
I-9	

Immigration	Reform	and	Control	Act	
of	1986



I-9	Requirements	
• Employers	are	required	to	document	a	new	hire	
and	report	the	information	using	E-Verify	within	3	
days	of	their	hire/start	date.

• The	hire	date	is	considered	the	day	that	the	
employee	begins	working	or	engages	in	training	
sessions	for	their	position.	

• A	new	hire	is	defined	as	anyone	who	is	placed	on	
payroll	– student,	staff	and	faculty.

• The	federal	government	provides	a	list	of	
acceptable	documents	for	a	new	employee	to	
utilize	for	documentation	purposes.	



New	Hire	Employment	Process

• Department	follows	established	procedures	to	
hire	a	faculty	member,	staff	or	student.	

• Hire	PNF	is	completed	by	department	and	routed	
for	all	appropriate	signatures.

• PNF	is	then	received	in	HR	prior	to	the	start	date.		
HR	emails	new	hire,	with	a	cc	to	hiring	manager,	
of	the	required	I-9	obligations.

• Once	employee	completes	the	I-9	process,	HR	
emails	hiring	manager	that	the	employee	may	
begin	working.	



Failure	to	Comply	

• Significant	fines	and	penalties	to	the	
university.

• Delay	of	payment	of	wages	earned	by	the	
employee.

• Employment	can	be	delayed	or	interrupted	if	
it	is	found	that	a	new	hire	cannot	provide	the	
required	I-9	documentation	within	3	days	of	
their	start	date.	




