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I-9 Refresher & 

Introduction to E-Verify



I-9 Refresher

• Required to verify employment authorization, regardless 
of workers’ immigration status

• Employee’s section (1) must be completed on start date; 
employer’s section (2) must be completed within 3 
business days of employee’s start date

• Use Section 3 only for rehire, extended work 
authorization or name change.
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I-9 Refresher (cont.)

• List of Acceptable Documents
– One document from List A: document that establishes 

both identity and authorization to work

Or

– One document from List B: document that establishes 
identity

and

– One document from List C: document that establishes 
only authorization to work
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I-9 Refresher (cont.)

• Common problems
– Information not accurately recorded

– Section 1 is typed; must be hand-written

– Cannot accept copies of documents

– Employee fails to complete Section 1 on start date

– Three day rule violations
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What is E-Verify?
– A web-based employment authorization verification system

– A supplement to I-9 employment eligibility verification 

– Voluntary 

– Real-time notification

Why is Northeastern enrolling?

– Some states require enrollment to be awarded research grants or 

contracts

– Northeastern has been awarded two contracts by the State of Rhode 

Island

E-Verify



Benefits

• Qualifies University to pursue research grants 
and contracts with agencies/states that require 
E-Verify

• OPT STEM extensions (speak with ISSI)

• Electronic verification of eligibility to work
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E-Verify

• Requirements
– ALL new hires, including full and part-time employees as well as 

students

– I-9 must be completed first

– Photocopy documents provided by employee

– SSN is now required

– Both I-9 and E-Verify must be completed during first three days 
of employment

– Documents stored together in same location as now

– Training required for both Program Administrators and General 
Users
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No SSN

• Direct employee to SSA office with letter from employer with start 
date

• Complete I-9 and make notation that employee does not have SSN

• Obtain copy of SSA receipt from employee and keep with I-9

• Once employee receives SSN, note in red ink on I-9 and run E-Verify

• On average it takes 2 weeks for SSA to issue new SSN to employee 

11



E-Verify

• Potential outcomes
– Work authorization confirmed

– Temporary non-conformation (TNC)

• Social Security Administration; or

• Department of Homeland Security
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E-Verify

13

Northeastern’s Process
– I-9 completed by assigned employee, General User or 

Program Administrator

– Information from I-9 entered into E-Verify system by 
General User or Program Administrator

– Employee information confirmed or not confirmed in 
real time through E-Verify system



E-Verify

• If authorization confirmed:
– Write case verification number on I-9 and attach case 

details to I-9

– Retain as under normal procedures

• If a temporary non-confirmation (TNC) occurs:
– Recheck the data entered for accuracy

– If still a non-confirmation, two alternatives
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E-Verify

• Employee given opportunity to contest
– Will not contest, terminate immediately

– Will contest, given a referral letter to either Social 
Security Administration or Department of Homeland 
Security

– Employee must contact SSA (at a field office) or DHS 
(via telephone) within 8 federal government working 
days

– While non-confirmation is pending, employee 
continues to work
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E-Verify

• If TNC is from SSA, General User or Program 
Administrator emails HRM Operations at 
hrops@neu.edu

• If TNC is from DHS, General User or Program 
Administrator emails University Counsel for foreign non-
student employees or ISSI for foreign scholars and 
student employees

• If employee fails to contact SSA or DHS in eight days, 
agency will flag as a No Show and we must terminate

• Northeastern must pay employee for days worked 16



E-Verify

• Important things to remember:
– Cannot use to verify current employees or to pre-

screen candidates

– You cannot process E-Verify before start date

– E-Verify requires both the alien number and the card 
number for Permanent Resident Cards and 
Employment Authorization Documents

– Photo from DHS needs to match the I-9 document

– E-Verify times out in 5 minutes
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E-Verify

• Next Steps
– You’ll receive an email with your user name and 

password

– E-verify tutorial and test take 1+ hours

– Ask for help:

• Deanna Jantzen x2157 or Jigisha Patel x7073

• Liz Mace x5385, May Lee x4319 or Sonia 
Willingham x7282
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