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1-9 Guidance from Office of General Counsel
1. The I-9 completion “hire” date is triggered by pay or work.

2. For example, when the University appoints a new employee
on July 1, but that employee does not perform any work for
the University during July, and is not paid until August 1,
Form I-9 must be completed within three days of August 1.

3. In contrast, when the University appoints a new employee
on July 1, and that employee performs work for the
University beginning July 1, the I-9 must be completed
within three days of July 1.



UNIVERSITY
OF |
CALIFORNIA

-9 Guidance from Office of General Counsel

4. The I-9 completion date cannot be backdated.
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Related APM Policies

e Per APM

e On an exception basis and with suitable justification, the
Chancellor, Vice President—Agriculture and Natural
Resources and Provost and Executive Vice President—
Academic Affairs may approve appointments,
reappointments, merit increases, and promotions within
the authorization granted in APM - 200-24-a
retroactively (that is, with the beginning date of
service prior to the actual approval), subject to the
condition that a new appointee must have completed and
subscribed to the State Oath of Allegiance on or before
the beginning date of service under the terms of
appointment.

5


http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-200.pdf
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Related APM Policies

 Per APM

« An academic-year appointment is also known as a nine-month
appointment and refers to the period in which an academic
appointee renders services, i.e., the academic year, from the
beginning of the fall term through the end of the spring term,
Including periods of intersession. Appointees to certain titles
may also be appointed to, and render service for, a portion of
an academic year, I.e., one semester (paid on a 1/10 basis),
one guarter (paid on a 1/9 basis), or two quarters (also paid on
a 1/9 basis). Academic-year appointees that render service
during the entire academic year, i.e., nine ten months, do
not render service during the summer period but may
receive their annual salary in twelve equal installments
throughout the calendar year.


http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-600.pdf
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Example Scenario

» An AY faculty new hire, Christina Professor, has an appointment review approved
by the Chancellor on  August 5, 2014.

« Christina Professor is sent an appointment letter on  August 10, 2014 with an
effective start date of

« She signed and returned her appointment letter on August 12, 2014.

« The Campus Organization I-9 processor begins processing Christina Professor’s I-
9 on August 15, 2014.

« Christina Professor’s first pay date is September 1, 2014.

« Christina Professor’s service begin date is September 29, 2014,
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Roles

* I-9 Processor’s Role

— Create New Employee

— Customize Remote Employee/Remote Agent Emails
Remote Employee’s Role

— Complete 1-9 Section 1

— Prints Remote Agent Instructions
Remote Agent’s Role

— Prepares and Completes 1-9 Section 2

— Sends documents to HR contact

-9 Processor’s Role

— Adds supporting documents to System

— Approves I-9

-9 Coordinator’s/Administrator’s Role

— Reviews I-9 and supporting documents
— Marks I-9 as “Exempt”
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GUARDIAN LOGIN SCREEN

| (25 Hew 1oy | Guardian - Login | — - = i A

| UCPatnLinks® | UCRUsis = | Professicnsl Developm_ » | CoCSites™ | APRecnit™ | ACAPER= | efile ™ | <2 Acageenic Personnel Home & | Acasemic Personnel Man_ 1] AP Reenn - Home & Conflict of Commitment a.
ﬁ‘
“Lawlogix

Welcome, please log in

X Find: | swandan Prenous  Next ,T();v.»oﬂs e

Username [ |

Password Password

1 forgot my password

For the latest news on I-9 and E-Verify, visit the LawLogix Blog
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1-9 Processor Role

1. Select Create New Employee.

- -y > — -5

| g\ https://dweb.perfectcompliance.com/4DCGI/Web_Access/k7u49554x2gvayv585532dmagalgzriu ,0 ~ @ LawLogix Group, Inc. [US] o ‘ {a ¢ E(Un}
Leaves - LeaveView ‘ E Search Results | UCOP ‘ ﬂ\ nsf.gov - National Sci... ‘ % | HR User | uc\ UCR Enterprise Direct... ‘ j academicpersonnel.u... ‘ g FAQs about new UC h.‘Mlty Recruitment A‘ @, iTeam Meeting Notes @ UCR Newsroom: Jan S‘ ‘
File Edit View Favorites Tools Help
= UCPath Links v UCRLinks * | Professional Developm.. ¥ CoC Sitesv | AP Recruit ACAPER + eFile » 1tR| Academic Personnel Home :?J Academic Personnel Man... AP Recruit™>Hgme éﬂ Conflict of Commitment a... ”
X Find: | swanson | Previous Next Options ~ |

UCOP: Toney, Antonette

Gardian & HR U Group Refresh Al pe of 1-9: Current | Imported
19 and E-verity n:a? aS oa r V\ ‘Select from I[sl”SeIe(t Location| Create New Employee
Compliance System
b Top Pending I-95 Top Pending Re-Verifications
Y
HMinute]-Q Date -9 employes Name Section 1 Section 2 Datz 1-9 Employes Name Expiration Date Days Left
Created Deadiine Deadiine Created
{@ Dashboard @E 10132014 Davis, David M. 04f01/2014  04/04/2014 A| @ 1001572015 professor, amma 12/01/2014 3
[ @E 10/172014  Undefined, 07/0/2014  07/07/2014 @  10/142014  Gentik, Kim 12/01/2015 104
y Info
@E 10/132014  Undefined, 07012014 07/07/2014 @ 10172015 Ruis, Veronicalica 01/01/2016 435
g Pl @E 10082014 Gibbons, Sam 07/01/2014  07/07/2014 @  10/08/2014  Pan, Peter 05/15/2020 2062
\Ej Tasks @E 10/032014  HenriEmployes, Antonette  07/01/2014  07/07/2014
@E 10082014 Undefined, o7/0/2014  07/07/2014
J 1-9 Forms. D
@E 10/032014  Undefined, 07012014 07/07/2014
= B
o I9instructions | | @e 82014 Undefined, o7/0/2014  07/07/2014
I3} reports @E 10/15/20014  Undefined, 08/11/2014 08142014
E 09052014  Smith, S 09/05/2014  09/10/2014
O Charts & Graphs ° i S 25 iy
= @E 03/292014  Lester, Jon 03f23/2014  10/02/2014
@] Anmouncements @F 10/152014  Undefined, 10012014 10/06/2014
Calendar @t /012004 Mack John 1001/2004  10/08/2014
o/24/2014 5
Ly @F 03292004 Test, Amy 10/02/2014  10/07/2014
@ o014 Sogard, Eric 10052004 10/08/2014
Logout
@ = @E 10/032014  Undefined, 10/07/2014  10/10/2014

