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Legal Disclaimer

This document’s only purpose is to provide an outline of instructions for ordering
the I-9 Employment Eligibility Verification through our online Verification
Management System (VMS) as well as an overview of E-Verify processes,
capabilities and regulations; it is not to be used as legal advice. There may be
varying requirements for, and restrictions on, use of the E-Verify process
depending upon the jurisdictions in which you have or hire employees. Consult
your own legal counsel for compliance advice.

For complete E-Verify requirements, please consult the E-Verify User Manual at
http://www.uscis.gov/files/nativedocuments/E-Verify Manual.pdf, your
Memorandum of Understanding, and your legal counsel.

For complete Form I-9 regulations, you may refer to the USCIS Handbook for
Employers: Instructions for Completing the Form 1-9, available on the USCIS
website at http://www.uscis.gov/files/nativedocuments/m-274.pdf.




Electronic 1-9 Verification Via E-Verify
User Guide Summary

The E-Verify Program is a program established by the U.S. Congress under the lllegal
Immigration Reform and Immigrant Responsibility Act of 1996. The E-Verify program
confirms information from a Form 1-9 to determine a new employee’s eligibility to work in
the United States and to validate the Social Security number. Verified Credentials is a
certified “Designated Agent” for the E-Verify program and can offer its clients access to
the E-Verify process.

Key Features:

Online 1-9 verification form auto-populated with pre-hire screening information
E-storage of E-Verify verification results and copies of Form 1-9’s

Automated email notices for required actions

Capabilities to search and sort I-9 verifications

Real-time status updates from E-Verify

Process Overview

1. Registration
Special forms are required for E-verify registration. Clients must complete a Client I-9
Sign-up Form and Memorandum of Understanding and return them to the Sales
Department. After successful registration, Verified Credentials is required to provide
clients with the following documents:

e E-Verify User Manual (required)

e Right to Work and E-Verify Participation Posters in English and Spanish (required)

2. Ordering Process
To request an Electronic I-9 Verification on a new hire, clients have two ordering options
within our Verification Management System (VMS):
1. Create a new order
2. Click “Order Electronic I-9 Verification” button in Completed, Invoiced and Archived
orders

3. Initial Results
1. Employment Authorized
2. SSA/DHS Employment Not Authorized
3. SSA Tentative Non-Confirmation
4. DHS Verification in Process

4. Resolution Process

Initial results 3 and 4 both require follow up actions by the employer and employee. A
Tentative Non-Confirmation and Referral letter will be automatically saved to the order’s
Documents and emailed to the order requestor. The employee needs to be notified within
three (3) government business days and contest the result within eight (8) days.



Electronic 1-9 Verification Overview

What is E-Verify?

E-Verify, formerly named the Basic Pilot/Employment Eligibility Verification Program,
allows employers to submit I-9 information electronically to verify work eligibility
through the Social Security Administration and Department of Homeland Security.
Information verified may include:

Social Security number
Work visa authorization
Immigration “A” number
[-94 arrival and departure numbers

Who Needs to Complete Form [-9?

When you decide to participate in E-Verify and conduct Electronic 1-9 Verification, you
must conduct verifications on all employees with no exceptions. Every employee
must complete the Form I-9 and E-Verify process within 3 government business
days of the hire date. Standard Form I-9 requirements apply to the E-Verify process,
with the exception of when a Type B document is presented by the employee, it must
include a photo.

Who Does Not Require 1-9 Verification?
e Temporary workers
Contractors
Volunteers
Persons transferring within a company
Employees rehired and resume work within 3 years of completing the initial 1-9
A new I-9 is not required for:
o0 An employee who completes paid or unpaid leave
A temporary lay-off
A strike or labor dispute
Gaps between seasonal employment

O OO

Important E-Verify Regulations for Employers:

1. Conduct I-9 Verifications only on new employees within 3 days of their
hire date

2. Do not use E-Verify selectively and verify work eligibility of all employees

3. Notify employees of the use of E-Verify via Right to Work and E-Verify
Participation posters or an authorized brochure with employee rights
a. In both English and Spanish
b. Posted in plain view at hiring site(s)



