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	Introduction
	Effective December 27, 2007, all employers are required to use the amended Employment Eligibility Verification (Form I-9). Follow this link to access the amended Form I-9: http://www.uscis.gov/files/form/i-9.pdf 



	Purpose
	The purpose of this Human Resource Memorandum is to notify all personnel liaisons and attendance clerks that the Form I-9 has been amended as of June 5, 2007. In addition recent changes have been made to acceptable documents that establish identity and employment eligibility. Only Form I-9 with this revision date will be accepted.



	Control Agencies
	Control agencies for this document are as follows:
· Department of Homeland Security
· U.S. Citizenship and Immigration Services (USCIS) 
· Responsible for most documentation of alien work authorization for the Form I-9.  
· U.S. Customs and Border Protection (CBP)
· U.S. Immigration and Customs Enforcement (ICE)
· Responsible for enforcement of the penalty provisions of section 274A of the Homeland Security Act.



	Documents no longer acceptable
	The following five documents are no longer acceptable for establishing both identity and employment eligibility under List A:
1. Certificate of United States Citizenship (Form N-560 or N-561)
2. Certificate of Naturalization (Form N-550 or N-570)
3. Form I-151, a long out-of-date version of the Alien Registration Receipt Card (“Green Card”)
4. Unexpired Reentry Permit (Form I-327)
5. Unexpired Refugee Travel Document (Form I-571)



	Acceptable documents
	The following four documents are acceptable for establishing identity and employment eligibility under List A as follows:
1. U.S. Passport (unexpired or expired)
2. Unexpired Permanent Resident Card or Alien Registration Receipt Card (Form I-551)
3. Unexpired foreign passport with a temporary I-551 stamp
4. An unexpired Employment Authorization Document that contains a photograph (Form I-766, I-688, I-688A, 688B)



	Form I-9 modifications
	The Form I-9 also modifies one acceptable document from List A replacing the “unexpired foreign passport with an attached Form I-94 indicating unexpired employment authorization” with “an unexpired foreign passport with an unexpired Arrival-Departure Record, Form I-94, bearing the same name as the passport and containing an endorsement of the alien’s non-immigrant status, if that status authorizes the alien to work for the employer.” 



	Updating and reverification of Form I-9
	Employers must re-verify employment eligibility of their employees on or before the expiration date recorded in Section 1 of Form I-9. When updating and/or re-verifying Form I-9, complete Section 3.  Complete the following sections based on type of action:

A. If an employee’s name has changed at the time Form I-9 is being updated/reverified, complete Block A.
B. If an employee is rehired within three years of the date the Form I-9 was originally completed and the employee is still eligible to be employed on the same basis as previously indicated on this form (updating), complete bock B and the signature block.
C. If an employee is rehired within three years of the date the Form I-9 was originally completed and the employee’s work authorization has expired or if a current employee’s work authorization is about to expire, complete Block B and:

1. Examine any document that reflects that the employee is authorized to work in the U.S. (see List A or C);
2. Record the document title, document number and expiration date (if any) in Block C; and
3. Complete the signature block.

Note: Employers CANNOT specify which document(s) they will accept from an employee.





	When are other documents and receipts acceptable?
	In certain circumstances, employers must accept a receipt in lieu of a document from List A, List B, or List C if one is presented by an employee. 
 
Note: A receipt indicating that an individual has applied for initial work authorization or for an extension of expiring work authorization is NOT acceptable proof of employment eligibility on the Form I-9. Receipts are never acceptable if employment lasts less than three business days.



	What receipts and documents serve as proof of temporary employment eligibility?
	The following receipts and documents are acceptable temporary employment eligibility verifications:

1. Receipts for the application of a replacement document where the document was lost, stolen, or destroyed, which can be a List A, List B, or List C. 
 
Note: The employee must present the replacement document within 90 days from the date of hire.

2. The arrival portion of a Form I-94 with an attached photo and a temporary I-551 stamp. 
 
· With the stamp expiration date, or 
· If the stamp has no expiration, then one year from the issue date

Note: The employee must present the Form I-551 Permanent Resident Card once it is received.

3. The departure portion of the Form I-94 with a refugee admission stamp, which is a receipt for a document from list A.  The employee must present, within 90 days from date of hire, Form I-766, or a document from List B and an unrestricted Social Security Card.



	Documenting Form I-9 when an acceptable receipt is received
	In Section 2 of the Form I-9 write the word “receipt” and the document number in the “document” space.  When the employee presents the actual document, the personnel liaison or attendance clerk should cross out the word “receipt” and any accompanying document number, insert the number from the actual document presented, and initial and date the change.





	Handbook for Employers
	For additional information and assistance in completing the Form I-9 refer to the Handbook for Employers located: WWW.USCIS.GOV 



	Questions
	If you have any questions, please contact your Personnel Specialist.



/s/
MARIA J. LOPEZ, Manager
Personnel Operations 
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