@E 10/08/2004  Wayne, Bruc 10/08/201  10/14/2014
@E 10/08/2014  Undefined, 10/09/2014  10/15/2014
@E 10/04/2004  Dos, ATTestlser 1010201 10/16/2014
@E 10/08/2014  Undefined, 10/10/2014  10/16/2014

@E 10082004 Toney Employss, Antonette  10/10/2014  10/16/2014

@E 10/08/2014  Undefined, 10/15/2014  10/20/2014
@E 10/08/2014  May, Dora 10/15/2014  10/20/2014
@E 10/16/2014  Undsfined, 10/17/2014  10/22/2014
@E 10162014 Culbertson, Brian 10/17/2004  10/22/2014 v

([ McAfee SECURE™
TESTED DAILY 23-00T

3apM | |

* 1072372014
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1-9 Processor Role

2. Select Create Employee created W/O SSN.

e R —

/

m Ei:l Ml.pt.""d'ﬂ!:l pﬂmﬂmmw[:-:ﬁb‘-‘.ea ll-l:-tm,l?.?l.ﬂ'ﬁ-:l 2 e SEY i MNdrmansige Ty
[ﬂu: Leaveliew _fhnhl‘uﬁimi &) rsr.gw Hm..il:iu_ & | HF Liser > i:r__;l:l'l.'_Fl l:l'iu-n_. sl -Iﬂdtm-tm-u-. =] Fﬁ-qubﬂllfllllih-
F.It Edit View Favonies Tools Help
¥ | UCPath Links = | UCELeks = | Professioegd Developm. ™ | CoC hites™ | APRefnpl™ | EE=* | gfilew B fcaidemic Perionne] Home 28 | Acaoemic Personnd
£ Find: | favdrdon Pressiciis et |‘_.III Optipng -
uardian
L By
___3"""‘""‘" @ Create New Employee
. S :
?'IMfug[d—g |
# Diaahbnang Croate Naw Dmployas
E, by Il Eoria! Seoeby He |
ﬂ, Emgplisee
Cv) T
h . | Samch || Canged |
J 1-% Fofrm
i emtrections
s 0 1o el me e A Barw
3 roports S s s
@) owrts b Graphs Creats Empinyos wis Socal Secunty Ko
# e el

M caleedar
j’ Tistorias
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I-9 Processor Role
3. Complete Create New Employee Form.
4. Select Create Employee with Remote Agent.

&
m 9' hp#.r.ﬂav.mnsfemm‘q.immn_\fiDCE.‘.ﬂs\.‘e&_ﬁum-m-u:'-*L-ﬂnrranmuvnf?!ngxum‘\wsjﬁma_s-n.-:-,O - _ﬂ Lawlogs Group, e,
File Edit View Fawories Tool Help
X Ecomert = Mselea
J ACAPER~ | APRecnsi~ | APOLinks~= | AT= | ColShes~ | efile~ | Profesional

= | = Form 94 UCnes lq:ﬁﬁmﬂ-!lm

51 O &) HRUser

weiopm. + | UCPathlinks = | UCRlivis~ | UCOPLinks~ B Suggested Soes = &8 Web Slice Gallery =

i

L@) Create New Employee

| — Mew Employes Valees

fMinure |-G Sadial Sacurlty Numbr | ek Ghven Locatibn Namg | Academic Ne E-very - 0
-

Dbl TP e ] QoouDy Class Caneral- UCOP L]
Q“ iz | Hiddle Hams Prademgd Languags | Erglith
2 Emgloress
et ! Last hama | Professor
e

St Date T2t
A 15 e
Employes 10

EMall | mynetDE S plodal nel

o | CremeEmpopeemmiogn | Create a new emplayie that can kegin, dod notfy Emplayee via E-Mail
1 Catenciar | Create Empioyee winout Logsn | Creat & e SMployes that has n kg privileges
# Fuecatala Create Employes with Remaole Agent Create a mew emgleyes and [0 setup Tor Ramste Hire with a Remsste Agent
@mm- . | cancat £ not create employes now
s |
,:m:ngmmm I 100 * |
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1-9 Processor Role

5. Enter Remote Hire/Remote Agent Settings.

G _'{"‘I §l et idwed MTM'QDCI;L%'N_Mquh‘}’p'mIr.:\:n'r?rdm.'?li.il_:ﬂi.".n "'\'li.ﬂ-_"ﬁ.m'{i Y p - i mmhm GJ | HE D b :_ Form B3 { UCnet g:mm 1-8:] UCnet

b

File Edit WView Favonaes Tools Help
¥ ®omert v MSelea

b ACAPER~

APRecret= | APOLnks~ | AT~ | {ofties= | efile~ | Professionsd Developm « (| UCPathlinks~ | UfRLnks > | UCOP Links = IR Sugoested Sdes = &8 Web Slice Gallery =

Giiardian
ey
&
Antiouic}-9
-
By we
B, rosen
) reas
o 5T
-'_ BT
) Beporin
() cans b Grpes
g sercurcomeen:
ﬂ LT
oF Tueus
O

