
I-9 Employment Eligibility 
Verification and E-Verify Compliance 

Procedures



Document Abuse & over-
documentation

Documentation must only be requested after job 
offer is made.
Employer cannot request specific documentation, 
applicant must decide.
If new hire provides more documentation than 
required, new hire should select only the necessary 
documents.  You should inform the employee that 
he/she can only present documents that meet the 
requirements either List A or List B and C.



Completing Form I-9



Section 1: Employee Information and 
Verification.



Section 1: Employee Information and 
Verification.

Must be completed by the New Hire.
PI/PD/Administrator should verify that all 
information is provided and correct. 
Should be completed on the first date of 
employment.
Preparer/Translator field in Section 1.



Section 2: Employer Review and 
Verification.



Section 2: Employer Review and 
Verification.

New Hire provides verification documents from List 
A, or list B and C.
All List B documents presented must contain a 
photograph.  
Employer reviews documents and completes Section 
2.
Must be completed within 3 business days of 
actual start date of employment.
Make copies of documentation and attach to I-9 
Form



Section 3: Updating and Reverification.



Section 3: Updating and Reverification.

Used to reverify documents from List C and 
some from List A. 
List B documents are never reverified.  
Be sure to reverify employees on the new 
2007 version of the Form I-9. 



E-Verify: How it Works

Users submit 
information provided
on the Form I-9
System queries 
databases of:
– SSA
– DHS



E-Verify Initial Screen



Input employee documents provided



Section 1: Info from I-9 Form



E-Verify: How it Works cont.

Initial verification will return one of three 
results within seconds:
– Employment Authorized 

The employee is authorized to work
– SSA Tentative Non-confirmation 

There is an information mismatch with SSA
– DHS Verification in Process

DHS will usually respond within 24 hours with either an 
Employment Authorized or DHS Tentative 
Nonconfirmation



Initial Verification Approved

This E-Verify result shows that the employee is 

authorized to work.

This is the Case Verification # that must be 
written on the I-9 form.



E-Verify: Case Resolution

If Employment Authorized, the employer records the system-
generated verification number on the Form I-9.  Client Services 
will not process a new hire if the verification number (CV#) is 
not noted on the I-9 Form.
If Tentative Non-confirmation, the employee can contest the 
finding and then:

– Social Security Number mismatches are resolved with SSA
– Non-citizen status mismatches are resolved with DHS

If the employee chooses not to contest, it is considered a Final 
Non-confirmation, and the Research Foundation terminates 
the employee and resolve the case.



Tentative Non-confirmation (TNC)

This E-Verify result 
shows an SSA Tentative 
Non-Confirmation.



Tentative Non-confirmation (TNC)

Inform the employee and print and review the TNC 
notice with the employee.
The employee chooses to “contest” or “not contest”
the TNC. 
Refer the employee to the appropriate agency if the 
TNC is contested.
The employee has 8 Federal Government 
workdays from the date of referral to visit or call the 
appropriate agency to resolve the discrepancy.



If E-Verify result is Tentative NonConfirmation, this is the 
notice that must be printed and given to the employee.  It must 
be filled by employee in your presence.  You must attach a 
copy to the I-9 form.



TNC Case Resolution

Employee continues to work while the case is being 
resolved.
The 8 days is only for the employee to contact the appropriate 
agency.  Resolution may go beyond 8 days.
Once the employee resolves the discrepancy in his or her 
records, they should inform the Office of Client Services.
With both a SSA TNC and a DHS TNC, a response is 
electronically sent to the Research Foundation through the 
system. The employer should check E-Verify periodically for the 
response.



TNC Case Resolution cont.

The employer will receive one of three 
results:
– Employment Authorized
– Final Nonconfirmation
– Review and Update Employee Data then 

Resubmit 
The employer then resolves the case in E-
Verify.



Employment Authorized



Photo Screening Tool

The E-Verify photo tool enables employers to 
match the photo on an employee’s 
Employment Authorization Document (EAD) 
I766 or Permanent Resident Card (“green 
card”) I-551 to the photo that USCIS has on 
file for that employee.
Assist employers to detect instances of 
document fraud.



Photo Screening Tool Sample



PI/PD/Administrator Responsibilities

E-Verify must ONLY be used to verify NEW 
hires, and must be initiated after the 
employee accepts the position (hire date) 
and within 3 days of the employee’s actual 
start date.
E-Verify procedures must be applied to 
ALL new hires, regardless of citizenship 
status.



E-Verify Poster



OSC Anti-Discrimination Poster



Employee Rights

The employee has the right to contest or not 
to contest a Tentative Non-confirmation (TNC) 
from SSA or DHS.



Related/Contact Information

Right to Work Poster
E-Verify Poster Notice
RFCUNY website
E-Verify User Manual
E-Verify: DOs and DON’Ts
Office of Client Service


