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i of Cincinnati ' Vice President
University for Finance and Treasurer

300C Administration Building
Mail Location 620
Cincinnati, Ohio 45221-0620
Phone (513) 475-2413 or 2414

February 13, 1989

ADMINISTRATIVE MEMORANDUM #100 -
Revised and Reissued February, 1989

TO: All Administrative Unit Heads
FROM: Dale L. McGirri)kﬁgﬂl.thdL«Avﬁ_
: The Immiération Reform and Control Act of 1986

The Immigration Control and Reform Act of 1986 was signed
into law by President Reagan on November 6, 1986. As a result of
the enactment of this legislation, it is illegal to knowingly
hire or employ illegal aliens, and employers are required to
fulfill certain newly-established obligations when hiring
employees. These responsibilities include the examination and
verification of certain specified documents in the possession of
the candidate prior to an. employment offer being made to the
individual.

Together with other universities, hospitals, and
institutions throughout the country, the University of Cincinnati
is required to implement the provisions of this law for all new
hires (including faculty, administrators, staff, student helpers,
etc.). Effective June 1, 1987, compliance with the law requires
that every candidate not already employed by UC who is selected
to fill a position be required to submit proof both of identity
as well as of employment eligibility " before a job offer can be
made. The attached 1listing of applicable documents can be
utilized to reference those methods by which identity and
employment eligibility can be legally verified.

The Form I-9 (see attached) must be completed by the
candidate and certified by the hiring department or University
Personnel, as appropriate, prior to the extension of an
employment offer. Form I-9 must be submitted with the initial
Personnel Action Form (PAF-I) appointing the selected candidate
to the open position. Note that for employees who have a work
authorization expiration date, each department is required to
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submit a new Form I-9 to Personnel Records before the work
authorization date expires.

University Personnel 1is responsible for collecting the
necessary information from classified unrepresented, AFSCME,
IUOE, and SEIU/925 3job candidates. Hiring departments are
responsible for gathering the data from selected candidates for
faculty, unclassified, and student appointments. The attached
copy of the I-9 Form may be duplicated as needed.

The institution is subject to the imposition of financial
penalties for noncompliance with this law. Therefore, it is
important that this information be shared with any others in your
area who are responsible for hiring. Questions may be directed
to Tom Adkins, Director of Employment Services at 556-6945 or
Najiyyah Cunningham, Director of Personnel Records at 556-6603.
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Attachments: I-9 Form
Eligibility Lists A, B, & C
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EMPLOYMENT ELIGIBILITY VERIFICATION (Form I-9)

El EMPLOYEE INFORMATION AND VERIFICATION: (To be completed and signed by employee.)

Name: (Print or Type) Last First Middie Birth Name
Address: Street Name and Number City State ZIP Code
Date of Birth (Month/Day’ Year) Social Security Number

1 sttest, under penalty of perjury, that [ am (check a box)

O 1. A citizen or national of the United States.

D 2. An alien lawfully admitied for permanent residence (Alicn Number A ).

D 3. An alien authorized by the Immigration and Naturalization Service to work in the United States (Alicn Number A
or Admission Number - . expiration of employment asthorization, if any ). .

lmest.udermahydpcﬁm,lbedmmuhveprnemednevidemofﬂeﬂynlnploymteliglbﬂhymgeniuunhtﬂou.h-nmﬂ
federal law provides for imprisonment and/or fine for any false statements or use of falue documents in connection with this certificate.

Signature Date (Month/Day/ Year)

PREPARER, TRANSLATOR CERTIFICATION (To be compicted if prepared by person other than the esployer). | stiest, vader peaalny of |
perjury. that the sbove was prepared by me at the request of the named individual amd & bened on all information of which | have an) ksowledpe.

Signature Name (Priat or Type)

Address (Street Name and Number) City State Zip Code

[3) EMPLOYER REVIEW AND VERIFICATION: (To be completed and signed by employer.)