=
g Remaote Hire/Remaote Agent Settings
Enstractions
Sltinng g0 the Rewale Wi/ Bemote AQenl is & (W0 H0D Preores.
In step 1. sebect the contact HR from She pogup menu,
The Remote Hire B8 Contact ks simply the company HR. that will be indicated as Ehe contadt person for either the emploves o Remote Agent hould any questions come up.
In stap 2, the instrumions. for the Employes and the Remole Agent should be crested. During Chis precess, you will have the opEormusity 1o customize the Selict dorumsents, and optionally print o &-msl the Socumsnts [ tha Frgdoyes.
Employes Inlormation
(L Professor, Christins
L Academbc Mo E-verily
e s OF foi F2004
Rexponsible Parties
Ploais Assipn Phe Ramols Kire WP confact frowm Dhe popus below.
‘ ’ L Trejo, Ana
Barmgty by i T | rr on <ot 2w bt e 250 gzt ey s e o e
D
Mease Create [ FAT the Dacuments fav tive Bemode Apent Eirnalkoripine
oy oo Leain
d iy bidiiary bt bom
A=weres Frremen B Egag s Ml Lisgin
Lipdate irfn G B Crnaing Humotp Hee Poogem
w
o -
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1-9 Processor Role

6. Edit Remote Hire Employee Email Instructions (and

the Remote Agent Instructions).

a. Change Completion date to a date per OGC Guidance (i.e.
completion date within three days of work or pay). 1%t
paydate in the example is September 1, 2014.

b. Add additional narrative to explain why the I-9 completion
due date for Christina Professor (an AY Faculty member) is
later than the system displayed due date.

7. Send Email to the Remote Hire Employee.
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e Steps 6 & 7

OE siioicipen

File Edit View Frvoites Tool
¥ EComert » HSelea

(5 | ACAPER =

MDCTH Weh Arrea T 3T SoctnyrmBE My

Halgp

) APRecnsi= | APOLinks~= | AT= | CoCSfes~= | efile~ | Profesions! Developmo = | LUCPath Li

OF; Toney, Anbunetts

Giaardian
g ety
[ ]

=3
Dtinte|-9

Daidbodrd

My e
Errgplenpr
Tasks

4 Forrm,

B bradructiom
Bmporis
Chart i Grapha
AN BN
Calgetas

Tutarisls

e Ee e i chpe

Lot

mm

Detalls
Ermgirpnet Professor, Christing

Ouba/Tene Ecbered: 0316/2015 055754 000623 @ 05:57:54
Erteerd By: Toney, Antonetbe

Gulject/Ralarencer | Guanduan Fomm -9 Complebon instruc bops T Linnedsty of Calrtoat

Taegaedery | $y IR se gobal i
E-bnd Hstery: This E-Mad has not
Sendor B EAb | pring Proyiew

been sentl

J E-Mail

Ceardsan Form 14 Completion Instrechom
A o may knaw, UCOP m requined b fediral law 1o kine the eotire Form |29 complictiod and iigned by vour third &3y of empletymsied/in ool % eatithnh thor elighilsty 85wk 6 the Unied Sase
T males wane vou! I-7 @ comsplered by the depdione, plewis follow e alepi Below

b 1 vous barvem'® domee so abieady, phease acoess the calioe 1-7 iviem wing the Lk and acoews information bekow 80 complete secifon 1 of the [ fam

DGLRED Led_Lehn EME g

Lot aas

2. Yoo will need b meet in pervon with 3 Remote Apers wio kai sgreed 1o act 34 an smbonzed agem for UOOR by tus date S04, Your seiemied Apegt st be cne of the followng

= Notars

& Ladenibd Amormey

& Empleved ma HR

& Agem gedereed by e Universay

If vou are B0t able by locate an Apest thar (a0l under one of fhe sbove cllegones, pltae coamcn Astonene Tone
academic vear faculiv ave eligibie m adhvamoe off

You are hired a8 an academic vear faculiy member. Academac rear facuky are Bired & of Jelv 1 buot are ook pequired o render service sntil e start of the Fall Qrarier. Per Unrversty of Californa (UC) pol
service for salary and benefies effective fuly

Thee Form §-9 Thape” &8¢ o Eriggened by pay o work You will pot parform any' work for the Uniosteity denng Jobv on Augast and =il recerve vour fird paveheck so 81 2014 Therefore, vour Form 49 mnet be completed nathin thiee dayvs of 811014

duplay 7172018 Bvwever, e setsad completicn Sue datr far o 149 41 wotken thoee davi of 1 2014 [ vom bave any qeritsons prarding UC pelicy, plrase somtast ua 31 the phone of rmail sddrens belom

Pleass ooie thit the iyiiem geocrmed date w
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Remote Employee’s Role

8. Remote Employee Reads Email Instructions and clicks on link
to complete I-9 section 1.

Guardian Form 1-9 Completion Instructions - University of California

DoNotReply@vwww.perfectcompliance.com

lo me

Guardian Form [-9 Completion Instructions
As you may know, UCOP is required by federal law to have the entire Form [-9 completed gAd signed by your third day of employment in order to establish your
eligibility to work in the United States.

To make sure your [-9 15 completed by the deadlne, please follow the steps below:

1. If you haven't done so already, please access the online -2 system using the link apd access information below to complete section 1 of the -9 form.

httpsdweb perfectoompliance.comDCGLAWER Log Login/EM P 0gooth 71 2efbgt ARLNM

2. ¥ou will need 1o meet in person with a Remate Agent wha has agreed to act as an authorized agent for UCOP by this date: 8/1/14. Your selected Agent must be one of the following:
@ MNotary
o Licensed Attomey

o Employed in HR
@ Agent feferred by the Unbessity

If you are not able 1o locate an Agent that falls under one of the above categories, please contact Antonette Toney,

You are hired as an academic year faculty member. Academic year faculty are hired as of July 1 but are not required to render service until the start of the Fall Quarter.
Per University of California (UC) policy, academic year faculty are eligible in advance of service for salary and benefits effective July 1.

The form 19 "hire”™ date 15 tiggered by pay or work, You will not perform any work for the University durmg July or Auguwst and wall receive your first pavcheck on
#1/2014. Therefore, your Form 1<% must be completed within three days of 9/1/2014.

Plases mats that the svciem eenseated date wall dienlav 790014 hawsves the scinal comnalatinn dise date far vaaee T-0 ve within tleesa dave a9 1 2014 11 van havs anv
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9. Employee completes Section 1 of |-9 form.