Features & Benefits

Features:

e Quickly Place Order: Instantly begin process by clicking the “Order Electronic 1-9
Verification” button

e Pre-populated Online Form: Fields of the Electronic I-9 Verification order form
are auto-filled with information from the background check

e Online Storage of I1-9 Documents: Scan and save a copy of the Form I-9 with the
employee’s Electronic 1-9 Verification results to replace your archive of hard copies

e Notices of Required Actions: We regularly email you when follow-up action is
required in cases where the DHS or SSA needs more time to confirm information

e Search and Sort Results: In our Verification Management system you can
manage and review Electronic I-9 Verifications by a variety of criteria

e Status Updates: View real-time status updates on Electronic I-9 Verifications

e Archive Current and Historic E-Verify Results: View all employees with In
Progress orders and Completed E-Verify results in historical data

Benefits:

e Consolidates HR Records: Results from E-Verify are stored online with
background screening information

e Cost Savings: Save human resources time, labor and resources

e Improve Accuracy: Required information is validated before the Electronic I-9
Verification order form can be submitted to E-Verify

e Simple Self-auditing Capabilities: With online administrative tools and storage of
E-Verify results

e Risk Management: Prevent the charge of fines and PR crises related to
employing unauthorized workers, which can result in fines of up to $11,000 per
violation



Registration and Account Setup

Account Setup Requirements

According to government regulations, you are required to register with E-Verify before
Verified Credentials can provide I-9 verifications to your organization. You must execute a
Memorandum of Understanding (MOU) that sets forth the responsibilities of the Social
Security Administration, the U.S. Citizenship and Immigration Services Bureau, the
Designated Agent and the employer.

Required Registration Forms (See Appendix A):
Step 1. Verified Credentials I-9 Client Sign-up Form
Step 2. Memorandum of Understanding (MOU)

Required Resources for Employers:

E-Verify User Manual

Right to Work Poster in English and Spanish (required for employers)
E-Verify Participation Poster in English and Spanish (required for employers)
Electronic I-9 Verification User Guide

Optional Resources (available on our Forms web page):
e USCIS Employers Form 1-9 Handbook
e E-Verify Know Your Rights 4-page Brochure in English and Spanish

Registration Process

1. Contact our Sales Department or visit our website for an 1-9 Client Sign-up Form.

2. Return the application to our Sales department or your Account Executive by fax or
email.

3. We will register you with E-Verify and send a customized Memorandum of
Understanding.

4. Return the signed and executed Memorandum of Understanding to our Sales
department.

5. We will send an email confirming the successful E-Verify registration. Required
materials will be emailed to you (see Appendix B for illustrations and Appendix C
for descriptions of materials):

a. Two (2) posters in English and Spanish
b. Alink to the E-Verify User Manual
c. Electronic I-9 Verification User Guide

E-Verify Manual

According to the MOU, Verified Credentials must “provide a copy of the manual to the
Employer so that the Employer can become familiar with and comply with E-Verify policy
and procedures.” Pages 1-37 have helpful information for employers, including E-Verify
policy, processes and verification results.



Order Placement and Verification Process

Regulations for E-Verify

Employers ordering the Electronic I-9 Verification are required to verify that the
information entered is exactly how it appears in Sections 1 & 2 of the newly-hired
employee’s completed Form I-9. Employers must initiate the Electronic I-9
Verifications within three (3) government business days of the hire date.

I-9 Verification Ordering Processes
You have 3 ways to order within our Verification Management System:

1. Create a new order — Select the Electronic 1-9 Verification from list of available
products. the electronic I-9 verification and background checks can be ordered at
the same time if they are conducted on a new employee within 3 government
business days of their hire date.

Employment - Dates & Title Only

Employment - Dates, Title & Resason for Leaving
Employment - Dates, Title & Rehire
Employment - Dates, Title & Salary
Employment - Full Verification

Employment - Full Verification (Psychotherapist)
Government Watch List

Electronic -2 Verification

ofogofooooook

Driving Record

2. Completed, not invoiced orders — Available by clicking the “Order Electronic 1-9
Verification” button available from Orders page

COMPANY ABC, INC.

= Order Electronic -3 First Mame: Jehn Order Dst=:02/26/2008 2:31 M Print
) = Verification Middle Na Status: In Progress (= Preview

Requestor: Susan Johnson
Support Contact:

Cliznt Raf # -DD84T2-
Invoiced: No

Add a Search

[ Order Hidden
Background Check Products Ordered

Product Description Search Name Rt |k Becne]  Renits: [t
Status Events

® InsearchPlus TransUnion Search B i InProgress Mo Score | InProgress | /iy |

[&] Main Name [&] AkA Name



3. Invoiced and archived orders — Once a new hire’s background check has been
invoiced, the Electronic I-9 Verification becomes available as an Additional Service
associated with the original screening order. Click the “Order Electronic 1-9
Verification” button available on the Orders page to add the service.

