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COBRA &

HR Assist Retiree Billing

Dependent
QE’QQ Verification FSA &

Commuter

Technology Driven HR
Solutions to Take Your
Company Further

Suite of HR Benefits, Payroll and Leave

Management, and Compliance solutions
offered individually or bundled.
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HR Solutions should be simple. Keep it BASIC.



Y Presenter

Alejandro Pérez

Alejandro assists employers facing a variety
of employment disputes, including
employment discrimination, sexual
harassment, wrongful termination, workplace
torts, trade secret/anti-piracy, non-compete
agreements and unfair competition litigation
and arbitration. Alejandro’s clients value his
proactive and practical approach to

identifying preemptive HR strategies that
increase employee job satisfaction, minimize
risk, and reduce overall litigation costs.
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2> Immigration Buckets

“Alien Authorized to Work”

o=

Non-
Citizen
National

Legal Permanent Resident Out of
(“Green Card”) (1-551) Status or

+ Permanently able to live U nIanuIIy

and work in the U.S.
+ Permanent means Present

permanent!
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> The Risk

* You can't afford |-9 mistakes.
Simple errors and omissions
can lead to government fines
and penalties ranging from
$234 to $2,332 per employee.
In addition, the government can
aggravate fines up to an
additional 25% based upon a
variety of factors.

v ~ . »
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> Mistakes on the Form -9

* Dubbed “America’s most complicated
form”, the 1-9 is filled with potential
traps for the unwary employer. There
are more than 80 common errors
that can be made on the form. Even
using an electronic I-9 system, up to
10-20% of 1-9s can contain mistakes
due to the complexity of the laws.
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Basic I-9 Training




> Overview

- The Immigration and Nationality Act requires all employers to verify the work authorization
of all employees hired after November 6, 1986. This is accomplished by completing Form 1-9
and reviewing the work authorization documents presented by the employee.

* |-9 Rules

The 1-9 cannot be completed until a job offer has been made and the employee has accepted
that offer.

The Employee must complete Section 1 on or before the first day of work for pay.

The employee must present original documents from the List of Acceptable Documents to
prove eligibility to work. All documents must be unexpired, genuine, and relate to the person
presenting them.

Employer must complete Section 2 within three business days of the first day of work for pay.

BASIC | www.basiconline.com




>»Form I-9

Employment Eligibility Verification USCIS
Department of Homeland Security Form I-9

Y OMB No. 16150047
U.S. Citizenship and Immigration Services Expires 10/31/2022

> START HERE: Read i ions carefully before

form. The i ions must be available, either in paper or electror

the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an
employee may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the
documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. i and
than the first day of but ot before accepting a job offer.)
Last Name (Family Name)

ly pleting
n of this form. Employers are liable for errors

during compl

‘must complete and sign Section 1 of Form I-9 no later

First Name (Given Name)

Middle Initial ‘Dlher Last Names Used (if any)

Address (Street Number and Name) Apt. Number | City or Town State 2ZIP Code

Date of Birth (mmv/dd/yyyy) | U-S. Social Security Number | Employee's E-mail Address Employee's Telephone Number

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

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

[ 1. Acitizen of the United States

[] 2. A noncitizen national of the United States (See instructions)

[[] 3. Alawful permanent resident ~ (Alien Registration Number/USCIS Number):

[[] 4. An alien authorized to work  until (expiration date, if applicable, mm/ddlyyyy):
‘Some aliens may write "N/A” in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form 1-9: o oLt I e Saace
An Alien Registration Number/USCIS Number OR Form 1-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:
OR

2. Form 1-94 Admission Number.

3. Foreign Passport Number:

Country of Issuance:

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):
[[]1did notuse a preparer or translator. [ ] A ) the employee i leting Section 1.
(Fields below must be completed and signed when praparers and/or translators assist an employee in completing Section 1,)

I attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
the i ion is true and correct.
Signature of Preparer or Translator

Today's Date (mm/ddlyyyy)

Last Name (Family Name) First Name (Given Name)

Address (Street Number and Name) City or Town State  |2IP Code

@ Employer Completes Next Page @

Form 19 101212019 Page 1 of 3

Employment Eligibility Verification USCIS
Department of Homeland Security Form I-9

e, o N 2 o OMB No. 1615-0047
USS. Citizenship and Immigration Services Expies 1051120