- - —= e =
UCRWireless Network .. % | R Welcome - APRec X | T APRecit APRewr X | # Academic Persorn., ¥ | € (LMBunesd) -5 % | % Sienl * \ [l Rspace
é B Levioga = In ¥ hitpe dwet perfectcompliance.com. il L O M c e, Serch
& Most Visited i Getting Started ACAPER AP Recnat | APO Linis AT Col Sites eFile | | Prolessonal Develop. | ) UCPath Links LR Links
ucorp

Step 1: Fill out I-2 Form, Section |

Employment Eligibility Verification yachs
Department of Homeland Security rarmil

i e 5 bt 4 OMEB Mo, 16150047
U5, Citizenship and Immigration Services Expires 03312016

»START HERE. Read instructions carefully before completing this form. The instructions must be availsble during compistion of
shis form,

ANTHDISCRIMINATION MO TICE: R is Slegal Io discmnale aganst work-sehonzed ndeaduals. Employers CANNOT specity whech
docurmen(s) Py will &0 Cpt fnom an employes. The rehusal b Fare an rcadul bec suse e dotwmentaion presented it 3 fAtuie expasion
dabl My Ak Corstile degal dedreTenalon

Section 1, Employes Information and Atbestation (Employees mvad complele and s Section 1 of Fom 12 oo lader Man e sl day of
empiojmend, bt ol before acceptng o job offer j
Las! Hame [Famiy Mame) First Name: (Gaven Name) Riiddie ingial (Oher Names Used (f an
Professor Chisting ‘
Address [Streef and Number sod Name) [aee Cay o Town Stale Tp Code
123 Mockingbird Lanes e | Hasrrmony CA 92879

e of Baih (mmidyyyy) J05 Socal Securty Humber  |E-mad Addess Tﬁe}iwmw
121121975 sylnuthizEisboglobal. nal

I am wware that federal law provides for imprisonment andler fines for fales ststemants of use of falss documaents in connaction
with the completion of this form.

I attest. under penalty of perury, that | am (check one of the following):
®  Acitizon of the United Stales.
A noncitizen national of the United States (See insiucions)
A lawiul parmanent resident [Alien Registrabon NumberUSCIS Numbser)

% | *Doomenstontor. % | + e

Wow you are ready to fill in Section [ of the 1-9 form. Complete instructions can be found here.

e + B8

m
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10. Employee confirms their identity.

UCK Wireless etwork .. % | B Welcome - APRec_ % | T APRecuit APRec. X FAcacemic Personn.. K| € (LM482 unresd) -5 "J'.’“ Step 1 * lﬂm % | T Documentation for_. % | + b e
T8 +F A O

. (' ] g T i dweh perfectcompliance.cam. DCGLAWED M 1 {4 1268 24 W Le2 4784 F e

& Mot Visited i@l Getting Started | ACAPER || AP Recruit || APOLisks | | AT || CoCSites || efile | | Professionsl Develop. UCPath Links || LWCR Links
A, NONCIIZEN NASONMT OT el LN SEI0S (506 IMSrucins)

Q please Note A lawtul parmanent resident (Alien Registration MumbenUSCIS Number):

O Last Name
An alien authonzed to wodk untll (exparation date, if appecable mmiddianyy)
Sofme abing ey wite "NAT N s ek [(See nsfucong)

For aliens. authonzed 10 work, provide your Alien Registrabon MumbenUSCIS Numbar OR Form 1494 Admission
Mumbes

1. Alan Regisiration NumberUSCIS Numbses

OR
2_Form |94 Admissaon Numbers

Your legal last name (or ‘Family’ Hame)

H you obiened your admission number from CBE in conmection weth your arrival in the United
Siates, nchude the followang

Foroign Passporn Mumbaos

Country of Issuance
Some aliens may wiite “HA" on the Foraign Passport Mumber and Couniry of Issuance felds. (Soe mgfructons

i’S‘»gn;muul Employee Danermmcny,?;( ‘

Confirm your Identity /
Iy e 1o rovesal PN
. - " First Name  Christina
Step 1: Ploase verily that your first nanma, last name and dete of birth
shawn belong 1o you by clicking the checkbox next to each item Last Mame  Professor
Step 2 Plaass "CHek 10 ACCOpT AN BCknowiaogs Your agreemant Date of Birth 12M2/1975 4
th the following statement
t vour piN; PP

1 attest undor penalty of pogury Thiad | am the indemdual specified in Section 1 of the 19, that | hawe read the 1-9
Abteslabon above, and that the act of entering ny urigue PIN and chckng the Electronically Sign button segnilies that |
herva attached my ebectronic signature at the bottom of Section 1 of this 19 form and in 50 doing ablest as indicated on
i Section 1 Employea’s Signatun ling of this Form 19,

This foam can only be updated by the employee entered in section 1

In oeder 1o save changes, amployea must eloctronically sign this fom PIN I_
bry eiloring i PEN rumbar roweaied by confinming hisTar identty

abve and clickng Me Electronically Sign bulton

21



UNIVERSITY
CALIFORNIA

Remote Employee’s Role

11. Employee electronically signs the form.

a) After checkboxes are selected verifying the name, DOB and attestation, the Pin
number is revealed for the employee to enter and electronically sign the form

UCR Wircless Network .. X | R Welcome - APRec. X | * APRecuit APReor. X | ® Academic Personn_. X GWML’! .Sttol '\_Bl!m *1Im1«_¥‘+
€ au 0 perfectcompliance com ' WER M ] 1 03D # vy ¢ | Q
& Most Visited I Getting Started ACAPER AP Recrut APO Livics AT CoC Sites eFile Professional Develop.. UCPath Links UCR Links
SOMO ANONS MAY WD A IN THS 0K {500 INSITUCions)
For abens authornzed to work, provide your Abon Regestration Numben/USCIS Number OR Form 194 Admission O PIN
Number
Q Fra— Ty Please enter the PIN
Tl e b then click the Electrgnically Sign button.
OR

2. Form 1-94 Admissson Numbor

I you obtasnod your admiscon number from CBP in connecbon with your arrival in the Unided
States, nchude the followsng

Foresgn Passport Number

Country of lssuance
Some abons may wite “N'A” on the Foreign Passport Number and Country of Issuance felds. (Soe mstructons)

'rqnue of Emgicyee Date (mmidyyyy)

Confirm your Identity
In order 1o reveal your PIN

4 First Name  Christina
Step 1: Pleaso vony that your first name, last name and dale of birth

shown belong 10 you by clicking the checkbox next to each tem < Last Name  Professor
Step 2: Ploaso "Click 10 Accopl” and acknowledge your ag 7 Date of Birth 12/121976
with the followsng statemeant

vour pin: 9766
¥ | attest under penalty of perury that | am the n 1 of the 1-9, that | have read the 1-9

Antestabon above, and that the act of entenng my unsgue PIN and cliickng the Electronically Sign button signifios
mwmmwummmumm 1 of thes 1-9 form and in S0 doing atlest as indicated

the 1E o bna of this Form 1-9.