[-9 Verification listed as an “Additional Services Ordered”:

COMPANY ABC, INC.

View Electrenic 1-9 First Mame: John Order Date:08/26/2008 2:31 FM Prrint
Verification Order Middle Mame: Status: In Progress = Preview
Last Name: Dos Reguestor: Susan Johnson
DOB: 02/02/1955 Support Contact:
SSN: 222-33-4444 Crwner: Jill Smith

Reference: 00541834
Client Ref #: -DD8478-

Inveiced: No
Add a Search
[ Order Hidden
Background Check Products Ordered
- Product Product -
Product Description Search Name Status Product Score Results Events Hidden
@ IDSearchPlus TransUnion Search |E| John Doe In Frogress  No Score In Frogress m |:|

Additional Services Ordered
Service Description Search Name Service Status Hidden

) @ Electronic |-9 Verification m.&hr Dos Sent Te Vendor D

EJ Main Name EJ AKA Name



Web-based I-9 Form: Information must match the Form 1-9

Electronic 1-9 Verification

Verified Credentials, a certified Designated Agent for E-Verify,
conducts electronic 1-9 Employment Eligibility Verifications on
the behalf of employers. E-Verify uses the Department of
Homeland Security and Social Security Administration
databases.

NOTE:

s This product is for newly hired employees only. You
must complete the form below within three (3) Federal
government business days of the employee’s start date.

+ Information on this form must be exactly as it appears in
Sections 1 & 2 on the employee's original Form 1-9.

I %
Last Mame:
Do not enter suffixes like Jr., Sr., Il stc.
First Name: | *
Middle Initial: [ ]
Iaiden Mame: |
Social Security Number: I:I * g-digit numbsr only. No dashes (-).
Birth Date: [ 1* mmoorvyyy
Hire Date: [ 1* moorvyvy)
Citizenship Status: | [Select Citizenship Status] V| N
Document Type: | [Select Document Type] v *

g;tc;.!ment Expiration I:I (MM/DDAYYYY)
Alien Number: I:l

1-94 Mumber: I:I

Passport Number: I:l

Wisa Number: I:I

Submitting Official: |
Perzon in autherity who iz submitting thiz caze.

Submitter's Phone
Mumber: 10-digit phene number, including area code, of Submiting Official
{Mumbers enly — no dashes, stc)

Employer Case |
Reference Mumber If your company has an internal identifier vou wigh to uzse for
thiz employes or case, you may enter it here.

Agreement:

[ By checking this box, | certify that all information on the above form is exactly as it appears on the employee's original Form 1-9.
Furthermore, | understand that | am responsible for compliance with state and federal laws applicable to my organization. |
will consult the Memorandum of Understanding. E-Verify User Manual, and my legal counsel for compliance advice




Web-based I-9 Form: Reason the Verification Overdue

When more than 3 days after the hire date, the form will automatically require you to
record the reason for the delay.

: ®
Last Mame: |Sm|th

Do not enter suffxes like Jr., Sr., ll, etc.
First Name: |Dauid i

Middle Initial: I

Maiden Mame: |

Social Security Nun1ber:|123 121234 " O-digit number only. Mo dazhes (-).

Birth Date: 05/05/1955 e

Hire Date: [12/01/2010 | * ooy

Reason Overdue: [Select Reason Overdue] j

[Select Reason Overdue]
‘Awaiting Social Security Number
Technical Problems

Document Expiration Audit Revealed that Mew Hire YWas Mot Run

Citizenship Status:

Date- Federal Contractor with E-\Verify Clause verifying an existing employee
Other

Alien Mumber:

I-34 Mumber: |



-9 Verification Results

Overview of Results

1. Employment Authorized: Employment eligibility verified and Social Security
number validate.
a. Name match may be requested before a final result
b. Photo match may be requested before a final result
c. Case may be resolved instantly