Employer or Authorized Representative Review and Verification
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You
&

|must. from List A OR from List B and one List C as listed on the "Lists
of Acceptable Documents.”)
Last Name (Family Name) First Name (Given Name) M.I._| Cilizenship/immigration Status,
[Employee Info from Section 1
ListA OR ListB AND ListC
Identity and Employment Authorization Identity Employment Authorization
Document Tille Document Tille Document Tille
Tssuing Authority Tssuing Authority Tssuing Authority
Document Number Document Number Document Number
Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy)

Document Title

Tesuing Authority Additional Information e

Document Number

Expiration Date (7 any) (mm/ddyyyy)

Document Title

Tssuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employe
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee's first day of (See i ions for

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) | Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative | First Name of Employer or Authorized Representative | Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) | City or Town State  [z1P Code
Section 3. and Rehires (To be completed and signed by employer or i ive.)

[A. New Name (if applicable) [B- Date of Rehire (if applicable)

Last Name (Family Name) First Name (Given Name) Middle Initial | Date (mm/dd/yyyy)

[C-Tthe employee Tor s expired, provide the information for the document or receipt that establishes
|continuing in the space provided below.

Document Title Document Number

Expiration Date (if any) (mm/dd/yyyy)

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

Signature of Employer or Authorized Representative | Today's Date (mm/dd/yyyy) | Name of Employer or Authorized Representative

BASIC | www.basiconline.com

Form 19 10/21/2019 Page 2 of 3




Y Section 1

BASIC | www.basiconline.com

Employment Eligibility Verification

Department of Homeland Security
U.S. Citizenship and Immigration Services

USCIS

Form I-9
OMB No. 1615-0047
Expires 10/31/2022

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an
employee may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the
documentation presented has a future expiration date may also constitute illegal discrimination.

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

Last Name (Family Name) First Name (Given Name)

Middle Initial

Other Last Names Used (if any)

Address (Street Number and Name) Apt. Number

City or Town

State ZIP Code

Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's E-mail Address

Employee's Telephone Number

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in

connection with the completion of this form.

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

[] 1. Acitizen of the United States

|:| 2. A noncitizen national of the United States (See instructions)

|:| 3. A lawful permanent resident  (Alien Registration Number/USCIS N

umber):

|:| 4. An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy):
Some aliens may write "N/A" in the expiration date field. (See instructions)




> Preparer/Translator Section

Preparer and/or Translator Certification (check one):
|:| | did not use a preparer or translator. |:| A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)

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

Signature of Preparer or Translator Today's Date (mm/dd/yyyy)
Last Name (Family Name) First Name (Given Name)
Address (Street Number and Name) City or Town State ZIP Code

@ Employer Completes Next Page @

Form I-9 10/21/2019 Page 1 of 3
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Y Section 2

BASIC | www.basiconline.com

Employment Eligibility Verification USCIS

Department of Homeland Security Form 1-9

. R . . 4 OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 10/31/2022

Section 2. Employer or Authorized Representative Review and Verification
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You

must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists
of Acceptable Documents.")

~ Last Name (Family Name) First Name (Given Name) M.I. | Citizenship/Immigration Status
Employee Info from Section 1
List A OR List B AND ListC
Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
Issuing Authority Issuing Authority Issuing Authority
Document Number Document Number Document Number
Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy) Expiration Date (if any) (mm/dd/yyyy)

Document Title

Tssuing Authority Additional Information IR Code - Sections SZPS;C:’Q

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Certification: 1 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 employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee’s first day of employment (mm/dd/yyyy): (See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative First Name of Employer or Authorized Representative Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) City or Town State ZIP Code




Social Securi

ADMINISTRATIO

2 Issuing Authorities T - e

* |ssuing authorities for Social Security
Cards: record what is on the card!

* Department of Health and Human
Services

 Social Security Administration



2lIssuing Authority for Driver’s License

* Read the driver’s license and record what it says

* If there is no clear issuing authority, write “State of

EATEORNIA

| .mg{ - g{a .[ .”’ o

John Ehriaﬁnphnr Dep|
9100 Wilshire Blvd.