This form can only bo updated by the employ n sechon 1 )

In order 10 Save changas, emg ye n'ht-t sign this form - :
by entering the PIN s & o his/her idently PIN roooo Eloctronically Sign

mw:muwwmﬂ

Did you receive assistance in filling out Section 17 2 No Yos
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12. Employee reviews list of acceptable documents.

ucop

LISTS OF ACCEPTABLE DOCUMENTS
All doguments must be UNEXPIRED

Employess may present one selection from List A
of & eombination of one seketion from List B and ane seleetion fiom LEt C.

For USCTS puidalings o mhich documents sme sccaptabls, see this Chadt

Dot iamsits. tht B4 Labulei b Bt bawatity andl E by ment Engubaliry

Doty that B4 abbeih I raty

Duvepivt, Wit Eatabdish [Eapling ik 1 Eligbality

|

1, U5 Pawsson oo US, Passpan Cand

1, Do lownas o7 D) caed Whutd B B 35000 7 SuTiyRg RONMIIBSN OF e Lnted SUItel povcied £ poatang g
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Remote Employee’s Role

13. Remote Employee Reviews HR Interview and Document
Verification Instructions.

— Please note that the employee is shown the system derived completion date of 7/7/14 which
is the deadline if “work” started 7/1/2014. However since this employee is an academic year
employee with a “work (service)” start date of 9/29/14, the OGC guidelines are applied and
the I-9 completion date is to be completed within three days of pay which is September 1,

5 Most Visited @ Gewting Started || ACAPER || AP Recnit | | APD Links || AT | CoCSites | eFile | | Professional Develop._ | UCPath Links | UCR Links

ucop
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Remote Agent's Role
14.Remote Agent
Reviews instructions
and clicks link to
access the system.

Remate Agent Instructions for Completion of Form -9

VOO is mn organization fhal hires employees o mmote locations. The Imesigration Rofrm and Ceatral Act{ERCA
mgpeated alll IS, csployen 1o venfy e caployment chigibilaty sl idesainy olall cssployocs hisd ko woill in ailed
Siatgs aBor Movombor &, 1956 by sequinsg employers lo complete 199 Empleymant Eligibilsty Yoms krall hires

The wyuless oo vides o8 wimen puslince s iaalnictions oa comgpletsng (i B, & wcll as Bala 1o ofbsisl goyosaxat
instractions G the |0,

Acceading o 19 peguifemdats, 40 cingloyer of ils agenl ma phivecally saipedt the ariginal docamcan | Lo of
PhWHOLOP L B Bl BOORpted) i denemmie Wi Uit diCdmsenns BPpehl 10 B @t e and selae 10 (e emphoyee
prosending them. Wy ane requesting {hat copies of the coployoe’s docamanis be reained by eliber elesimmic uplosd

(i il phasaigh (he wyatemn ) ol poriai Ble, or revemied aloag wiih & pralcul o Nbke complensd sl sl gned Fodm B9 e LTOE
wiw mail or FAX at the contact infemmation below. [Optiosal for Notares] bn sddines, plesse complete. spn md notanze
the Noiary Authen ration form sad retam b wiih ibe Form B9 aad sepposing docements io LICTHR ai ibe addres bolow,

LW
sor by B

I you Bave any geesions, yoe may comsot ue i B phong numbser of emai] sddnes: below,

Thaal you foragresing b sl i oud apenl for 1 iaspe and 1l purp

Anlonene Tooes
(Ead g

T L Ly LT e



UNIVERSITY
CALIFORNIA

Remote Agent’s Role

15. Remote Agent reviews online instructions and views system
derived due date. Remote Agent Clicks Edit Section 2.

8 Lawlogix Geowp, Inc. [US] hops.dwebperfeccomplance.conm

a -
ucop
Employes Tnlormation
Emgiaves Hame: Professor, Christjhia R Contazt: [HR]
Cete Feed: D7 0172014 antonettetoneyascr.edu

¢ Dus Dmte: 7714
By My [0SUAICLI0E

Instructions

Please make sure all tasks are completed as outiined below for Steps 1, 2 and 3. Your mext task to complate (s the following:

Steg 1. Preparing the I-9 Form
The employes has completed section 1. If you provided transation sistance o the employee plesde dick the View Prep butfon and Fll in BFe detads

Click the Edit Secthour 3 button and comglete section 2 of the 1-9 while examining the origanal Socuments that smpioyes [Fesents 1o you.

Hobes Tou cannol spedfy which deciments the employes presents, bl you must Soept &

187 & snghe document fram B A, of & sngle document fram Both Lsts B and C. However, sinde the company 1§ enrdlled in the E-vendy
program, & kst B dogument is permikied cnly if it containg & photo,

The syitem will guids you &5 to what Infiormiabion from thess documents will néed b be entered into Secticn 2. After entening the document infgarmation, click the Check Form Button on the bottom o allow the systém to perfarm
eiror checking. IF (here are ig errors TRAC appear in réd on (op of SeCnon 2, you may then procesd 1o ehedronically Sign Section 2 Dy didking on the DTN ink a0 the BOIGm and enteding your PN number,

+ You may dick the Edit Section I buttan and review Section 1 that the Employes has afresdy completed and efacronmically signed
« Wote: Changes to Section 1 may only be made by the empioyes and requere that the employes electronically re-sign the fomm,

15 dig 1418010

[ Beview
Date Sexten 1 Completed: 10423/ 2014 @ 20:26:04 Bt Secnon 1
Trangsian dgest Provided: I you provided translation services Lo the employee, dick the Wiew Prep button W Frag
Date Fection 3 Complebed: Edts:ﬂnq 2 |

I have Eawieyied the 1-9 form, and [ certdy that to the best of my bnowledge if is complete and accurate.