2. Case Incomplete: More information is needed by the DHS or SSA to complete
the verification.

3. SSA/DHS Employment Not Authorized: Details are provided with final results

4. SSA Tentative Non-Confirmation: After resolution with the SSA, final results
include Employment Authorized, SSA Final Non-Confirmation, DHS Verification In
Process, and in rare cases, or SSA Case in Continuance

5. DHS Verification in Process: After resolution with the DHS, final results include
Employment Authorized, DHS Employment Unauthorized, DHS Final Non-
Confirmation, or DHS No Show

Important Requirement: An employer may not take adverse action against an
employee while the SSA or DHS are processing the verification.



la. Employment Authorized — Name Match

Before a final verification result is presented, the SSA or DHS may want you to confirm
that the name presented by E-Verify exactly matches the name provided on the Form I-9
and identification.

Go into the order in our online system and click the “Action Required” button below to
complete the match request.

ACTION REQUIRED

E-Verify Case Status:
E Employment
Authorized: name
match confirmation
reguested

Close

E| E-\Verify Case

Once you click the “Action Required” button, you will need to complete the form below:

Mame Match for E-Verify Case 2010344124857AL (Adam Apple)
E-Verify requires that you confirm that the name returned matches the name of the employee.
“Does the name displayed below matchthe ¢ Yes

name of the employee? ¢ No

First Name: Adam

" = Required Field

10



1b. Employment Authorized — Photo Match

For certain citizenship types and document types, a photo match will be required before
the final Employment Authorized or other response is received.

Go into the order in our online system and click the “Action Required” button below to
complete the match request.

ACTION REGUIRED
™ E-Verify Case Status:
FPhato Matching
_ Required

= Close
@ E-Verify Case

Once you click the “Action Required” button, you will need to match the photo from the
employee’s identification with the image E-Verify returns:

E-Verify requires that you compare this photo to the photo on the document provided by the employee when they
submitted their Form |-9.

*Does the photo above match the photo on the document ¢ Yes
provided by f /4 [/#séi? ¢ No

Submit | Cancel

11



2. Case Incomplete: Request to Re-Verify

This initial result gives the employer the opportunity to review and correct their
submission before a Tentative Non-Confirmation is issued. The additional information
requested varies but may include Last Name, First Name, Social Security Number, Date
of Birth or Alien Number, Passport Number, Document Expiration Date, etc.

ACTION REQUIRED ACTION REQUIRED
E-Verify Case Status: E-Verify Case 5Status:
Case incomplete - Case Incomplete -
Rewerify and Update Rewverify and Update
Employee Data for Employee Data for
DHS 554
—| Close | Close
E | EVerify Case = | E-Verify Case

3. SSA/DHS Employment Not Authorized

This final result requires only that the case is closed and you document whether or not the
individual terminated employment or continues to be employed.

12



4. SSA/DHS Tentative Non-Confirmation

Tentative Non-Confirmation is a preliminary result that requires resolution from you and
the employee.

The E-Verify has guidelines for presenting verification results to employees and
instructions for when an employee wishes to contest the results. If you receive a
Tentative Non-Confirmation result from the Department of Homeland Security (DHS) or
Social Security Administration (SSA), Verified Credentials will forward you letters from E-
Verify, all of which require follow-up action from you and your employee.

Types of E-Verify letters (See Appendix D) include:

Phase | — Initial Notification
la. “SSA Notice of Tentative Non-Confirmation”
1b. “DHS Notice of Tentative Non-Confirmation”

Phase Il - Employee Contests the Tentative Non-Confirmation
2a. “Referral Notice to the Social Security Administration”
2b. *“Referral Notice to the Department of Homeland Security”

Phase | — Initial Notification of Tentative Non-Confirmation

Verified Credentials will email the order requestor with the SSA/DHS Notice of Tentative
Non-Confirmation from E-Verify and instructions for actions that are required for the
employer and new hire. Notices are also archived and accessible within the order’s
Documents. The Employer has three (3) government business days to provide the
employee with the E-Verify notice. Verified Credentials will email the letter to the order
requestor every 24 hours for 8 business days. If you have not presented the employee
with the letter in that time, Client Services will personally contact you to ensure the
employee is given notification and opportunity to contest the result.

Once the employee has been notified, you record the resolution of the Tentative
Non-Confirmation in our online system within eight (8) government workdays of
the date of the E-Verify letter. This is required to complete the order and to have a
compliant E-Verify process.

