPE

If you have questions please contact the hiring unit contact name listed on the Agent Authorization Confirmation Form.

Please provide all completed and signed forms to the remote employee. He/She is responsible for sending them to the
designated hiring unit contact. THANK YOU!!!
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Agent Authorization Confirmation Form

**(Give this Form First to Agent PRIOR to Form I-9 being completed)**

Hiring Unit Information:

Hiring Unit Name:

Hiring Unit Contact Name:

Hiring Unit Contact Job Title:

Hiring Unit Contact Phone Number:

Hiring Unit Contact Signature: Date

Remote Employee Information:

Remote Employee Name:

Remote Employee Date of Birth:

Remote Employee Date of Hire:

*(Please note Date of Hire must be entered into the certification section of the completed 1-9 by the authorized Agent)

Agent (Representative) Information:

Agent Name:

Agent Organization:

Agent Address:

Agent Signature:

The University of lowa, specifically the (hiring unit name) authorizes the above Agent to act as our
Representative for purposes of completing the I-9 form for our employee named in Section one of the said form. The
University of lowa authorizes the above representative (Agent) to sign in Section two as (on behalf of) the employer
once they have reviewed and confirmed the correct documentation that verifies the remote employee’s employment
eligibility.

*PLEASE RETURN THIS FORM WITH THE COMPLETED I-9 AND SUPPORTING DOCUMENTS.
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Designated Agent — Notary Public

Date:

| attest that | am a Notary Public commissioned by the State of

expires

Before me has appeared in person, the individual with the name of:

And address of:

And birthdate of:

As required by the Immigration and Control Act (IRCA) of 1986, | further attest that:

i The person named above has filled out Section 1 of the attached I-9 form;
ii. | have examined the original documents presented to me;
iii. | have completed Section 2 of the I-9 form;

which

iv.  The attached copy of document(s) presented to me appear to be genuine and relate to the person

presenting them, and;
V. | have signed and dated the attestation in Section 2.

NOTARY PUBLIC

Name:

Address:

Affix Seal Here:
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CHAPTER 6

H1B PORTABILITY (AC21) — H1B TRANSFERS TO THE UNIVERSITY OF IOWA

The University of lowa recognizes new hires from around parts of the globe. Many of these employees come
to work here in the status of H1B from a prior employer while holding the same status. A few of these new
hires end employment at one employer in valid H1B status and start at the University of lowa the following
day in valid H1B status — this is called H1B Portability (or transfer). These types of I-9’s can be challenging and
staff are encouraged to contact Laura Prince in University Human Resources Faculty & Staff Immigration
Services for assistance with completing form I-9 in this type of situation.

Under the American Competitiveness Act in the Twenty-First Century (AC21) an H1B employee who is
changing employers within the H1B Program may begin working for the new employer as soon as the new
employer (University of lowa) files the H1B I-129 Petition on the new hire’s behalf with USCIS. To qualify for
AC21 benefits, the new petition must not be frivolous and must have been filed prior to the expiration of the
individual’s period of authorized stay. The staff member must complete form I-9 for the newly hired
employee. An H1B I-94 issued with the previous employer, along with his or her valid foreign passport
qualifies as a List A document. The staff member must write “AC21” and enter the date form 1-129 (H1B) was
submitted. If the receipt has been issued it is additionally important to attach this to the I-9.

This type of I-9, where the end date of the previous H1B for the old employer has expired and the University
of lowa has filed prior to that date with a new start date the following day after (example —the employee
finishes working at the old employer on June 30, 2016 and starts work for the University of lowa on July 1,
2016) MUST BE COMPLETED USING A PAPER I-9 FORM - IT CANNOT BE COMPLETED IN I-9 eXpress. Once
the staff has completed form I-9 they must then send the completed form to Payroll in the University Services
Building. Payroll works with Equifax to record the paper copy into the system.

More information regarding AC21 Portability I-9’s can be found in the I-9 Handbook for Employers (M-274) on
the USCIS website (www.uscis.gov). Attached is an example of a correct I-9 under AC-21.
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AC21 1-9 Form Example

Employment Eligibility Verification USCIS
Form 1-9
Department of Homeland Security OMB Mo, 16157
LS. Citizenshup and Irmigration Services Expires 0331201/

ESTART HERE. Read instructions carefully before completing this form, The instructions must be available during completion of this form.
ANTI-DISCRIMINATION NOTICE: It is illegal lo discriminate against work-authorized indivicuals. Emgloyers CANNOT specify which

docurment(s) they will accept from an employes. The refusal to hire an individual because the documentalion presented has a future
expiration date may also consliule Hlegal discrimination.

Section 1. Employee Information and Attestation (Empioyess must complete and sign Section T of Farm 1-8 no later
than the first day of employment. buf nof before accepfing a job offer.)

Last Name [(Family Marme) First Namu.th-'Er.' l."ufama_l Middle Initial | Qther Mames Used (if any)
£stes A r1Sts

Address (Streal Mumber anrd Nama) ) Apt. Mumber City or Town Sitate Zip Code
4789 Vitw Circle Ferngale ZAE | 657345

Date of Birth {mmddddypyl |U.5. Social Security Mumber ] E-mail Addrass Telephone Murmber

/2/18/1975 L 281156787 _Kc estes@ notreal.com

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

I attest, under penalty of perjury, that | am (check one of the following):
[[] A citizen of the United States

D A noncitizen national of the United States (See inatructions)

[] A lawful permanent resident {Alien Regisiration Mumber/USCIS Mumber);

B An aben authorized to work unil (expiration date, if applicable, mmiodlyyyy) & CZJ . Some aliens may write "NIAT in this field,
[Sea instructions)
For aliens avtharized lo wark, provide paur Alien Registration NumbernWSCIS Nurmber OR Form 1904 Admission MNurmbes:

1. Aken Registration Number/USCIS Number:

3-D Barcode

OR Do Mot Write in This Space
2. Form [-24 Admission Mumber: 70 (7[‘5 ?5‘267;{9 o

If you obtained your admission number from CBF in connection with wour arrival in the United
States, include the following:

Foreign Passport Number: /F o8/ 9
Couniry of Issuance: b ffc?/?c/

Some aliens may write "NIA" on the Foreign Passport Number and Country of Issuance fields, (See insfructions)

Signature of Employaa: %M Data {mmidadiyyy): 7///”}'@

Preparer andfor Translator Certification (To be compieted and signed If Section 1 is prepared by a person other than the
employee.)

I attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best of my knowledge the
informaticn is true and correct,

Signature of Preparer or Translator: Date (mmdiadirrrl
Last Narme (Farmily Marne) Firal Name (Given Name)
Address [Sfrest Number and Narme) Cily or Town State £ip Cocer

@ Employer Completes Nexi Page @

Form 1-9 (G813 M Page 7 ol

Page | 19



AC21

AC 2| Filing Date 5/ujaoe

I-9 Form Example Page 2

T e O e P S T e P R T T R

Section 2. Employer or Authorized Representative Review and Verification

(Employars or their authorized represertative mus! complote and sign Section 2 within 3 business days af the employes's first day of emplopment. You
must physically examing ane ducument from List A OF examing a combination of ans document from List B and one document fom List C g feted on
the Lists of Acceptabie Oocwments™ an the pext page of this foem. For each docwmient you review, record e Following iformatian; document hith,
fesuing authonty, document number, and expiration date, if sy

Employee Last Name, First Name and Middle Initial from Section 1:

List & OR List B AMND List C
Identity and Employment Autharization dentity Employment Authorization
Document Tithy: 7% Documaent Tithe: Dourment Titke:
8 Lgr€
Isuing Authority: Iseuing Authority: Issuing Authority:

r
umen| ke Docement Mumber: LI umbar:
/4‘9? ﬂff’? L Dascurment M

Expiration Date ﬁf:yf)npvm'r - Expiration Date (if s fmmiddieyyy): Expiration Date [if snp)mavdadiyyy:
28720/ 7

ﬂnn..me:;illu; __Z.-_" q9£
AN DHS /CBP
oo 7043 75,257

Expiration Diate {if any)

3D Barcoda

Docurment Titla: Do Not Write in This Space

Isswng Authority:

Document Mumber:

Expiration Date (¥ ary)fmmiddiyy):

Certification

| attest, under penalty of perjury, that (1) | have examined the document|{s) presented by the above-named employee, (2) the
above-listed document(s) appear to be genuine and to relate to the employes named, and (3) to the best of my knowledge the

employes is authorized to work in the United States.
The employee's first day of employment (mmdddiyyyy): 7/? éd’ﬁfg (See instructions for exemptions.)

Signat Employer or Auth) Representative © Drate il Tithe of Employer ar Authorized Riepresentative

Oﬁm e ’7/;.#0/& SEror_Za7mn /a5 SaL

Last Name (Family Name i Firat Mame [Given Name) Empiover's Business nrﬁrganli.galion'ﬂémq y
FrInce Lawra TOC Chrptrsity o7 Zowiar”

Employer's Business or Organization Address (Steet Number snd Name) | Cily or Town At Zip Coxe

| W.Fenoiss & £2/-20 0SB | Zowe Urty  ZAR| 55249

Section 3. Reverification and Rehires 7o te completed and signed by employer or sutharized representative, )
A. New Name [if apphcatie) Lest Name (Family Name| First Narme (Given Name| Middle Initial |B. Data of Rehire [if appiicabls) (mmiddaggl.

€. Ifemployee’s previous grant of employment autharizalion his expired, provide the infermation for the document fram List & ar List G ihe amployes
prasantad that establishes current employment authorzation i the space provided bekw.

Dozurmen Title: Documant Mumber: Expiration Date (i anpijmemddaipayd:

| attesl, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employes presented document(s), the decument(s) | have examined appear to be genuine and to relate to the individual.

Signalure of Employer or Authorized Reproseniative: Diate {rrmdayyy): Print Name of Employer er Authorized Represenlative

Form [-% 0370813 N Page 8 of @
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CHAPTER 7
HR REPORTS — WHAT TO RUN/WHEN TO RUN/ TRANSACTIONS
SYSTEM MESSAGES

1. What to Run? When to Run?
The Standard Report Frequency Recommendations list in an excellent resource for the recommended periodic
review of many key Human Resources reports at the unit/department level.

It is found on the Employee Self Service website under the Administration Tab/HR Inquiry. Recommendations
are for the minimum suggested guidelines, and you may need to review more often. Review your I-9 reports
every week and follow up on all results.

BIWEEKLY - TO BE REVIEWED EVERY OTHER WEEK:

« Mon LS. Citizenship Status

WEEKLY - TO BE REVIEWED ON A WEEKLY BASIS:

= |-5 Edit Report
= E-Verfy Edit Report

2. In addition, you will find a separate Report Category in the list of Available Reports at:
Employee Self Service/Administration/HR Data Access/HR Reports

If you need any assistance with this new report category please contact your HR Unit Representative or send an
e-mail to: electronic-i9@uiowa.edu

1-9 Management Reports
Reports that show employee |-9 and E-Verify status._This new category was designed to pull together existing
resources used to determine Employment Eligibility status and compliance. The report category includes:

I-9 Edit Report
List of employees who require a new I-9 Employment Eligibility Verification form

I1-9 Date by Employee
View |-9 date on file for an employee.

E-Verify Edit Report
Review information about employees requiring verification using e-Verify on |-9 Express

E-Verify Date by Employee
View E-Verify date on file for an employee. A date only appears for employees who have been E-Verified based
on federal requirements.

3. Transaction System |-9 Messages:

To assist in determining I-9 status, 1-9 Messages have been included within each HR Transaction System form for
an Appointment, Transfer, or Change of Status that may have an impact on the 1-9 Employment Eligibility
Verification process. 1-9 Messages in the Transaction System are designed to compare I-9 information, if any,
currently on file at the University of lowa with the new transaction activity to help determine 1-9 compliance.
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CHAPTER 8

Ul ONBOARDING PROCESS

The Ul Onboarding process supports the hire of the new (or rehired) Ul employee. Completing Form I-9 assists
the HR staff member and the Ul employee towards completion of the onboarding process.