HNatary Alfidavit

lnvascrintveadill
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16. Remote Agent fills in Section 2.

& One Minite 1-0 - Google Chrome |1 K

B Lowliogis Group, Ine. US| itps!//dwet perfectoompliance.com
Section 2. Employer or Authorized Representative Review and Verification

ANEE. M

(Empdoyers of ther e compéee and Sin Section 7 wilfn 3 busness diys of e emplopes’s
Lisd ey st on the “Lisis of Acceplabis Documents”™ on the next pags of thes form, For each document Jou Frvey, pics

of cy of ampoymment Vil mus! physically exsming one document from Lt A OR exsmine a combinaton
e the S VTGN cloCATend i, SN Duthory, CuTent member, and sspeaton dale, f any )

quh'- Last Mama, First Name and Middle nitial from Section 1@ Profevss | Cheatng

List & /

Identity and Employmant Autherization

ListB
Ideentity

Lis
Employmant

Drcumesnit Titke:
U5 Passpor of Pasapor Casd -

e Sarnpie Documen

-

Aeplacement Racelpt

-

Diourmen Tite:
Hons

Document Tithe:
Hora

O Please Mote
Thank yau. All required fields have been
@

rtered,
You may now Electronically Sign this
document,
Warning: Secticn 2 has been signed after the
amployee’s [-9 completion deadine, Plapse
wierify that the smplayes’s siaT da1e in
Seaction 2 is comect.

Insang Authorey
Dupartment of State

It Authorly

ARG Aoy

DM st M
SR,
US Paadpod Mambar

Dttt Wumnte

Expration Dane of anysmmoeryye
120172015
Tha dcitadeon daleon B Skl moit bF ne0onded. 350 NGt epred

Exgeraiee Dk i 4ty KBSyl

Enparaion T (5 ey Hmesiadliyyy

Documagnt Titke:

I3saag Authority

Chocumaent Mumber:

Exprabion Diate of snyammiastyrr

Docusmadnt Tithe

g Authieity:

Diocument Mumber:

Exprrabion Date of asy irmasion)

Certification

I antest. undar penalty of perjury, that (1) | have the tis) p by the above-named empleyes. (2] the above-listed docurment(s] appear 1o be genuine and to relate 1o the employes namsed, and [3) 1o the best of my knowledge the smployes ks

autherized ta wark in the United
Thes esmploges’s. first day of semploy [remdaliyyyy); DT0120148 (5o ptnmions S eremptions)

Bgratus of Employsr o AuPoesed Repristaing

rdu vty
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Remote Agent’s Role

17. Remote Agent confirms identity and electronically signs Section 2.

& Lawlogix Group, Inc, [US]| hrtpsy//dweb.perfectcompliance.com,
Confirm Your Tdentity
Mote: Only the company representative named in section 2
may proceed with slectronically signing this form,
If you are net the company representative in section 2, please olick [ Close Window ] g Auhooey Hrg SaTh .
Dot Hramber
Step 1: Please enter your name here [fast
name, first name) exactly as it appears in Full o san, sob| ]
section 2. By doing 5o, you are indicating A = p
that you are the person listed in section 2 E ek W are Expiration Dite (I By i mmass/yryT
and are providing confirmation Jshesen, Bob g ki I
{werification) of your dentity,
Stap 2 : Please read and agrae to the _ By chelang the Agres button, L atest under penalty af
terma of the following staterment (n order pecfury that 1 am the person specafied m sectson 2. and
to reveal your PIM number required to that the a¢1 of confirpung woy sdentsty sigmbies that [ have
alectronically sign saction 2 of tha -9 anached my electronic sypnanae at the bottoen of section 2
form. *of thas Forma 19,
Agree  Cancel
| amest, under penalty of parjury, that (1) | have el the <l by Tl Al i Iy, (2] this shavidisted documomis] appear v be genuing and o relans 1w the smployes named, and (3) 1 the best of my knowledge the smployes is authorized to work in the Unitsd
The employes’s first day of employment famod yyyyl Tz (See matnctions for exemplions)
Signatung of Emploreror Authonized Representatm Dialo (memddddyd [Fite
[Motary Public
331 Marme [Farly Narme) Firal Name (Grar M) IEmpiayeds Business of DApanzaton Nafme
[ Johreson By The Figents of University of Calfomes
molorers Business of (rpanizaton Address ty &F Tewn 0 Code

[Bok's Nedary Pubiic Frvrude 4 2521

Confirm your [dentity

Pléase “Chck 1o Accepl” and acknowledge your agreement 'sith the folicwng stalement:

# | aftast under penalty of perjury that | am the irdridual spetified in Secten 2 of the |9, are thit the <t of entecing rmy system PIN [ Sk 1o Baveal | and clicking tha Electranically Sign button signifus that | have stiached my lectronic pin: [ | Electomcaly Son |

sigratune at the botteen of Section 2 of this -9 fom and in s¢ deing attest 55 indicated on the Section 2 A o N of this Form 15 B
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Remote Agent’s Role

18. Remote Agent reviews and completes section 2 in Step 1.

5 %  Remote Agent Contral b

View Favorites Tools

Help

Path links> | UCRLinks~ | Professional Devetopm. = | CoCSites~ | APRecruit= | ACAPER~ | efile > 8 Academic Personnel Home E'A%ckmum_ ﬂAPRea\-t-Hm & Conflict of Commitment a_

ranson | previous Next |[JF] options = |

Emzlyes tiama: Professor , Christina
Dets Howds 07/01/2014
1 Dus Duses TS 14

awctions

Flease make sure all tasks are completed as outlined befow for Steps 1, 2 and Z. Your next task 1o complete is the follawing:

Step 1. Preparing the 1-9 Form

The employes has completed section 1. If you provided transiation assistance to the employes please click the View Prep button and fill ipf the detalls.
Click the Edit Section 2 button and complete section 2 of the [-% while examining the criginal documents that employese presents to

Noke: You cannot specily which decuments the employee presents, but you must accept either a single documeant from list &, o 3 sindle document from both Lists B and C. However, since the company Is enrolled in the E-Verily program, a list B
document is parmitted anly if it contains a photo.

