
I-9 Form Collection Procedure – updated 12-11-01

Effective January 1, 2002

New Unclassified Employees

· An original I-9 form and supporting documents are to be collected and verified by hiring department within 3 days of employment for all new unclassified employees

· An original I-9 form and copies of supporting documents are to be attached to all other payroll documents and submitted to Human Resources.  Exception:  Payroll Documents (Request Form and W-4) for Faculty and Teaching Academic Staff only (C-basis employees) can be sent to Human Resources prior to receiving the completed I-9 form from the employee.  However, these payroll requests will not be processed on the payroll until an I-9 is received in Human Resources.

· Employee will not be payrolled until all payroll documents are received:

·  I-9 and attachments

· W4

· Payroll request form (load sheet)

· Direct deposit form

Returning Unclassified Employees with Previous UW Employment*

· An original I-9 must be completed and supporting documents verified within 3 days of employment by hiring department for all employees returning after a break in service

· An original I-9 form and copies of supporting documents are to be attached to all other payroll documents and submitted to Human Resources.  Exception:  Payroll Documents (Request Form and W-4) for Faculty and Teaching Academic Staff only (C-basis employees) can be sent to Human Resources prior to receiving the completed I-9 form from the employee.  However, these payroll requests will not be processed on the payroll until an I-9 is received in Human Resources.
· Employee will not be payrolled until all payroll documents are received:
·  I-9 and attachments

· W4

· Payroll request form (load sheet)

· Direct deposit form

New LTE’s

· An original I-9 form and supporting documents are to be collected and verified by hiring department within 3 days of employment for all new LTE employees

· An original I-9 form and copies of supporting documents are to be attached to all other payroll documents and submitted

· Employee will not be payrolled until all payroll documents are received:
·  I-9 and attachments

· W4

· LTE authorization

· Direct deposit form

LTE Employees With Previous UWP Employment*
· An original I-9 must be completed and supporting documents verified within 3 days of employment by hiring department for all LTE employees returning after a break in service

· An original I-9 form and copies of supporting documents are to be attached to all other payroll documents and submitted to Human Resources

· Employee will not be payrolled until all payroll documents are received:

· I-9 and attachments

· W4

· LTE authorization

· Direct deposit form

New Student Employees

· An original I-9 form and supporting documents are to be collected and verified by hiring department within 3 days of employment for all new student employees

· An original I-9 form and copies of supporting documents are to be attached to all other payroll documents and submitted to Human Resources

· Employee will not be payrolled until all payroll documents are received:

· I-9 and attachments

· W4

· Student Authorization

· Direct deposit form (recommended)

Returning Student Employees with Previous UWP Service*
· An original I-9 form and supporting documents are to be collected and verified by hiring department within 3 days of employment for all student employees returning after a break in service

· An original I-9 form and copies of supporting documents are to be submitted to Human Resources along with all other payroll documents 

· Employee will not be payrolled until all payroll documents are received:

· I-9 and attachments

· W4

· Student Authorization Form

· Direct deposit form (recommended)

Classified Employees

· I-9 form and supporting documents will be collected and verified at orientation by Human Resources for all new classified employees

· Employee will not be payrolled until all payroll documents are received:

· I-9

· W4

· Direct deposit form

*For US citizens and lawful permanent residents who are being rehired within the SAME DEPARTMENT after a break in service and whose original I9 was completed WITHIN THE PAST 3 YEARS, the department may update the original I9 rather than completing a new I9.  HOWEVER, an employee that listed a supporting document with an expiration date on their original I9 CANNOT update their I9 – A NEW I9 MUST BE COMPLETED.

Departments can update the I9 as follows:

· complete the update section (section 3) on the department’s copy of the I9

· submit the I9 copy to Human Resources along with the other required payroll documents (The updated I9 copy will be attached to the original on file in HR).
NOTES:
· This process will begin with appointments effective after January 1, 2002. 
· All I-9 forms and supporting documents will be filed alphabetically in the Human Resources Office by classification (i.e., unclassified, classified, LTE, student)

· Training of department representatives will be done in December 2001 on the new process to follow for collection of I-9 forms.

· The Human Resources Office recommends that the internal auditor should conduct periodic auditing at the hiring department level to ensure that I-9’s are completed within 3 days of date of hire and that all the other requirements are met
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