The steps for resolving a Tentative Non-Confirmation are as follows:
1. You and the employee must complete and sign the Tentative Non-

Confirmation notice, indicating whether or not the employee will contest the
result.

13



2. Click the “Action Required” button, which appears on the order immediately
after initial results are received.

ACTION REQUIRED ACTION REQUIRED
E-Verify Case Status: E-Verify Case Status:
55A Tentative DHS Tentative
Neonconfirmation Nonconfirmation
Close — Close
E| E-Verify Case E| E-Verify Case

3. Select the “Contest” option if the employee plans to challenge the initial
results from E-Verify. Select the “Not Contest” option if the employee does not
want to contest.

Submit Employee's Response to $SA Tentative Nonconfirmation

Employee Apple, Adam
Name:
Case 2010344124857AL
Number:

Date | (MM/DDIYYYY)
Employee Date employer gave the S34 Tentative Nonconfirmation notification to the employee.
Notified:
The ¢ Contest the tentative nonconfirmation. The employee understands that he/she must contact the
employee Social Security Administration within eight (8) Federal Government work days from the date shown
chose to: on the referral notice which is to be provided by the employer.

" Not Contest the tentative nonconfirmation. The employee chooses voluntarily to give up hisiher
opportunity to correct the tentative nonconfirmation. The employee understands that his/her voluntary
chaice not to contest the tentative nonconfirmation authorizes the emplayer to terminate his/her
_employment immediately.

[Submit |

4. Store the signed Tentative Non-Confirmation letter with the original Form I-
9 or scan the notice into the order’s Documents tab in VMS.

5. Provide the employee with a copy of the signed notice and/or letter.

6. The E-Verify case number must be recorded on or attached to the
employee’s original Form [-9.

Phase Il - Employee Contests
7. If the employee wishes to contest, you must provide the employee with the

SSA or DHS Referral Letter, which is sent with the Tentative Non-
Confirmation letter and stored in VMS.

14



8. The employee still has to contact the SSA or DHS within eight (8)
government work days from the date of the letter.

9. Provide the employee with a copy of the signed notice and/or letter.

10. Store the signed Referral letter with the original Form 1-9 or scan the
notice into the order’'s Documents tab in VMS.

11. You will receive an email notifying you of the Final Non-Confirmation or
other final result from E-Verify.

12. You have 3 days to log into VMS, click the “Action Required” button and
follow the instructions in the email.

ACTION REGUIRED ACTION REQUIRED
E-Verify Case Status: E-Verify Case Status:
554 Tentative DHS Tentative
Nenconfirmaticn Monconfirmation
= | Close r—mn Close
E| E-Verify Case E| E-Verify Case

13. By clicking the Action Required button, you will then be asked to answer
some questions to close the case. Record the status of the individual in
the company in our online system (see Page 16).

5. Verification in Process

This status indicates that the DHS or SSA is currently reviewing the employee’s |-9
information but the verification is not complete. This is the only initial result where no
action is needed.

No Action Reguired
E E-Verify Case Status:

Submitted response
to 554 Tentative
Neonconfirmation

=1 Close
E ' E-Verify Case

15



Case Closure Requested

When a final E-Verify result is returned, you will be prompted to close the 1-9 Verification
order. The “Action Required” button related to the employee’s order will take you to a
short form where you will close the case. Possible case closure buttons include:

Status Action Required Button

ACTION REQUIRED

E-Verify Case Status:
Employment
Authorized: case
closure requested

Employment Authorized

: | Close
E | E-Verify Case

ACTION REGUIRED

E E-Verify Case Status:
. 55A Employment
SSA Employment Authorized Medior it e

closure requested

— Close
E | E-Verify Case

ACTION REGUIRED

E E-Verify Case Status:

Tentative

Response to a Tentative Non-

Confirmation indicates that the ORI
Response sent to E-
employee does NOT contest Verify: case closure
reguested

- Close
E | E-Verify Case

ACTION REQUIRED

H E-Verify Case Status:
Employge did not sho_w up at DHS after FMIE by e
a Tentative Non-Confirmation referral closure requested

Close

E| E-Verify Case

ACTION REQUIRED

E-Verify Case Status:
Final

Final Non-Confirmation response Monconfirmation:
received case closure
requested

] Close
E | E-Verify Case

16



Close E-Verify Case

Click the “Close E-Verify Case” button to complete a form where you must indicate if the
individual is still employed at the company. Based on the answer to that question, you will
need to select the current status of the employee’s E-Verify case.