The system will guide you as to what information from these datuments will naed to be entered inte Section 2. After entering th

ument infermation, click the Check Fonm Button on thi bottam to allow the system o perform error chacking, If there
are no errors that appear in red on top of Section 2, you may then proceed to electronically sign Section 2 by clicking on the 2

link at the bottom and entering your FIN number.

ly signed.
form.

= Wou may click the Edit Section 1 button and review Section 1 that the Employee has already completed and électro
* Mote: Changes to Section 1 may only be made by the employes and require that the employee electronically re-sign

orm

mes i416918 [ Bevigw Section 1 ]
Dita Sastien 1 Complated: 10232014 @ 21157146 Et fackn]
' Tranalation suant Provided: I you provided translation services to the employee,
R Edil Sectian 2

I have Reviawed the 1-9 form, and [ certify that to the best of my knowladge it is complate and accurate.
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Remote Agent’s Role

19. Remote Agent reviews and completes Steps 2 and 3.

& Lawlogix Growp, Inc. [US] hitps://dweb.perfectoompliance.com 4D

Flease ratain coples of the [dentity and work authorlzation documents presented by the employes.
Please return these dotuments to us using one of the methods listed below in Step 3.
Once the documants have been prepared, click the checkbox In the Step 3 area below indicating that you have prepared the

5 ke 1416954 [ Baview Sectiond ]
Date Sactizn 3 Completeds 1024/ 2014 & 03:06:45 | Bt Section 1
’ Traralatien Aasiat Previded: 1F you provided translation servic the employes, cick the View Prep View Prep: |
Oote Section 3 Compintedi 10/ 24/ 2014 0 03:37:56 | Edit Sexticn 2 |
¥ I have Boylewed the -9 form, and Yrertify that to the best of my knowledge it is complete and accurate.

Motary Affidawit
* 1am a Motary and T have Vigwed, printed and completed the Notary Atfidavit.
- Of -
I am not a Motary

Document Retention
Documents Accepted
r st & LS. Passport or Passport Card
) st W
1 e

k ) 1} Scan & Upload to Us:

Document,Triage vol found in OnDocs

2) Fax decuments tod

= 3] Mail decuments to:
Antonette Toney
ucop

4) Employes will b+ responsitie for submitting documents

- a8 copy of the employes's supperting documents is being provided to the employer in the manner designated above.
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Remote Agent’s Role

20. Remote Agent reviews completed process.

Instructions

make sure all tasks are completed as outlined below for Steps 1, 2 and 3. Your next task 1o complete is the following:

Congratulations! This process is now completel

Thank you for yaur assistance with this I-9 form

Please be qure that all documents have baen 48t bo us uting the mathod chosen in step X
I we have any isduid or quéstions upon réviewing this 19, we will contact you.

ou may now clote this window.

1-9 Form
mees 1416954 LB
Dt Seinipn 1 Complateds 1024,/ 2014 @ 03:06:45 Bt Sechen |
Traralation Assist Providedh  [F wou provided translation services to the employes, dick the View Prep butten I"""""'P"P
Bwte Smcticn 2 Semgleted: 10/ 24/ 2014 & 03:37;56 Edil Settuor 2

# I have Reviewed the [-9 form, and [ certify that to the best of my Knowledge |t i3 complete and accurate,

® L am a Notary and I have Viewed, printed and completed the Notary Affidawvit,
- O -
I am not a Notary
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Remote Employee’s Role

21. Remote Employee may log back in to see confirmation screen and to print receipt.

¥ III-H-!l.l'n..-ﬂ!; r-'ll'.'-'-.l " H-Dd';';i!

e ﬂ I_.'.-.;.l_n:g.- :}i:.:;..,;. .'n.'-|l_l';|_. hittpsy

Welcome back Christinal

You are ourrently up-to-date with yous
employment &ligibiity papensark

ThEde s natheng for yoa Do 05 AL This. e

B wou would like bo view andior pant a receipt for your afectronic [-9, oick Here.
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Remote Employee’s Role

22. Remote Employee

views/prints receipt.

19 Mo, 1418919

Employee Receipt of
Electronically Filed Form [-9

MHFTHWmMMMMMWMWWMr
s the vt apecified in Section 1.

2) Has L et 1.

3) Has read the Form L8 Atlestation .

4 Hﬂnwhﬁmwtﬂmmnthwdmtlw
attesting as indicated on the Foem L5,

Name of Emplayer
UCoP

Name of Employes Date sectbon 1 skgned
Profesaor , Christina AWZRI014 @& 20:26-04
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1-9 Processor’'s Role

23. 1|-9 Processor views top 1-9’s needing approval in Guardian dashboard.
- W . - B 9 __sb&m

‘?1 &Im;rumpmwmmuwr.wm Ay TRy TS eSS g L il L = B lawiogix Group, Inc. [US) (.'.'u

fGSBmmEHRum |1 P . —
File Edit View Favortes Tools Help

W b UcPathLinks = | UCRLUsks = | Professional Developm. = | CoCSites= | APRecryit® ACAPER = | efile = |«i| Academic Personnel Home & Academic Personnel Man. [} AP Recnuit- Home 2] Conlict of Commitment a.