4 Benefits Careers Pay Policies ContactHR

Onboarding.Ul .
Onboarding
Resources . . "
- What is Onboarding? Onboarding
rientation
Email
Periodic Updates Our process to welcome and support employees during their transition hr-new2ui@uiowa.edu

to a new position within the University of lowa. Campus address

121 USB
Our goals

U.S. mailing address
The University of lowa

« Welcome you and support your decision to join the University of lowa in STl e

achieving its mission of education, research and creative work, outreach

Resources
and health care. 121 West Prentiss Street, STE
« Provide you with basic pre-employment knowledge of University processes 10
and assist with information about any specific transition needs you may lowa City, 1A 52242-1911
have. Staff Directory
« Guide your orientation and development at key times during your first year Phone
of employment. 319-335-0056
FAX
Let's Get Started

319-353-2384

Welcome, Employment Basics, and Transition
Needs

All new employees, both faculty and staff, can benefit by reviewing this
presentation that provides valuable information on:

« Completing the hiring process
« Information to know for a great first day
« University resources including benefits to assist in your transition
« Key links for things to do, places to go and people to see
« A video that demonstrates lowa as a premier university and lowa City as a
top 25 place to live
Other valuable information you may wish to view include the relevant
resources listed on the left of this page

http:/fhruiowa edu/filesthr. uiows 1 g table docs,pdl’

http://hr.u w/files /1 dipbt.pdf

SUNE S OF 16 0030 {1

Page | 22



CHAPTER 9

1-9’s AND APPOINTING FOREIGN NATIONALS IN THE Ul WORKFLOW SYSTEM

When appointing foreign nationals it is recommended to view original documents. There are times when it is
not possible to look at original documents. In those circumstances viewing the documents via fax or a scan
through email is acceptable.

However if the foreign national employee is able to provide original documents for their appointment it is
recommended at that time to ask them to also complete their I-9 in |-9 eXpress.

Common Foreign National I1-9 Examples & Document Requirements

e J1: DS-2019 (notation to work in your department), Valid Passport and current 1-94 card with J1
notation

e J2: Valid EAD (employment authorization document) card

e F1: 1-20, Valid Passport and current I-94 card with F1 notation (can only work 20 hours on campus
during semester/40 hours during breaks)

e F1CPT: Endorsed I-20 confirming employment with Ul Department for set period, Valid Passport and
current I-94 card with F1 notation

e F1OPT: Valid EAD (employment authorization document) card

e F1 OPT STEM (E-Verify) Extension: Receipt Notice confirming EAD card extension has been filed (I-
765). This receipt is valid for 180 days and then the EAD card must be in hand or the employee is
required to go onto a leave until the card arrives.

e F2: NONE — has no work authorization of any kind.

e H1B: Valid Passport and current 1-94 with H1B notation

e H4: ****Thijs status in some instances does allow for work authorization***** Employee must present

Valid EAD (employment authorization document) card. The appointment requires the EAD card be
attached to it when submitted into Workflow.

e TN: Valid Passport with current 1-94 TN notation University of lowa
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e TD: NONE- No work authorization of any kind

e O1: Valid Passport with current I-94 O1 notation

e 03: NONE — No work authorization of any kind

e ASYLEE: EAD (employment authorization document card) OR Document from List B and Unrestricted
Social Security Card. When appointing Asylees who present a List B document and Unrestricted Social
Security Card because they have unlimited work authorization please enter a twenty year date (start

and end) in the appointment form

e REFUGEE: EAD (employment authorization document) card OR |-94 stating Refugee status work
authorized

e TPS (Temporary Protected Status): EAD (employment authorization document card)
e AOS (Adjustment of Status): EAD (employment authorization document card)

e LPR (Lawful Permanent Resident): Permanent Resident Card — Alien Registration Card — ‘Green Card’
OR I-551 Immigrant Visa (IV) stamp OR I-551 stamp
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Passport Example
U.S. Passport or U.S. Passport Card

EAD (Employment Authorization Document) CARD Example
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I-551 Immigrant Visa (IV) Machine Readable

00000000

BPON EXDIRSENENT SERVES AS TERPORMRY 1551 MMI!MHIHEM.
ﬂ_pIusaTanusLEn<<HaP??FEason<<¢<¢<<<{<<<¢<¢<¢<
555133&51:665“50205”0&1ZZS&IFLHBDBAHSBDEUBS

at

(1-551) Permanent Re5|dent Card ”Green Card”

T
Card Expires:  08/21/07 -\
Resident Since: UB’;‘;“QT ="
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Back of Permanent Resident Card (I-551)
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DS-2019 J1 Form Example

U5, Department of State CHMB AFFROVAL 014050119
EXMBES: 12282004

CERTIF‘ICATE OF ELIGIBILITY FOR EXCHANGE VISITDR(J‘I) S ATUS ESTIMATED: BLIRDEX TitE: 45 min

% = g

e Tl "Hee Mage 2
1. Family ¥amme Flrss S Widddle =ama: emdry

Vialtor Haw Exchangs FEMALE HODODOSS190
Dl ol Birthywe 4 vy - iy of Bl Crantry of Hirth: Ciipeaship Counlry Code:  Citizmship Cosntry:

01-10-198%5 Ham=an BARAMAS , THE Br BARAMAS, THE
Ligal Permanent Hesience Comniry Cade: Légal Permancat Residence Crunr: T Faaition Cade: Podrian:

BF BAHAMAS , THE 00 CATEGORY - OTHER
VA Addrewe BEOD B Streat
Washington, DC 20001

L Pregram Spanwr; Eachange Vislier Fregram Mumber;
Andrew's Colorade Scheol G-4-1008%
Pariicipatiag Progrom CHTelad Dese ripion:

A PATR; AU PATR

Puspassul this frm: Bogin new program; accompanied by number (1) eof immediate family members.