Close E-Verify Case 2010344124857AL for Adam Apple

E-Verify requires that vou provide specific details about the reason for closing this case.

company? © No

“Please select the reason for closing this case: © The employee continues to work for the
employer after choosing not to contest a
Tentative Nonconfirmation.

i The case is invalid because another case
with the same data already exists.

¢ The case is invalid because the data
entered Is incorect.

Submit |  Cancel |

* = Required Field

17



Sample E-Verify Results

& 4 Electronic 19 Verification

MName: Krantz, Irma
Result: No Discrepancy

Last Mame:

First Mame:

Hire Date:

Citizenship Status:
Document Type:
Document Expiration Date:

Unique Identifier

for the verification.

DOB: 11/01/XXXX  S3N:XXX-XX-6789

Verified Information

Krantz

Irma

01/02/2005

Lawful Permanent Resident

Unexpired Foreign Passport (With 1-551 Stamp)
02/02/2006

Alien Mumber: 006785107
issued by E-Verify ————>  Case Number  2008239152359LH
Case Resolution:  Authorized
A

Initial and final
results from E-
Verify listed here.

18



E-Verify and I-9 Legislation

E-Verify, formerly named the Basic Pilot/Employment Eligibility Verification
Program, was established by the lllegal Immigration Reform and Immigrant
Responsibility Act (IIRIRA) of 1996 and expanded to all 50 states in 2003

Federal contractors are required to use E-Verify under the Federal Acquisition
Regulation (FAR 1.108(d)) as required by Executive Order 12989. The regulations
are effective May 21, 2009

E-Verify Extension and Expansion Act of 2008 HR 6454 would expand the
program which would expire November 30, 2008

Immigration Reform and Control Act (IRCA) of 1986: Required employer to verify
the employment eligibility status of newly-hired employees and made it unlawful for
employers to knowingly hire or continue to employ unauthorized workers

Ten (10) state legislature’s have passed E-Verify requirements and an additional
14 states recommend use of E-Verify for certain employer populations

19



APPENDIX A: Client Sign-up Form and MOU

Client Sign-up Form

verinea
r A 1-9 Verification Applicatio

Client Application for E-Verify Designated Agent

Company Mame:

18 your company cortrollad oF swned by anether Corporate o Patent Company
and'er AMIKted Company 383ociated with anether coMpany 38 3 SUboranate or
subsssiany?

LINg LiYos I e, plaase it ihe company bk

1 Patart | Affkated Comg:

Facllity Addrass of Clbsre Company Absve
Addvasa Aderenl

Cay Stm T Cote
County / Pansh

Altarnate Address (ot i md is ot debared 1 your abav Fasity Addres)

Address | Addres I
Srate Zip Code

Clnt Company Contacts [Two contacts must be desigeated Al fisids must b completed |
Desigrated Contact 41

Firsthime W Lt B
Phane Nusbir Fax Nurbwe
Emai Address

ANermats Cantact 52

Fint Name Ml L Hame
Phons Nusbar FaxHumbiee
Emad Adgres

Employer
(-t Facovat Ta 102 Narmba)

Mumber of Employses:

Your Company industry Classification NA

108 &
;md yeur North Amancan Indusby Clissiistion Sy o] vf;.r,s,- cow it
bk Ol your 3t requined by E-Vaely

Memorandum of Understanding (Pages

MEMORANDUM OF UNDERSTANDENG DETW EEN
DEPARTMENT OF HOMELAND SECURITY, 'SDL]A] SECURITY AD“I.‘-‘I!TEG ATION,
EMPLOVER, AND DESIC T
RECARI

GE ur'n"

ARTICLEL
FURPOSE AND AUTHORITY

This Meénwmandumn of Undsrstanding (MOU) sets foith the temms by which the Social Security
Adminiattion (S54), and the Deparment of Homebnd Secnty, 115 Citizerabin nd
Insssigretion. Service (DIES-USCIS) will provide indormation thoough E-Verify on bebalf of
{Emplyer) m sl tn ennfims the emplnyment slighility of ol