Beverly Hills, CA 902
SEX IHHI' WEIGHT  HAIR

umr!ﬁ\Hm
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2 Issuing Authority for US Passport

* US Department of State

BASIC | www.basiconline.com



> Section 3

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)

A. New Name (if applicable)

B. Date of Rehire (if applicable)

Last Name (Family Name)

First Name (Given Name) Middle Initial Date (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title

Document Number

Expiration Date (if any) (mm/dd/yyyy)

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

Signature of Employer or Authorized Representative | Today's Date (mm/dd/yyyy)

Name of Employer or Authorized Representative

Form I-9 10/21/2019

Page 2 of 3
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Section 3 -Reverification for Current

) Employees

* Note: U.S. Citizens and non-citizen nationals
never need re-verification in Section 3.
* Do not re-verify the following documents:

* An expired U.S. passport;

« An Alien Registration Receipt Card/Permanent
Resident Card

* (Form |-551);

 List B document that has expired. =

BASIC | www.basiconline.com




> List of Acceptable

Documents

BASIC | www.basiconline.com

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.

LISTA LISTB
D that D that E
Both Identity and Identity

Employment Authorization OR

AND

LISTC

Documents that Establish
Employment Authorization

1.

U.S. Passport or U.S. Passport Card

[ 4

Parmanent Resident Card or Alien
Registration Receipt Card (Form 1.551)

Foreign passport that containg a
temporary 1-551 stamp or temporary
1551 printed notation on a machine-
readable immigrant vaa

Drivers license or 1D cand issued by a
State or outlying possession of the
United States provided & contains a
photograph or iInformation such as
name, date of birth, gender, height. eye
color, and address

Employment Authorzation Document
that contans a photograph (Form
1-766)

2. 1D card issued by federal, state or local
government agencies or entises,

A Sodal Secunty Account Number
card, uniess the card includes cne of
T folioning restricions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

provided & contans & =1 Y or
nformation such as name, date of binth,
gender, height, eye color, and acdress

For a nonimmigrant alien authorized
10 work for 3 specific employer
because of his or her status
a. Foreign passport; and
b. Form 1.84 or Form 1.94A that has
e foliowing:
(1) The same name as the passport,
and

{2) An endorsement of T alien's
nonimmigrant status as long as
hat period of endorsement has
not yet expired and the
proposed employment is not in
confict with any restrictions or
limzatons dentified on the form

3. School ID card with a photograph

Cersfication of report of birth issued
by ?he Department of State (Forms
DS-1350, FS-545, FS-240)

4. Voter's registration card

5. U.S. Miitary card or draft recoed

6. Miltary dependent's 1D card

Original or cersfied copy of birth
cerficate issued by a State.
county, municipal authorlty, o
temriory of the United States
bearing an ofMcial seal

7. U.S. Coast Guard Merchant Mariner
Carc

Native American ¥idal document

8. Nagsve American tnbal document

U.S. Citizen ID Card (Form 1-197)

9. Drivers icense issued by a Canadan
government authority

Passpon rom !he Federated States of
Micronesia (FSM) or the Repubiic of
the Marshall Islands (RMI) wih Form
194 or Form 1-94A indicating
nonimmigrant admission under e
Compact of Free Association Between
the Unzted States and the FSM or RMI

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

dentificason Card for Use of
Resident Citizen in the United
Stwates (Form 1-179)

10. School record or report cand

11. Clinic, doctor, or hospital record

12. Day-care of nursery school record

Empioyment auhonzation
cocument issued by e
Department of Homeland Security

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

Refer to the |

for more Inf ion about

Form 19 071717 N

Pase 1ol




Y 1-9 Matrix
List A

« * Also foreign passport +
1-94 + |-20 (F-1 students)
OR foreign passport + I-
94 + DS-2019 (J-1
trainees)

BASIC | www.basiconline.com

LIST A

Document Type

5. Passport or Passport Card

Permanent Hesident Card or Alien Registration Receipt
Card {Form 1-551)

Foreign passport with temporary 1-551 stamp or printed
notation on a MRIV

Employment Authorization Document (Form I-766)

Foreign passport with with Arrival/Departure Record (Form
1-94)

Passport from the Federated States of Micronesia (FSM)
or the Republic of the Marshall Islands (RMI) with Form -
94 or Form |-94A

A Noncitizen
National of
the U.5.

A Lawful
Permanent
Resident




Y List A

11)1\ \\1 \Cmr\ig__

e B i
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-9 Matrix
List B

BASIC | www.basiconline.com

LIST B

Document Type

Driver's License or 1D card issued by a U 5. state or
outlying possession

|D card issued by a U.5. federal, state, or local
government agency

School ID card

Voter registration card

U.S.military card or draft record

Military dependent's ID card

U.5.Coast Guard Merchant Mariner Card
Mative American tribal document

Driver's license issued by a Canadian government
authority

School record or report card (under age 18)
Clinic, doctor, or hospital record (under age 18)

Daycare of nursery school record (under age 18)

A Noncitizen
National of
the U.5.