1. Farm Cavers Perisd; 4. Enchange Visitor Caiggon:

- AU PAIR

Fram inn. 05=15-2003 —
Subject/Fiekd Coder EpbjectField Cade Descriplion:

Te  inn-dary 05-15-2004 32.0105 Job=Sesking/Changing Skills

5. During the peried covered hy dhis form. e otal #olimased financisl sapporide I'5 55 B 1o be provided & ihe sxchange vislior By

Cucremi Frogram Spansac funds :© 510,000,000
Pacacmal fumds : 520,000, 00
Tacal = $30,0:00,00

i WPARTMIEN ) OF STATF TIFHC E 5
X - = VFFICER THAT a 201 OOy ¢ 5 Tast FDE0-ET7 Responsible Officer
Fibi TROVIDED TO T il THaE T TATE | N .
INERLET ; wa Friparing Foem Tike
2424 Gardsn of the Gods
Calerads Springs, CO BO919 Z02-555-1212
A [ - wMTicer of Al elephone Nmnber
04-17-2003
spuzsizle Oieer ar Aliomare Respoasible (e Date fmm-idrisd
& Statvment of Respansiblc efficer for Riebe g Spaneee (FIW TRANSPTR OF PROGEE WY
EMative datcimm-difarg: - Tromsies af this cachénge veaine from prograes umbe spursaired by
i e prograns spevafied e item 2 10 necesery orbipghly desinbk aad = in coafonnity w e e tives of dhe Mumal | o € ubural Exchargs At ol 1961, i smendesd —
Bipgalues of Responable Officer ar Alismaio H;\h‘h‘ﬂ\-“\: HT e Damgrwvrialdrnn ol of Signanrs
FRELIMINARY EXMMIHRSEMEXT OF COMNSULAR QR INIIGRATHIN CFFHCER REGARDING SECTION 2130 OF THE TRAVEL YALIDATION BY RESFONSIRLE OFFICER
IMMIGRATION ANI SATHESALITY ACT AND PL -S54, A5 AMENDED  five it Jia) of pape 21 e e

W . -
The Exchangs Visior in the sbove progras SEXCEPT: Maxi waabdation period is wp o i meks Tor S Bardenn
Setolare ad foasf reantha For Camp Cownsglors and Samener Teavel Wirk

b D ol bt i iy pwcervenr resldencs reqelremen|

a2 [:I Sabjoat 16 an-

. [ inemiasip s

i beveed o FALL U580 PARTICIPANTS G-2-8050 AND ALL ALIEN {0 Buchunge Vishoe i ingyiad churlivg ot th s procvat tias
FHYSICLANS SPONVSORED BY P3<435% ARE SUBIECT Tib
THE FIRCI-FEAR FROME RESIDENCE REGETREMENT §

[Rake row-alraay
8. [] TheExchange Wissor Skills Lis andin

D PL 3434 e smenaded ——
Sigu [ Respoicabke Oificer or Alkemois Responssh bz Officer
(2 Fachaip: e e im o starading o 1he present tme
Kaine T ke
Dl fwi-dhdiwerrd -
o Sipmaiure of Corealar or bemigraion Offlcer et (v - ywprd
THE L S DEPARTMENT (0F STATE RESERVES THE RIGHT T0O MAKE FINAL DETERMENATION BREGARMNG 2126, Signaiore of Fespassible Oicer or Aherme: Eesparaitic Officer

EXCHANGE YISITOR CERTIFICATION: | have read ond sgrec with the siatemont on itom 2 on pape } of this documen.

Sigiure of Applicent P

1520004 4 foarmmerly |ARSH) Page | of I

B0-2001
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F11-20 Form Example

Department of Homeland Securiy 120, Cemificate of Cligibility for Monimenigrast Smdent Sianas
LS. Immigration and Customs Enloneenent COME N0, 16550038
SEVIS ID: H0004705512
[SURN AMEPRIMARY NAME GIVEN NAME CLASS
boe Smith dean
FREFERRED NaME FASSPIHRT MANME
Joam Doa-Smith
CEHUATRY OF BIRTH COUNTRY OF CITLEENSHIP -
CHEITED EIRCSDON DHITED ETHGDON
DATE O BIRTH ADMISEIN MUMEER
91 FAHUAZY 1980 ACADEMIC AND
FORM IRSUE REASON LEGACY NaME LANGUAGE
THITIAL ATTEHOAMCT Juan Doa-Smivs
SCHOMOL INFORMATION
SCHOHH. ADHFRESS
Rdvanced SEVIZ Srudies H0Z Maney Lane,Fr. Wasaingees,ND 20744
for Advanced FEVIE Studles
ROL (FFFRCTAL TOOONTACT UPON ARRIVAL SCHOMOHL CODE AND AFPROYAL DATE
Hal#re Fobsctaon SALTIAEAT4 4000
050 03 AFAIL 2015
PROGRAM OF STUDY
EDUCATHIY LEVEL NEAJCHR | NUAJORR T
COCTORNTT Iecmsalcs, Sensxal 49,3481 Bone 00,0005
NUERNAL FROGRAM LENGTH FROGRAN EXGLSH PROFICTESCY EMGLISH FROFICIENCY NOTES
T2 Momtha Fmqaired student i proficient
FROGEAM START DATE FROGEAM EXD DATE
01 SEFTIMETR 2015 J1 HWAY 2021
FINANCIALS
ESTIVMIATEDR AVERAGE CIXSTS FIRH: 9 WONT1S STUIHEN TS FUNIHNG FOR % MONTIS
Tultiasn and Feaes & %000 Fazsinal Fesds ! 3, 300
Living Supessss §  E000 Scholarshdp and Tesching Arelstantehdp § 29,000
Sxpanses of Dependents {1} H B Ti s ] Finds Fcoa AnataeT Saurce H
STARE & Sn-Cawpus Saployeenc 3
TCTAL § 12,000 TCTAL § 1,9
REMARKS
Krisntaticn beglne B/25/3015, Plecseiteport to 1555 upon arrival.
SCHIMH. ATTESTATION
T oaridy wvller poadty ol porpury Lt ol infermation peoidal shove wis ewarod ol D el s Geen o b8 e i ooemeel 1 cvovanod T Gorem oy v Lsiiod
Sulivcs 0 v B e i1 Uhe Ui nod 1S iy M o G060 Thouih o U il [ Moot eci oL, ERPROTRMA, O U Pooeid ol aieed Lk
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Department of Homeland Security 120, Certificate of Eligibility for Nonimmigrant Student Siatus
US, Imamigration and Customs Enforcement OME NO. 16530038