Instructions:
Examine one document from List A and check the appropriate box, OR examine onc docament from List B sad one from List C and check the appropriste boaes
Provide the Document Identification Nasmber and Expiration Date for the document checked.

Lin A List B . ) LimC
Documents that Establish Documents that Establish Documents that Establish
s Mdentity and Employment Eligibility Identity ’ and Employmem Eligibility

O 1. A State-issued driver’s licomse or a Siate-
issued 1.D. card with a photograph, or
information, including mame, wex, date of -

D 1. Originel Social Security Namber Card (othe

O 1. United States Passport than a card siating it is sot valid fe

o . ) . ) birth, height, weight, and coles ef eyes. - : employment)

2. Centificate of United States thl’ (Specify State) ) o 2 A birth centificate . by «
D 3. Centificate of Naturalizstion ' 1 O 2 u.s. Military Card : E municipal autbority beariag & scal or eth
O 4. Unexpired foreign passport with o . I

3. Other (Specify documest and issuing 1 JEY ired INS S
“stiached Employment Authorization suthority) 3 “'f;l:“': Employmem Asthorizatio

O 5, Alien Registration Card with photograph .

Deiciment ldentlfication . Document Ident{fication Document dentification
’ ’ ’

Expirstion Dete (f eny) KExpiration Dase (i sy)

Expiretion Dete (i any)

CERTIFICATION: | sttest, under penaky dm.mzlnvcwmmmmumwummnu—‘—l
relate 10 the infividual named, and that the individusl, (o the best of my knowledge, ks dighie s work in the United States.

Signature Name (Print or Type) Tiele
Empioyer Name Address Dute
Form 1-9 (05:07/67) . U.S. Depanment of Justice

OMB \u 1115013 Immigration and Naturalzateor Senao




Employment Eligibility Verification

(\ NOTICE:  Authority for collecting the information on this form is in Title 8. United States C ode, Section 1324A, which
requires employers to verify employment eligibility of individuals on a form approved by the Attorney
General. This form will be used to verify the individual's eligibility for employment in the United States.
Failure to present this form for inspection 1o officers of the Immigration and Naturalization Service or
Department of Labor within the time period specified by regulation, or improper completion or retention of
this form, may be a violation of the above law and may result in a civil money penalty.

Section 1. Instructions to Employee/Preparer for completing this form
Instractions for the employee.

All employees, upon being hired, must complete Section 1 of this form. Any person hired after November 6,
1986 must complete this form. (For the purpose of completion of this form the term “hired™ applies to those
employed, recruited or referred for a fee.) ‘

All employees must print or type their complete name, address. date of birth, and Social Security Number.
The block which correctly indicates the employee's immigration status must be checked. If the second block is

— e checked, the employee’s Alien Registration Number must be provided. If the third block is checked, the
employee’s Alien Registration Number or Admission Number must be provided, as well as the date of
expiration of that status, if it expires.

All employees whose present names differ from birth names, because of marriage or other reasons, must print
or type their birth names in the appropriate space of Section 1. Also, employees whose names change after
employment verification should report these changes to their employer.

 All employees must sign and date the form.

Instructions for the preparer of the form, if mot the employee.
: If a person assists the employee with completing this form, the preparer must certify the form by signing it and
;(\ printing or typing his or her complete name and address.

Section 2. Instructions to Employer for completing this form

(For the purpose of completion of this form, the term “employer™ applies to employers and those who recruit or refer for a fee.)

Employers must complete this section by examining evidence of identity and employment eligibility, and:
® checking the appropriate box in List A or boxes in both Lists B and C;
® recording the document identification number and expiration date (if any);
® recording the type of form if not specifically identified in the list;
® signing the certification section.

NOTE: Employers are respoasible for reverifying employment eligibility of employees whose employment
eligibility documents carry an expiration date.

Copies of documentation presented by an individual for the purpose of establishing identity and employment
eligibility may be copied and retained for the purpose of complying with the requirements of this form and no
other purpose. Any copies of documentation made for this purpose should be maintained with this form.

