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What is the I-9?

 Form I-9

 Employment Eligibility Verification

 All US Employees (Hired after Nov. 6th 1986)

 Comprised of three sections…
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Form I-9

Section One

Section Two

Section Three



Human Resources

Why is this important?

 It is against the law to hire employees who are 

not authorized to work in the United States

 Form I-9, Government issued document

 Mistakes are costly



Human Resources

Fees and Penalties

Fees for Hiring or continuing to employ unauthorized aliens and/or 
National origin Discrimination.

 First Offense: No less than          , no more than per 
unauthorized alien

 Second Offense: No less than , no more than              per 
unauthorized alien

 Third Offense: No less than , no more than                 per 
unauthorized alien

Fees for civil document fraud

 First Offense: No less than           , no more than             per 
unauthorized alien

 Subsequent Offenses: No less than , no more than 
per unauthorized alien

*The information above was obtained from the U.S. citizenship and immigration services handbook for 
employers
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I-9 Section One

(Employee Section)
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Section One

Should be completed 

on the date of hire 

(Effective date)

• If an employer cannot 

complete section one 

without assistance or 

translation,  the  assistant / 

translator must complete the 

“Preparer and/or Translator” 

section.

• What if the date is different?

*The information above was obtained from the U.S. citizenship and immigration services handbook for employers
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Common errors in section 

one
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Alien Authorized to Work
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I-9 Section Two

(Employer Section)
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Section Two
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Certification Date

•Date is very important!

•This date must match the effective date. 

•The date has to fall within three days of date of e-verify 

initiation

•What if there is a date discrepancy?

Please send me a memo, explaining why
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Common errors in Section 

Two
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Common section two 

variation
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I-9 Section Three

(Updating & Re-verification Section)
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Section Three

Examples of form usage

•Update work authorization date

•Changing maiden name

No common errors as of 03/17/2010…
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Documentation Rules

( Very Important)
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Note: We 

CANNOT require 

the employee’s to 

bring a certain 

type of document 

to satisfy the I-9 

requirement… 

Does not mean 

E-verify 

document!

Form- I765



Human Resources

Social Security Card

Kasey Kangaroo

Ensure that there is a signature on the card 

before submitting it to Human Resources
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Why we ask for the social 

security card / receipt

 We do NOT ask for it to fulfill the I-9 requirement.

According to the UMKC policy:

* Located in the HR Policy Manual, HR-105 Employment Documentation page
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Expansion on this rule

 The social security card or any other “C” 

document is only needed to satisfy the I-9 

Requirement.

 The social security receipt can be accepted in 

place of the card only to meet the 

requirement of UM policy. (The receipt must 

include both the name and social security 

number).
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The Three day rule

 This rule will be enforced very strictly.

 For example, if an employee is hired (effective 

date) on April 15th, they will have until April 

18th to satisfy the I-9 document.

 Remember the social security receipt is NOT the 

card and will only satisfy the I-9 for 90 days from 

the effective date.

If this requirement is not satisfied (or extended 90 days by the 

“receipt rule” within three days of the effective date):

Employee will not be authorized to work.
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Rules from the Social Security 

Administration Handbook.

Note: UMKC will only accept receipts for social 

security cards.

For any reason you have an employee who 

cannot produce adequate documentation 

please contact HR.



Human Resources

Any Questions?

Thank You