SEVISID: N0004705512 (F-1) NAME: John Doe Smith

EMPLOYMENT AUTHORIZATION

PFLOVMERTSTATUS e

EMPLOYMENT START DATE EMPLOYMENT END DATE

EMPLOYER NAME EMPLOYER LOCATION

COMMENTS

CHANGE OF STATUSICAP-GAP EXTENSION
REQUESTERD VISA TYPE REQUESTPETITION STATUS  RECEIPT NUMBER BENEFIT START DATE |

EVENT HISTORY

EVENT NAME TeRToATE ]
OTHER AUTHORIZATIONS
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1-94 Card Examples
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Current |-94 Example

U.s. Customs —,nu Border Protection

Securlng America’'s Bo

Got1.94 Number | 154 FAD

OMB Mo 16571-0111
Expirabon Date: 10302014

Admission (I-94) Number Retrieval

Admission (I-94) Record Number: 59001333663
Admit Until Date (MMDD/YYYY): 0872472013

Details provided on Admission (I-84) form:

Family Hame: Teating
First {Givon) Name: Manday
Birth Date (MWDDYYYY] Ll L]
Passport Humber: 123000456
Passport Country of lssuance: Mexico
Date of Entry (MMDIVYYYY): 03132013
Class of Admission: B1

Previous |-94 Example

Departure Number

”“ﬁﬂ:::ﬁ%looooono% 00

OMB No. 16510111

oo SRl

Document
H
Title eparture Record

..D,‘..S

I (I A O O LN

14. Fi
Expiration
nate%ﬂlTﬂlDlElHlTl LEd |
1% First (Given) Name

IIMA L Lt

| Birth Date (Day/Mo/Yr)
1 1011101311710

17. Country of Citizenship

AN Y| |CIOIUNITIRIY)|

; EN O ] O D S

CBP Form [-94 {10/04)

S«EE D!her Side

Form I-94 Arrival/ Departure Record

STAPLE HERE




I-797 H1B Approval Notice with Attached 1-94

Department of Homeland Security
U.5. Citi hip and 1 igration Services

1-797A, Notice of Action

%_THE WNTEE R ﬁmq om-AMn. ERECA"

WAC-16-069-50290

RECEIPT NUMBER CASETYPE 1129 PETITION FOR A NONIMMIGRANT WORKER

RECEIPT DATE PRIORITY DATE PETITIONER
January 12, 2016
UNIV OF IOWA

NOTICE DATE PAGE BENEFICIARY
April 14, 2016 1l of 2
UNIV OF IOWA Notice Type: Approval Notice
C/0 LAURA C PRINCE Class: H1B
1w PRENTISS ST 121 20 UsB Valid from 06/14/2016 to 06/13/201%
IOWA CITY IA 52242
Consulate:

classification is valid as indicated above, foreign worker(s; o
detailed in the petition anu for the perivd suinorizec. Lianges in f
new Form I-129 petition. Since this employment or tralning authorizatic

stems

questions about tax withholding,

or she should keep the right part with his or her Form I-%4, Arrival- sparture Hecord.

given Lo the U.5. Customs and Border Prececrion wh

this new classification ar 4 port of entry or pre-[1 ight inspection stati
1-824, Application for Actia croved Applicaria:
of entry, v pre-friight insp eiffice of this appro-

1.

The approval of thig visa petition dees rot in it
alien beneficiary will subsequently pe. round t
an extension, change, or adjusteent of status.

THIS FORM IS NOT A VISA AND MAY NOT BE USED IN PLACE OF A VISA.

The above petition and change of status J.a\fe been approved. The status of the named foreion

eritioner, bur
ining i
n the f}

» he or she leaves tne United States.
or her records. A person granted a change of status who leaves the U.S. must normally obtai
classificatlon before returming., The left part can be used in applying for the new —isa.
required, he or she should present ir, along with any other reguired dacument stisn, when applylng
n. The petiticner ma:
or Petition, t< reguest that we notifr,

2elt grant any immigraricn status and does
o be eligible fer & vies, for admission roos

The Small Business Regulatury Entorcement and Fairness Acr estavlished the OFflece of the Hatianal Owbudsman

workeri{s!

ay Fuguire

ling of this peritisn,
separate employment or tralning suthorization gocomentation is not required, Please contact the 183 with any

The petitioner should keep the upper partion of this notice. The lower portion should be given to the worker, He
The 1-94 partion should be
The left parl is f i=

viga in the ne

[T

UsSCIs

CALIFORNIA SERVICE CENTER

—{ P. O, BOX 30111

LAGUNA NIGUEL CA 92607-0111

Customer Service Telephcone: (B00) 375-5283
Form 1797A (Rev. 10/31/05)N

Please see the additional information on the back. You will be notified separately about any other cases you filed.

LT

PLEASE TEAR OFF FORM 1.93 PRINTED BELOW, AND STAPLE TO ORIGINAL 194 [ AVAILABLE

Detach This Half for Personal Records

701437780 20

Receipt# wac-16-069-50290
I-94# 701437780 20
NAME

CLASS n1p

Services

1-94
Departure Record

Receipt Number wac-16-069-50290
United States Citizenship and Immigration

Petitioner; univ oF 1owa

PETITIONER: UNIV OF I0WA
1 W PRENTISS ST 121 20 USB

1+ Date of Binh

17, Fremtos af Misivanchan

IOWA CITY IA 52242

|
|
|
|
|
|
|
VALID FROM06/14/2016 UNTIL 06/13/2019% I
|
|
|
|
|
|
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CHAPTER 10

TYPES OF Ul HIRES AND WHEN
A NEW |-9 MAY BE REQUIRED

All employers must complete and retain Forms I-9 for every person they hire for employment on or after
Nov. 6, 1986, in the United States as long as the person works for pay or other type of compensation.

www.uscis.gov/i-9-central

NEW I-9’s ARE REQUIRED FOR:

New hires (faculty, staff, student employees, temp employees)