A Lawful
Permanent
Resident




y List B Documents That Establish Identity
Only — Must Be Unexpired

LiTeD TEAw 2 | W VARYLANDS
_ IO LICENSE Ve = " Identification Card

: MARK i
i 2123 NORTH STREET #—"
d  AFT 201
. DES MOINES, 1A 50301-1234
L 3o 123X06789 o T

JOE . 1100772016 . 01/12/2021 ﬁ
- 13t yer BRG % 1

BTl i BB irwior 150 1 1adiesBH

,%Ws to 1P34BETROMHIZ455TES012345
" f - .

; s M pave B'GOB" # e / PR A MR
|:r-;;fDHE'I I HDNE*UWF‘ ) ¥
ALEMINE T Y =
sooe 0111211967 01/12/67

E LT ST R AR T
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> 1-9 Matrix List C

A Noncitizen A Lawful

Document Type Mational of | Permanent
the U.5. Resident
Social Security Card™ ® ® ® ®
Certification of Birth Abroad (Form F5-545) L ®
Certification of Report of Birth (Form DS-1350) L ®
Consular Report of Birth Abroad (Form F5-240) L ®
u U5 birth certificate {original or certified copy) L ®
E Mative American tribal document ® ® ® ®
U.5. Citizen ID Card (Form 1-197) L ®
|0 Card for Use of Resident Citizen in the United States L ®
{(Form I-179)
Employment authorization document issued by the U.S. L @ ® ®
Department of Homeland Security

*Watch for restricted SSCs — some Aliens Authorized to Work
will have restricted, some will have unrestricted cards.

BASIC | www.basiconline.com




List C Documents that Establish Work

)Authorization

Social Security Card ¥ SEC
VA ‘.2'96 89."77 b

THIS NUMBE'H HAS B;kiu ESTRHUSHED FOR

a IMAI MmoRﬁf
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2 Restricted Social Security Card
LIST C:

PR L T AT TR L TR TN OF 5 I8 5 ML O Y ST T B IATHE D AR B REDUTY SOA R L8 I 4 e

v
:

i _ - R E KK
i CWITH Dﬁﬁiﬁl.:_ ORIZATION

FRATI LU T B LU MY AL TR L, T L
= M 4 :
= .ILI‘\_I} pra ]
! T
i e
=t f A
=maf Oy i H
i X
~ ]
= i [
x A
1l u E
e
% I
7
4

',M.mulmru o
=

=

=

DO NOT ACCEPT!
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Y Birth Certificate

BASIC | www.basiconline.com

CERTIFICATE OF LIVE BIRTH

STATE OF HAWAI
71

DEPARTMENT OF HEALTH

i sy | 61 10641

=04 Fint Name  (Type or print)

1b. Middle Name le. Last Name
BARACK HUSSEIN OBAMA, IT
3. Thia Birth = =+ "‘g‘c_mﬂg.ﬂ_pm. ey " Momh Dar Year 5b. Hour /
: |singte[ ¥ Toin [} Tepies[ )] 5ai(] 20al] sed[]| Duie August 4L, 1961 7424 Poy_
- Place of Birth: City, Town or Rursl Location 6b.  fsland
_ Henolulu Oghu
caplisl or [nsiliilon [IT met In hosplial er Insiliutlon, give sireel address] |60, Is Ploce of Birth Inskde City or Town Limite?
;_— ' Kapiolani Maternity & Oynecological Hospital ;’:&] ';"EI""‘ disitlel
.; Sl enee of Moiber: Cliy, Town or Rural Lp<ailon Th. Tland Te. Usuniy and Siaie or Forelgn Cauntry
» Honelulu Oahu Honolulu, Hawali
fﬁ.' Sirect Address Te. [ Residence Inslde Chiy or Town Limin?
6085 Kalanianaole Highway ;’_ﬁj‘“ﬂ dionciei
}Jﬁ"ﬁ&'&\ﬁ-ﬁﬁ‘iﬁ‘r&' ST [Tg. s Residence on a Farm or Flantation’
YalJ W@l
I}fg_'mlladl?lﬂwr 9. Race d’ufmﬁ =
BARACK HUSSEIN OBAMA African 1
ﬂ'ﬁ.'—f‘e of Father [11. Birthploce (liind, Swie o Foregs Couniry)|12m,  Usual Oceupation 12h.  Kind of Disiness or Indusicy
[ 25 kem’s., East Africa - = Student - University ]
Ti;-.”ﬁ'i wme of Mother T4 Weee of Mother
i STANLEY ANN DUNHAM Caucasisn :
ﬁ'{_mm CTiland, Samw or Fareign Cowin] 172, Type of Occupstion Chatside Home During Pregnancy |17h.  Date Last Worked
b 18 Wich:l.ta nansss g 'None