[Emplyes) follovisg womp! £l

T_'Wnlnymenk n@mw Vemeation Foms (Fom 9],

Aulbwaty fig E-Yenly w fousd i Talle IV, Subtitle &, of Ue 10l Diumgration Fefoam ssd
agrent Responsibility Act of 1996 (IIRIRA), Pub. L. 104-20¢, 110 5181 3009

ARTICLE 1

FUNCTIONS T0 BE PERFORMED
A RESPONSINILITIES OF THE 54

1. Uponcomphtion of the Foam 1% by s employee sl
rﬁf\-«pm complies with the n:’ﬁurnwma of this MOH
the Clesiguated s gent cibehalf of the Enuployes with svail sl isformstion that will
allow the Bmpler tn condlem the acenrney of Socinl Secmity Hrber provided by
all newly b emplayess and the emplayamen sulbuization of sume sewly sl
explogees.

2. The 55A agees 1o provide to the Designated Agent spproptiate avistance
apstmticmal prohrs that may arise doing the mmwamgwmurﬂnu\a
The 554 sy Lo e the Deugusied Agel vt e ik, abimoes, and
b:kyhnnemmbvnor
Ve

T The 554 s to sfigquad fhe indbrmation provided by the Frvployer thiemgh B
erdy procedarey, and lo bmit acenss b such isbormalaon, @ & spprogusale by b,
to ivadusls espansible far the confmation of ocial Security Nankers and for
eraluation of E-¥enly or ruch olbes pians o enldies who may be sithored by
the 554 as govemmed by the Privacy Aot (3 U507 § 5520, 1he Social Secwity At
(42113 1306(a}), ared S5A mepulatinna (3 CFR Pt 401)
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MEMORANDUM OF UNDERSTANDING BETW EEN THE
DEPARTMENT OF HOMELAND SECURITY, SOCIAL SECURITY ADMINIS TRATION,
EMPLOYER, AND DESIGNATED AGENT

RECARDING E- VERIFY

necessary) to provide confinmation or tentative nonconfinuation of employees’
employment elighility within 3 Fedsral Government workdays of the indtial inguiry.

5. SSA agrees to establish 2 means of secondary confirmaation {inc luding updsting 554
eords &5 may be mecessary) for employees who comest SSA femtative
nonconfinmations that is designed to provide final confirmation or nonconfirmation |
of the employees’ employrnent elighility within 10 Federal Govenment work days
of the date of referral to SSA, unless it deterrnines that more than 10 days may be
necessary. In such cases, SSA vill provide sdditionsl confinmation mstructions

B.  RESPONSIBILITIES OF THE DHS-USCIS

1. Upon complstion of the Fom L9 by the employes and the Exployer, and
completion by the Designated Sgent of 554 confinmation procedures required prior
1o iuitiation of DH3-USCIS confimation procedures, DHS-USCIS agtees to provids
the Designated Agent on behalf of the Exployer ascess 1o selected data from the
DHS-USCIS’ datdbase to enble the Designated Agent to conduct sutomated
confirmation checks on newly hited alien eaployees by electronis means.

2. DHS-USCIS agrees to provide to the Designated Agent appropriste assistance with
operational problems that ay arise during the Erployer's participation in E-Verify.
DHS-USCIS agrees to provids the Designated Agent nanss, titles, addresses, and
telephons nkers of DHS-USCIS representatives 1o be contacted duing
paticipation in E-Verify, including one or more individuals in each DHS-USCIS
distriot office covering an axea in which the Exployer hites employees covered by
1his MO,

3. DHS-USCIS agrees to provie to the Exeplover, thiough the Designated Agent, E-
Verifyy and the Designated Ageut E-Verifi User Maxnal containing instructions on
E-Verify policks, procedures and requirements for both SSA and DHS-USCIS,
inchuding restristions on use of E-Verify procedurss. DHS-USCIS agrees o provide
training materials on E-Verify.

Revizzd: July 18,2007



APPENDIX B: Required Compliance Materials — lllustrations

Right to Work Posters: E-Verify Participation Posters:

IF YOU HAVE THE RIGHT TO WORK, This Employer
Don’t let anyone take it away. Participates in E-Verify

SIUSTED TIENE DERECHO A TRABAJAR,
no deje que nadie se lo quite.

Drab saber

' i’h‘i'n

Hingin

E-Verify User Manual:

N g E Verify

E-Verify User Manual

in partnesshis with
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