Job transfers from a fellowship or complimentary appointment to a paid appointment

A rehired employee with a break in paid service of even one business day (or re-verify an existing I-9 if
you have access to it)

An overseas Ul employee returning to employment in the U.S. at the Ul

Current employees paid from a new federal contract requiring E-Verify

EXCEPTIONS

Individuals hired on or before Nov. 5, 1986 and have remained continuously employed
Independent contractors

Individuals not physically working in the United States

Academic Fellowship appointments

Complimentary appointments

Academic year appointees returning after an academic break

Transfers from another Ul department with no break in paid service

Last updated — 1/29/2016 (DF)
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CHAPTER 11

IMPORTANT REMINDERS/TIPS FROM THOSE IN THE FIELD

e Provide the I-9 form acceptable documents list prior to start date for all employees.

e Encourage your new hire to complete their I-9 prior to their employment start date.

e NEVER complete Form I-9 for a complimentary (Pay Basis 9) appointment and never for independent
contractors, unpaid volunteers and academic fellowships.

e DO NOT send copies of documents to University Human Resources (Payroll) unless it is a requirement
for an E-Verify case.

e When completing Section 3 of the I-9 form for Reverification do not fill in the “rehire” date — leave this
field blank.

e DO NOT complete an I-9 or E-Verify case for an employee that has been continuously employed at the
University of lowa since November 6, 1986. These employees are exempted from the |-9/E-Verify
requirement.

e When doing a new I-9 and receiving the message “is this the same person” say yes/agree unless you
are certain it is not. If not do further follow-up.

e Compliance messages within the transaction system are current and have been updated to assist
departments.

e Use the Faculty & Staff Immigration Services website for help including FAQ's and other important
information.

e Helps have been put into the Transaction system to assist Departments completing forms.

e [f the message “Duplicate SSN” is received when in I-9 Express this is because it has been entered into
the Work # and the transaction system. Say yes to the message to move the screen forward.

e Ensure birth certificates are issued by a U.S. State or the U.S. State Department (if birth abroad).

e When completing form -9, always use the date you complete the I-9. The I-9 system will not allow a
future date.

e NEVER choose the E-Verify I-9 location for an employee unless DSP and University Human Resources
have provided the appropriate email confirmation of the signed contract.

e A Social Security Number is required for those Ul employees that will additionally have E-Verify
submitted on their behalf.

e Once the employee has been E-Verified they should not be E-Verified again unless there was a break in
service and the employee was rehired.
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CHAPTER 12

WHERE TO GO FOR HELP?

For assistance with access to the Data Access HR Reports, please contact your Supervisor.

Access to the |-9 system is granted to users by their department administrator or HR Unit Representative. You
can find you HR Unit Rep on the Employee Self-service under the Personal Tab/General category.

If you have any password issues, please call us:
Payroll Office 335-2381 Faculty & Staff Immigration Services 335-1167

You will also find information about completing the 1-9 form any time in the following resources

Ul Faculty & Staff Immigration Services Website — I-9 information and FAQ's.

I-9/E-Verify Best Practices Guide AND Remote/Agent I-9 Procedures and Instructions coming soon to all
of campus

I-9 manual: http://www.uscis.gov/sites/default/files/files/form/m-274.pdf

For any information or assistance, please contact:

Faculty and Staff Immigration Services (319-335-1167 or immigration@uiowa.edu), or
University Payroll (319-335-2381 or electronic-i9@uiowa.edu).
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CHAPTER 13

E-VERIFY — FAR E-VERIFY CLAUSE

E-Verify is an Internet-based system that compares information from an employee's Form I-9, Employment
Eligibility Verification, to data from U.S. Department of Homeland Security and Social Security Administration
records to confirm employment eligibility. A presidential Executive order and subsequent Federal Acquisition
Regulation (FAR) rule (clause) required federal contractors to use E-Verify to electronically verify the
employment eligibility of employees working under covered federal contracts. The order and the rule
reinforce Federal government policy that the Federal government does business only with organizations that
have a legal workforce. The University of lowa is required to use E-Verify for those individuals who work on a
FAR E-Verify Federal U.S. Contract (or subcontract).

The Division of Sponsored Programs manages all Federal contracts as they come into the University. Chapter
14 discusses this process and provides detailed information regarding the contract and what is required to
complete the E-Verify requirement.

FEDERAL CONTRACTOR INFORMATION

The following three pages provide specific information on the University of lowa’s status as a Federal
Contractor and what rules and responsibilities are associated with this status. Additionally there are
exceptions to the Federal Contractor Rule. The exceptions are noted within this chapter. Please contact
University Human Resources (Laura Prince) or Sponsored Programs with additional questions.
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Who is Affected by the E-Verify Federal Contractor Rule

The E-Verify Federal Contractor Rule only affects Federal contractors who were awarded a new contract on or after the
effective date of the rule, September 8, 2009, that includes the Federal Acquisition Regulation (FAR) E-Verify clause (found
at48 C.F.R., Subpart 2218 ). Some existing Federal contracts may also be bilaterally modified to include the FAR E-Verify
clause after the effective date of the rule.

Government contracting officials, not E-Verify, decide if a Federal contract qualifies for the Federal Acquisition Regulation

[FAR) E-Verify clause. To qualify, the contract must meet the following criteria:

= The contract was awarded on or after the E-Verify Federal contractor rule effective date of September &, 2009, and
includes the FAR E-Verify clause;

* The contract has a period of performance that is for 120 days or more;
= The contract’s value exceeds the simplified acquisition threshold of $150,000 ;

» At least some portion of the work under the contract is performed in the United States.

FAR Subcontractors

The E-Verify Federal contractor rule requires certain Federal prime contractors to require their subcontractors to use E-
Verify when:

= The prime contract includes the Federal Acquisition Regulation (FAR) E-Verify clause;
« The subcontractis for commercial or noncommercial services or construction;
« The subcontract has a value of more than $3,000; and

= The subcontractincludes work performed in the United States.