71 certify thal the sbove stated |1 ure ormldomm
| form lﬁuhuz -&um
gu;da best of my knowledge.

Parent [] 185:  Date of Signature

#-7</

1!9

o Sigmasiure nmd-l /?
b e e | 4 /
| bour stated above. i

19b. Daie of Signsiare

o

rﬁ Date Aseapied by Local Koy 'ﬂ_ ﬁpumu of Loeal Ilthhl

UG =8 1361 :P u'u.ﬂﬂ.“

o WIS g

H. Evidenee for Delayed Filing or Alterstion
|




> Beware of the S— .
Hospital %grthﬂ%ﬁfigfgggik

Certificate! It is : Rkt M,
not a valid List N D / .
C document. e o s L) lps Lttt Bt

in his Hospital at_L0 55", it g doai

EEEEEEEEEEE

the ?b){ day of adlptles/ 7 1o

In Witnwess Wherent se aending Physician has
tereunto sel his hand and lhe said Hospilal has cauwsed thés
@W@@@dW@aﬁMWWWW%@W
Seal lo be frerewunto affixed.

NNNNNNNNNNNNNNNNNN

b ;
7 / 0 ,) ; /‘)? s % o V
N : / \ y
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> List (c)(7) “Other”

U.S. Citizenship Certificates

Expired I-551 + |-797 recelpt for extension
|-20 endorsed for CPT + |-94

DS-2019 endorsed for work + 1-94
Other possibilities




“Alien Authorized to Work”

Y Lawful Permanent

Resident ("Green
Card”) (I-551)

BASIC | www.basiconline.com



3 I-766 Employment Authorization Cards -
Temporary

r ’*'

5

T @Ea O S-m 1 ] ey T e i
iy Ll o o 1R P TR e | e

i e ol B B W T R
O i # e R AP el e UECEL ' Rl R L e ol ]

=

IAUSADDOOODE1218RCO000000812<<
Z00T012ZMT105T10BETHES S CCLLLLLCCh

SPECIMEN<<TESTAVDIDL<<C{LCL{<LL

= ST e S A T el T
e
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2 Versus - Current
Green Card (I-551) —
Permanent —

DO NOT RE-VERIFY
IN SECTION 3

BASIC | www.basiconline.com

L. NS

8 11 i

Slinumet i * A ..
- SPECIMEN

55 B e
Py T
0821107 |

Rusidant $ecn: ﬂ;{:::”.r.

L PERMANENT RESIDENT

b

A b, g g U5 MM, LSS Mad ¥ S35, PO B R Lingoon, RE RER1- 2501

sraan card number

c1usnnnnuﬂnﬂni1§ﬂtnnunnnnﬂn1{ﬁ|
Z001012FO708214

SPECIMEN<<TESTAVOID<<<<gs<<<<s

] o
T A L

o




)Automatic 180 Day Revalidation for
Certain EADs

« Starting January 17, 2017, USCIS started to automatically extend
certain expiring EADs for up to 180 days for applicants who:

* (1) Properly filed for a renewal EAD before their current EAD
expired, and

* (2) The EAD renewal is under a category that is eligible for an
automatic 180-day extension and

* (3) The Category on the current EAD matches the “Class
Requested” listed on this Notice of Action.

* Note: If the employee is a TPS beneficiary or pending
applicant, the EAD and this Notice must contain either the
A12 or C19 category, but the categories do not need to
match each other.
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Class of EADs Eligible for 180 Day

Revalidation

Refugee

>

Asylee

N-8 or N-9

Citizen of Micronesia, Marshall Islands, or Palau
Withholding of Deportation or Removal Granted
Temporary Protected Status (TPS) Granted

Asylum Application Pending

Pending Adjustment of Status under Section 245 of the Act

Suspension of Deportation Applicants (filed before April 1, 1997)
Cancellation of Removal Applicants
Special Rule Cancellation of Removal Applicants Under NACARA

Creation of Record (Adjustment Based on Continuous Residence Since January 1, 1972)

Pending initial application for TPS where USCIS determines applicant is prima facie eligible for TPS and
can receive an EAD as a “temporary treatment benefit”.

