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I-9 Training

When do you need an I-9

 New employees

 Lapse in service

 Three years after the date of hire *or* one year after termination – whichever is 
later

 A previously I-9-exempt employee that terminates and then comes back (even 
if the lapse in only one day)

 Citizenship status change
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PWIVERI (1)

PWIVERI (2 – I-9 expiration date)

 International documents

 Social security receipts
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Important Rules

 You must see the original documents being used for the I-9, not copies of the 
documents

 You are signing under penalty of perjury that you have seen the originals

 No expired documents

 You cannot tell them which documents they have to use

 The I-9 should be completed within three days of the job start date

 Can be completed as soon as employee is available

 Employees should not be working unless a valid I-9 is on file

 If an employee works without a valid I-9, and no I-9 can be collected, then we will set 
them as non-compliant, terminate their employee status, and pay for all hours worked

 Always use the most recent version of the I-9 available; old versions are invalid 
and will not be accepted
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Social Security Receipts and Cards

 Good for 90 days

 Although the Payroll Office will follow up if the card is not received once the grace 
period is over, departments should be monitoring employees that need to submit a 
social security card

 https://www.ssa.gov/history/ssn/ssnversions.html

Notes About International Documents

 F and J visa holders will have a combination of 3 documents to complete List 
A:

 Passport

 I-94

 I-20 or DS-2019

 TN, H1-B, and E3 visa holders will have two items:

 Passport

 I-94

 A social security card or receipt must be submitted even though it cannot be 
used for the I-9
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Foreign Passport vs. Visa

 Passport  Visa

Electronic vs. Paper I-94

https://i94.cbp.dhs.gov/I94/#/recent
-search
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Employment Authorization Documents

 This is a List A document

 Permanent Resident Card

 Treated the same as a US citizen for payroll paperwork

 Employment Authorization Card

 OPT, CPT, DACA, Asylum

 May require additional documents such as a UO-NRA
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Submitting the I-9 to Payroll

 Please be sure that the I-9 is filled out completely and signed by both parties

 Include copies of the documents being used to fulfill the I-9

 Submit by the document deadline to ensure the position will be in Banner in 
time for Time Entry

 https://bg.uoregon.edu/content/hris-deadlines

MyTrack I-9s and Remote Hires
When the I-9 is not being completed within the department

 The Payroll Office can complete I-9s for employees being hired through 
MyTrack

 mytrackpayroll@uoregon.edu

 If an employee will not be in Eugene in time to complete the I-9 within 3 days 
of start, or is working remotely, you can have an outside party complete the I-
9 and send it to you

 https://bg.uoregon.edu/Remote%20Hires
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Useful Websites

 https://bg.uoregon.edu/content/i-9-instructions

 https://www.uscis.gov/sites/default/files/USCIS/Verification/E-Verify/E-
Verify_Native_Documents/E-Verify%20Manuals%20and%20Guides/M-274-
Handbook-for-Employers.pdf (pages 58-67 are examples of documents)

 https://www.uscis.gov/i-9-central

 https://www.uscis.gov/i-9-central/acceptable-documents/list-
documents/form-i-9-acceptable-documents

 https://www.uscis.gov/i-9-central/acceptable-documents/additional-
documentation-requirements

Thank you for coming!!!

 Any questions? Please feel free to email Keri Bartow at 
kbartow1@uoregon.edu or gepayroll@uoregon.edu