Indefinite-Delivery/Indefinite-Quantity (IDIQ) Contracts

Gowvernment contracting officials may modify IDIQ contracts on a bilateral basis to include the FAR E-Verify clause for future
arders, in accordance with FAR 1.108(d)(3), when:

* The remaining period of performance extends at least six months after the effective date of the rule; and

» The amount of work or number of orders expected under the remaining period of performance is substantial.

If the FAR E-Verify clause is included in a modified IDIQ contract, the employer must participate in E-Verify within 30 calendar days of the

muodification date.

Page | 36



RULES AND RESPONSIBLITIES OVERVIEW

Federal contractors participating in E-Verify MUST:

¥"  Follow E-Verify procedures for each new hire while enrolled/participating in
E-Verify.

v"  Notify each job applicant of E-Verify participation.

v"  Clearly display both the English and Spanish ‘Notice of E-Verify Participation’ and
the ‘Right to Work' posters.

v  Complete the Form |-9 for each newly hired employee before creating a case in
E-Verify.

Ensure that Form |-9 List B identity documents have a photo (Section 2.1).

LSRN

Create a case for each newly hired employee no later than the third business day
after he or she starts work for pay.

v"  (Obtain a Social Security number (SSN) from each newly hired employee on Form
I-9.

v"  Provide each employee the opportunity to contest tentative nonconfirmation
(TNC).

v"  Allow each newly hired employee to start and continue working during the E-Verify
verification process, even if he or she receives a TNC.

4\

Ensure that personally identifiable information is safeguarded.

1\

Only use E-Verify for an existing employee under limited circumstances. For more
details about verifying an existing employee review the ‘Supplemental Guide for
Federal Contractors.’

v"  Use special considerations when you decide how to, and whether to verify an
existing employee. For more information review the ‘Supplemental Guide for
Federal Contractors.’

¥"  You are required to create a case within a specified period of time. If a case is not
created within those timeframes, you must note the reason for the delay and

attach it to Form |-9.

v"  You may not verify an employee selectively, and must follow E-Verify procedures
for each newly hired employee and an existing employee assigned to a covered
federal contract while your company is participating in E-Verify.
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Federal contractors participating in E-Verify MUST NOT:

Use E-Verify to prescreen an applicant for employment.

Check the employment eligibility of an employee hired before their company
signed the E-Verify MOU.

Take any adverse action against an employee based on a case result unless
E-Verify issues a final nonconfirmation.

Specify or request which Form |-9 documentation a newly hired employee must
use.

Use E-Verify to discriminate against ANY job applicant or new hire on the basis of
his or her national origin, citizenship or immigration status.

Selectively verify the employment eligibility of a newly hired employee.
Share any user |D and/or password.

EXCEPTIONS TO FEDERAL CONTRACTOR RULE

Federal contractors with the FAR E-Verify clause are not required to verify the
following employees:

Any employee who was hired on or before November 6, 1986.

NOTE: Individuals hired for employment in the Commonwealth of the Northern
Mariana Islands (CNMI) on or before November 27, 2009 are also not subject to
Form I-9 or verification through E-Verify.

Any employee who has been granted and holds an active U.5. government
security clearance for access to confidential, secret or top secret information in
accordance with the "National Industrial Security Program Operating Manual.”

e Any employee who has undergone a completed background investigation and

been issued credentials pursuant to Homeland Security Presidential Directive
(HSPD)-12, Policy for a Common Identification Standard for Federal Employees
and Contractors.
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CHAPTER 14

DIVISION OF SPONSORED PROGRAMS (DSP) E-VERIFY NOTIFICATION

The Division of Sponsored Programs (DSP) manages all federal contracts on behalf of the University of lowa.
Their office works in partnership with University Human Resources and Grant Accounting to ensure
compliance for the E-Verify requirement that is part of the federal contract or subcontract. DSP receives the
contract and then sends an initial email to the Principal Investigator (Pl) explaining the E-Verify requirement
and the next steps of the process.

VLSV NLNT NN NENY LN NYNENT NN VL NTVENT N NENT NN NNV VLN T NP VD NT VDL N NENT ST VLT NYNENENT NN NYND VL ST NY VLY NEN N NTNDNT VL NENY NENL NN VL NT N VLN NENE N NY NN NT VL NY NV NTNT VL V7 V)

Date:[ ]

To: [Pl and Dept. Administrator]
From: [Contract reviewer, DSP]

Re: [Contract number and project title]

The contract we have received from [Name of Sponsor] for the study above referenced contains a federal government
requirement that all employees working on projects funded by a federal contract be verified as eligible for employment
in the United States. The verification process is to be carried out through the Department of Homeland Security’s E-
Verify online system.

Do not perform the e-Verify verification until you receive notice from DSP that the contract has been fully signed.
Premature e-verification jeopardizes funding for this contract as well as other federal funding received by the University
of lowa. The purpose of this message is to give you advance notice to prepare to e-Verify your employees working on
the contract. Until the contract is fully signed do not e-Verify for any reason.

Federal law requires verification of the affected employee to begin within ninety (90) days following the award of the
contract, which occurs when both the University of lowa and the federal contract sponsor have signed the agreement.
Your department is responsible for initiating this process; however, Ul Human Resources will work with your appropriate
departmental Human Resources representative.

Immediate Departmental Actions:

e List employees (and volunteers) who will work on this project. It is important to note that individuals who are
volunteers may need to go through the E-Verify process even though they are not Ul employees. Please
contact laura-prince@uiowa.edu with questions.

e Notify your appropriate HR representative that a federal contract is expected to be awarded with the e-verify
provision, and send the list of employees to the representative as soon as possible.

Next Steps:

When the contract has been signed by both parties, the Division of Sponsored Programs will send the department a
second notice. The ninety day deadline to e-Verify employees commences when the contract has been signed by both
parties.
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Employees assigned to the contract must complete a new I-9 Employment Eligibility form. The information in the form
will be matched against the E-Verify system and the system will return a notice of eligibility. Should there be a tentative
determination of ineligibility the employee will be given explicit instructions on how to try to resolve the problem. Your
Departmental Human Resources representative will be able to assist you with the procedures.

Ongoing Responsibilities:

If a current University of lowa employee is assigned to the project during the contract period, the newly assigned
employee is required to be verified within thirty (30) days if they have not been verified already.