Section 210 Legalization (pending I-700)
Section 245A Legalization (pending I-687)
LIFE Legalization

VAWA Self-Petitioners

BASIC | www.basiconline.com




> Onboarding Practices

» To complete Section 2, the employee must bring acceptable
documents from List A, B or C as indicated in the Form [-9
instructions. You cannot direct the employee to present specific

documents. _
A common error by -9 completers is to

ask an employee to bring “two forms
of ID” or “a driver’s license and social
security card.” The correct method is
to request the employee to bring
“employment eligibility verification”

and hand him/her the list of acceptable
documents.
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> Onboarding Continued

* Must review ORIGINAL
documents. No scans, emails,
photos, texts, facetime or skype.

* Able to use an “agent” for remote
hires. Can be a notary in some
states.

* |f remote hire, develop remote
protocols.
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> Completing Forms on Time

Section 1 = On or before the first day of work for
pay

Section 2 = Within three days of the date of hire.
Monday-Thursday rule.

DON'T SHARE SECTION 2. It has been confirmed
that the person who reviews the documents must
complete all of Section 2.
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¢ Recording Name Changes For Current
Employees

1.

2.

You are not required to update Form I-9 when an employee changes his/her name.

USCIS “recommends” that you maintain correct information and note any changes in
Section 3.

The regulations do not require that an employee present documentation to prove the
name change.

You may “ask” the employee for the basis of the name change to be reasonably
assured of the truth.

You can require proof of the name change for payroll purposes, in order to avoid SSA
mismatches or E-verify problems (for E-verify employers have special rules).
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» Advanced Documentation Issues




> Receipts

BASIC | www.basiconline.com

Table 1: Receipts

Is this receipt

proof of : What must the
Receipt Who may present employment How long is this employee present at
this receipt? receipt valid? the end of the receipt
authorization di Hod?
and/or identity? ¥AllEY period]
A receipt for a replacement All employees A rece pt fulfills 90 days from The actual document for

of a lost, stolen, or damaged
document

the verification
requirements of
the document for
which the receipt
was issued (can
be List A, List B, or
List C)

date of hire or, for
reverification, the
date employment
authorization expires

which the receipt was
issued

The arrival portion of the Form Lawful Permanent Employment Until the expiration The actual Form 551
1-94 or I-94A containing a Residents authorizationand | date of the Temporary | (Permanent Resident
Temporary -551 stamp and identity [-551 stamp or, if no Card, or “green card”)
photograph (List A) expiration datg, one
year from date of issue

The departure portion of Form Refugees Employment 90 days from An unexpired EAD (Form
1-24 or -94A with an unexpired authorization and | date of hire or, for I-T66) or a combination
refugee admission stamp identity reverification, the of a valid List B document

(List A date employment and an unrestricted

authorization expires

Social Security card




2TPS

« TPS —Temporary Protected Status https://www.uscis.gov/humanitarian/temporary-protected-status

 Individuals with TPS generally choose to present a Form I-766, Employment Authorization
Document (EAD), issued under category A12 (TPS granted) or C19 (TPS applicant). Employers
can find the EAD category printed on the face of the EAD card. An unexpired EAD is acceptable
proof of identify and employment authorization, and can be recorded in List A of Section 2 of the

Form 1-9.

* In some cases, a worker with TPS will present an expired EAD card. A Form 1-797, Notice of
Action (receipt notice), presented by the TPS worker, may be evidence of a timely filed renewal
application, and it may be acceptable evidence of continued employment authorization. DHS may
also issue blanket automatic extensions of employment authorization, regardless of when the TPS
worker applied for renewal. In this latter case there may be no documentation needed by the
employee. Always check the website above.
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https://www.uscis.gov/humanitarian/temporary-protected-status
https://www.uscis.gov/green-card/green-card-processes-and-procedures/employment-authorization-document
https://www.uscis.gov/forms/filing-guidance/form-i-797-types-and-functions

Introduction to Deferred Enforced
Departure

« Like TPS, DED allows individuals of designated countries to remain and work in
the United States. Presidents use their discretionary power in managing foreign
relations in designate DED for specific countries. At this time, only Liberia and
Venezuela are designated for DED, with U.S. officials granting EADs for work
authorization during approved DED periods.