Virw: ®HR [ Growg Relnesh Al I-m-ecd"J I:lnuﬂllﬂa-c-n-'ﬂ

Ll-?al;t-'lair?\-n % Dash bDard Al ; | [Selext from ist] [Select Location ata Hew E

X Find: | seanson Previous Nt | | o | Optices =

_-.._,J Tog | % Wewding Approval Top Prnding Ge- Verdation
Dt |5 Harm Sat  Approwal Cwtn 59 gy N Expirafion Cats Dy Laft
@ﬂﬂ'—‘ld*g Cremiad T T Craste n
- = 2 T prerTe 5
Dastbdard o i o’ , R 138t »
\j 2 [ Prodamny | Choatwna [.it-Hp L ST
- L e 1S
oy Wyl [ P, ewabps [ 1t LA
= & ST T ]
> R0 RS
_‘-ﬂd Employees ] e For, Peimr ARG xee
= & [ [t AR
T
b — & = Pcckuir, e di [T T YO
‘_) % Forrem. [T D, Ehn s Pt

TE 19 mutnections
_':,} Faporty

) s & Grapha

a" Aensuncementy
"_ﬂ Ll

&F Tutors

@ v
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I-9 Processor’s Role

24.1-9 Processor adds supporting documents received from remote agent to OnDocs tab.

m = | hitps veh perfectcompliancecom '

File Edit View Fawonies Tools Help

& Comert + [ Salect

D = B lawlogh Group. bnc. [US)

ACAPER - AP Reonet = APC) Links -

AT =

Professionsl Developme. = LR Path Links - ULCE Limics =

RiC O Toney, AnEnnrtie

Gardian
ol . omnly
[ ST e

=

/1-9 for Professor, Christina

L
[ L) Fula: Swwa LS, PaieT o Piaases T
o e ararzt T Adobe Acobat Employees Riscospt (3 i LE06E3]
T bt LSRR Euag Ravagter osint Mgk [rtnaSons
-t 118 [T Al Rasmapiy et | repnucsiong
__.,-" ¥ Forri 1L L Pt v rdan Farm 1@ Compieton Tretnadtons « Uneareity of Callforme
-
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I-9 Processor’s Role

25. 1-9 Processor reviews section2 information and confirms document upload.

m = | ot wet perfectcempliance pom S DOTL el Abreo TS 8 T Tertn B T Be THELT A 0PWEE PARNIS im0 » B Lawlogin Group, Iec. [US] € | 8 MR wser < 13| Form B8 fCnes | I Form 19 { UCnet. | G5 aenet

File Edit View Favondes Tools Help
X Fcomert = Mssect
ACAPER = AP Recngt~ | AP Links = AT = Lol SHes = efile = | Profesionsd Developm ~ | UCPathilinks= | WR Uk~ | WO Links - B

Gardian - ?|-9 for Professor, Christina

;;_:] W Empioyes Rifresn Uipaais 50d GO Btk | Lpameink | &0 Back
Dedails oo ook ATy
I] Minuie |~
1-9 Orvenvaow >,
3 Db
= This I-9 ks not yet ready lor Approval. iy
Gl My ifi | You must Scan/Upload the appropriate supporting document presented in Hst &, and confirm the successful upioad by clicking
B thew ek Box,

B, topioren i
Lj Tasks -3
J A Peatich dha 1,636,830 (Primsry) Yerson 3813
= Typo Elacironie 1-9 Expers

S ¥ imitructicm Responidla Treja, Ana Date Compleied 031672015

® Dlate mpprovved
i j. Beports h

) Charts & Grapha
{-ll y by Section 2
1 ARNCUTBAMENL

Professor, Christina Motary Public -
iy " il Wi St bion 2
i f_ﬂ Calietad Hend O7/01/2014 BN 1653015 @ 07828
J Tufarisiy L. i 7t or Pattport Card Mobe: Documant Retentien Required. [Lipload Documar ]
Detumerds | oonioyos's ©nDocs reond
Doyl Prage ot fowmd in Gnbocs
Print Conter
=1 )
ks d
w'&!tu“i vimw Employs i
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I-9 Processor’s Role

26. 1-9 Processor reviews information and clicks Mark Approved.

m = | et T awet perfacteomoliancesa ATETIL A eh Abrmes W5 Tp Boetrrand Mty By TR e o0 AWEE_RATAMS cun. j‘.'l - ﬂ Lawlogk: Group, I, (US] 'cl- B | HR e o : Fosm 13 § UCnet : Faem 19 | UCret E LSt r
File Edit View Favonles Tooli Help
¥ ®comet = BSeleat
) ACAPER~ | APRecrsi~ | AMDLinks = AT= | CofCfies~= | efilew= | Professions Developm = | UCPathilinks~= | WRUSes~> | U080 Lnk~ N rpested Gpds « g W -

L g My
Cormpland ¢ e

Guardian | ?|-9 for Professor, Christina
:;:J v

Wi Empicyts Rifresn Uipasie and Go Bk | | Upameinf | | GoBadk |

Details Do Isprs Brrsrdmants
-F] Minute J-)
1-9 Drverview
3 Euboand
Thiz I-9 k= ready for Approval.

E‘.i iy W o | Bafore clicking the Mark Approved button, you should click the Revdew the 1-9 Bk to review the final 1-3 for mistakes.
ﬂ ; Pledie chack the decurminta prdnided by the emphvges bnd compare the inl atisen g hbis dofumant BEaingt e coenplated

Errglenpmpi
o | I-5.
:‘1 Ty WU can correct arrors in Sections [ and (1 by viewing those secticns and making changes

ChRanges 1o Secton | will requiny the ebectrosis signature of the seployes,

__) 1 For Onck approved, this Torm will be parmanently kcked, and s’ data will be sent to E-Venfy. Any furthar changes will reguine

sithar sdditiensl Section [[1 entries or 40 antinsly naw [0 form
¥ Imtruction

13’. Bty -9

E) chats & Grap j 15 He 1,626,830 [ Primary) v

T T

Typo: Eledironkc 1-% [Py pe—

J AR B Papoi it Teuda,

j Calestas

J Tutarisls E-Vierily

@ hogost 'E Verify Empioyes is aligible for E-Vartly

TS LS F0LS

Pt Contar
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I-9 Processor’s Role

27.1-9 Processor reviews information and clicks Approve this I-S.

m % | hrtps //awen perfectcompliance com S0CTH

File Edit View Favordes Tools Help
£ FComert = [selent
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28 1-9 Processor reviews issues tab and exempts warning message.
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29. 1-9 Processor reviews exemption history for AY faculty.
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