When hiring a new university employee to work on a federal contract, that new employee must be verified within three
(3) business days of beginning work.

If you will be collaborating with another entity and subcontracting for services or if you will be purchasing services or
paying for construction from an outside vendor in connection with a covered federal contract, include the words “FAR
Employment Eligibility Verification clause #52.222-54 applies to this purchase order” in the Vendor Comments box of
the PReq. This will help to provide the required notice to subcontractors and vendors that they must also comply with
e-Verify for subcontracts and procurements over $3,000.

Contacts:

For more information or questions on the E-Verify process: Contact Human Resources, Payroll Office (319-335-2381) or
Faculty & Staff Immigration Services (319-335-1167).

For more information, questions, or concerns on the E-Verify clause in federal contracts: Contact the Division of
Sponsored Programs, (319-335-2123) or dsp-contracts@uiowa.edu .

LIS NLNY NENENTNYNENT NYNENT NYND VL NYVENT N NENY NYNDNTNY VL NT NTVE VLNV NE N NYNYNT ST VL NT NYNENTNTNE N NYNE VL NTNE VLY NN ST NENENT VLN NYNENENT NV NN VENT N NENT N NENT N VL NY NV NT NV VNP VN

Once the contract has been signed by both parties, the Division of Sponsored Programs sends a second and
final email with next steps. This email confirms the contract has now been signed and E-Verify should be
done on those who will be working on the contract.

VLSS NLNT NENENTNYNENT NYNENY NYND VT NY VL NT N NENY NYEND N NY VLN NTNE VLNV NE N NTNYNT ST VL NT NYNENTNTNE N NYNE VL NTNE VLY NN ST NENENTNE N NYNENENT NV NN VENT N NENT N NENT N VL NT NV NT NV VT NPV V)

Date:

To: [Pl and Dept. Administrator]
From: [Contract Administrator, DSP]
Re: [Contract # and project title]

The above referenced contract was completed (signed by both parties) on [date]. As we have previously advised you,
this contract is subject to e-Verify, the federal government’s requirement that employees working on federal contracts
have their eligibility to work in the United States verified.

The ninety (90) day time limit for verifying the project employees began running on the date above. Please be in touch
with your unit’s Human Resources representative immediately. Your HR rep will carry out the verification process.
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Your department is responsible for continuing to comply with the e-Verify provision during the full term of the study.
Here are your ongoing responsibilities:

If a current University of lowa employee is assigned to the project during the contract period, the newly assigned
employee is required to be verified within thirty (30) days if they have not been verified already.

When hiring a new university employee to work on a federal contract, that new employee must be verified within three
(3) business days of beginning work.

It is important to note that individuals who are volunteers may need to go through the E-Verify process even though
they are not Ul employees. Please contact laura-prince@uiowa.edu with questions.

If you will be collaborating with another entity and subcontracting for services or if you will be purchasing services or
paying for construction from an outside vendor in connection with a covered federal contract, include the words “FAR
Employment Eligibility Verification clause #52.222-54 applies to this purchase order” in the Vendor Comments box of
the PReq. This will help to provide the required notice to subcontractors and vendors that they must also comply with
e-Verify for subcontracts and procurements over $3,000.

Contacts:

For more information or questions on the E-Verify process: Contact Human Resources, Payroll Office (319-335-2381) or
Faculty & Staff Immigration Services (319-335-1167).

For more information, questions, or concerns on the E-Verify clause in federal contracts: Contact the Division of
Sponsored Programs, 319-335-2123, or dsp-contracts@uiowa.edu.
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CHAPTER 15

1-9 LOCATIONS FOR E-VERIFY — HOW TO REQUEST A LOCATION

When a Department obtains a new Federal contract and is required to E-Verify those employees who will be
working on the contract they must first check to make sure that the “E” location has been set up for where the
employees will have E-Verify assigned. Below is an example of locations including several “E” locations. If the
Department attempts to do a new I-9 using E-Verify and they don’t use an “E” designated location, E-Verify
will not be performed. The Department will need to provide an eleven number location with description to
Laura. Once the location and description have been given Laura works with Information Management within
University Human Resources to have the new “E” located added. The following business day the location
should be available in the drop down for the Department to then begin using.

177 ALy 172 A lauiuoa U 1T

Section 1. Employee Information and Attestation (Employees must complete and sign
Section 1 of Form -9 no later than the first day of employment, but not before accepting a job
offer)

Last Mame (Family Names) First Mame (Given Nams) Iiddle Initizl Cther Mames Used (if any)
Address [ Street Number and Name) Apt. Number City or Town State Zip Code

L 4
Drate of Birth U.5. Social Security Mumber E-mail Address Telephone Mumber
{ mimddiyyy) . {optiona) {optiona)
SSN Applied For
Location
L 4

| 04-0240-00000 GLOBAL REGION ENVIRON RES-CTR -

04-0255-00000 OFFICE OF ANIMAL RESOURCES
L 04-0255-00000-E OFFICE OF ANIMAL RESOURCES

04-0256-00000 OFFICE OF THE lACUC

se statements of use of
04-0265-00000 ENVIROMMENTAL HEALTH ANMD SAFETY

04-0265-00000-E ENVIRONMENTAL HEALTH AND SAFETY

04-0265-00001 ENVIRONMENTAL PROGRAMS

04-0265-00001-E ENVIROMMENTAL PROGRAMS

04-0265-00002 ADMINISTRATION

04-0265-00002-E ADMINISTRATION

04-0265-00003 RADIATION SAFETY _

04-0265-00003-E RADIATION SAFETY X

ri:

04-0265-00004 QCCUPATIOMNAL SAFETY g, such as refugess, asyleas,
04-0265-00004-E OCCUPATIONAL SAFETY ¢ ofthe Marshall Islands, or
04-0265-00006 BIOLOGICAL SAFETY

04-0265-00006-E BIOLOGICAL SAFETY CIS Number OR Form |-94

04-0265-00007 CHEMICAL SAFETY
04-0265-00007-E CHEMICAL SAFETY
[ 04-0272-00000 ADMINISTRATION bl
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