Name changes of employees which occur after preparation of this form should be recorded on the form by
lining through the old name, printing the new name and the reason (such as marriage), and dating and
initialing the changes. Employers should not attempt to delete or erase the old name in any fashion,

RETENTION OF RECORDS.

4 The completed form must be retained by the employer for:
® three years after the date of hiring; or
® one year afier the date the employment is terminated. whichever is later.

Employers may photocopy or reprint this form as necessary.

U.S. Department of Justice 4 v ' OMB 1115013
Immigration and Naturalization Service Form 1-9 (05 07 &7




Document Listing

The Immigration Reform and Control Act of 1986

The following is a revised 1listing of documents approved to be
used to establish identity and employment eligibility:

List A

Any one (1) of the following documents will establish both
identity and employment eligibility.

1.
2.

3.
4.

5.

6.
7.

United States Passport

Certificate of United States Citizenship

(INS Form N-560 or N-561)

Certificate of Naturalization

(INS Form N-550 or N-570)

Unexpired foreign passport which:

- contains and unexpired stamp which reads:
"Processed for 1I-551. Temporary Evidence of Lawful
Admission for permanent residence. Valid until

. Employment Authorized."

OR
- Has attached thereto a Form I-94 bearing the same name
as the passport and contains an employment authorization
stamp, so long as the period of endorsement has not yet
expired and the proposed employment 4is not in conflict
with any restrictions or limitations identified on the
Form I-94.

*or a foreign student who:

1. Has an unexpired INS authorized I-20 ID ("Yellow Card")
that grants permission to work, or

2. Has an IAP66 (Certificate of Eligibility for Exchange
Visitor) signed by our International Student Affairs
Office, validated by INS (in block $#6), or

3. An IAP66 signed by Dr. Casterline in Philadelphia (for
medical doctors only).

Alien Registration Receipt Card (INS Form I-151) or Resident
Alien Card (INS Form I-551), provided that it contains a
photograph of the bearer.

Temporary Resident Card (INS Form I-688)

Employment Authorization Card (INS Form I-688A).

P 6. 0080000060 860000600660686608608660006600000046060640660464606666004




List B
Documents that Establish Identity

(Oone document from this list must be obtained in addition to a
document from List C if no documents from List A are submitted.)

1. State-issued driver's license or state-issued identification
card containing a photograph. If the driver's license or
identification card does not <contain a photograph,
identifying information should be included, such as name,
date of birth, sex, height, color of eyes, and address.

2. School identification card with a photograph.

3. Voter's registration card

4. United States military card or draft record

5. Identification card issued by federal, state or 1local
government agencies

6. Military dependent's identification card

7. Native American tribal documents

8. United States Coast Guard Merchant Mariner card

9. Driver's license issued by a Canadian government authority

1370707070 060000069666 0006066060006000600000660066600660068506606000046.4

List C

Documents that Establish Employment Eligibility
(One document from this 1list must be inspected in conjunction
with one document from List B if no documents from List A are
submitted.)

1. Social Security Number card, other than one which has
printed on its face "Not Valid for Employment Purposes."
Note: This must be a card issued by the Social Security

Administration; a facsimile (such as a metal or
plastic reproduction that people can buy) is not
acceptable.

2. An original or certified copy of a birth certificate issued
by a state, county, or municipal authority bearing an
official seal.

3. Unexpired INS Employment Authorization.

4. Unexpired Re-entry permit (INS Form I-327)

S. Unexpired Refugee Travel Document (INS Form I-571)

6. Certification of Birth issued by the Department of State
(Form FS-545).

7. Certification of Birth Abroad issued by the Department of
State (Form DS - 1350)

8. United State Citizen Identification card (INS Form I-197).

9. Native American tribal document

10. Identification Card for use of Resident Citizen in the
United States (INS Form I-179)

NOTE: There is provision in the Act for the U.S. Attorney
General to specify other documents which will be sufficient for
either identification or employment eligibility. Should any
other documents be added to these 1lists, you will be advised
accordingly.