DED and the Form I-9

« Completing Forms 1-9 for workers with DED is similar to completing Sections 1
and 2 for TPS workers, but the category listed on the employee’s EAD card will
be A11. As with TPS, individuals with DED are frequently granted automatic
extensions on EAD expiration dates. The procedures outlined above for TPS
workers also apply to recording these automatic extension dates on the Form 1-9.

BASIC | www.basiconline.com
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> Purging Rules

* Never purge the I-9 of an active
employee.

* Purge I-9's one year after date of
termination or three years after
date of hire, whichever is later.

« Equifax calculates this and notifies
you. Always double check to

THAT WEHYTIIIHG YOU HAVE ll[lHE
ensure accuracy. *_UPUNTILNOW IS WRONG
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> Basic Training
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> E-Verify Results

Employment Authorized
The employee is authorized to work.

Tentative Nonconfirmation (TNC)
There is a mismatch between information submitted
and the government databases.

Final Nonconfirmation (FNC)
Employer is instructed to terminate employee.
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2> E-Verify Misuse

Pre-screening
employment
applications

Submitting current
(existing) employees to
E-Verify when the
employee is not a
qualifying federal
contractor

BASIC | www.basiconline.com

Firing an employee
during the TNC process

Completing new 1-9s for
employees when it is
not warranted




> E-Verify Monitoring

« USCIS uses algorithms to detect patterns of potential program misuse based upon certain
“behaviors”

« E-Verify produces monthly non-compliance reports, communicate with employers
principally via e-mail, then conducts a 90-day look-back to see if corrective steps have
been taken

« E-Verify may also conduct a desk review or onsite visit and refer cases directly to other
government agencies in the event of issues
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> TNC

E-Verify issued

the TNC Result ]

TNC Referral Process - 10 days

TNC Referred Process - 8 days

= & &

i 2 - Rai
Employer and employee Employer Employee
must take action as soon notifies notifies employer

as possible within 10 employeeof  whetherhe/she
federal government TNC will take actionto
working days after beginresolving
E-Verify issued the TNC the TNC
result
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Ifemployee
contests TNC,
employer
referscaseto
SSAand/or
DHS

Employee visits
SSA and/orcalls
DHS within 8
federal
government
working days

Employer
receives
updated results

Employer
closesthe
case




http://www.globalimmigrationblog.com
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Immigration Blog

Insight, News, and Strategy on Immigration Matters Around the World

Easing of COVID-19 Travel Restrictions
Expected in May

By Amy L. Peck on March 25, 2021

POSTED IN BIDEM ADMINISTRATION, COVID-19, TRAVEL (GENERAL), TRAVEL BAN

= Subscribe to this blog by Email

Some of the inbound international travel restrictions that have bedeviled U.S.
Your Email Address

employers reportedly are expected to be lifted by mid-May.

This will include restrictions on travel from the UK, Europe, and Brazil, as well as the
travel restrictions at the Northern and Southern borders, which were recently

continued until April 21, 2021. An anonymous senior administration official said there

Topics
Business Visitors
“sea-change in mid-May when vaccines are more widely available to
would be a
Compliance and Enforcement

everyone” )
Customs and Border Protection (CBP)




Before Q&A

) © @
W

HRCI/SHRM Receive an emalil Please
certificate is in tomorrow with complete the
the handout the certificate & exit survey

section recording

QBASIC



QUESTIONS

QBASIC



_ COBRA &
HR Assist Retiree Billing

Dependent
@Q Verification FSA &
Commuter

Q(\
ERISA /é’
Essentials l

)

p"aﬂce @

Request a Proposal

For you or your client at this link:

https://www.basiconline.com/request-a-proposal/

BASIC Sales
888-602-2742

HR Solutions should be simple. Keep it BASIC.
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THANK YOU

View our current webinar schedule at ®
www.basiconline.com/webinar. @ bﬂ S | C



http://www.basiconline.com/webinar

Disclaimer

This presentation is designed to provide accurate information in
regard to the subject matter covered. It is provided with the
understanding that BASIC is not engaged in rendering legal or other
professional services. If legal advice or other expert assistance is
required, the services of a competent attorney or other professional
person should be sought. Due to the numerous factual issues which
arise in any human resource or employment question, each specific
matter should be discussed with your attorney.
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