
Completing I-9s
For International Students



The material in this presentation has been prepared by the ISSO to assist BU hiring departments to 
complete I-9s for international students in F-1 visa status working on-campus.  

• Students in other visa statuses should be referred to ISSO to complete their I-9 documentation.

• Students who need to reverify their I-9s because they have extended their programs should complete 
the reverification process with the ISSO.

Have the student complete Section 1of the I-9 , no later than their first day of employment, using the link found in 
the My Job & Career section of the MyBUPortal.



To complete the hiring information for the international student they will need to present the following original 
documents in-person to document their employment eligibility as an F-1 student.

a. Valid passport issued by a foreign country.

b. Valid Form I-20 issued by BU only. If I-20s is issued by a different school, student should be sent to ISSO for 
review.

c. Valid I-94 arrival record indicated that the student is in the US in F-1 student status with an expiration of D/S 
only. If the student presents an I-94 with a different immigration status other than F-1 or specific expiration 
date other than F-1, student should be sent to ISSO for review.

Do not scan or copy documents. See sample documents.



PabloReyes

Hiring managers should log into Form I-9 and enter student BU ID in Sec 1 Management to navigate 
to specific student’s I-9.

Select For Passport w/I20 & I-94 or I94A (F1) as a List A document. This selector will then help walk 
you through each required document in Section 2.

You may also accept valid items from list B and list C. 



Under Foreign Passport – select country that issued passport as issuing authority, enter passport 
number and passport expiration date.



Under I-94/I94A – select US Customs and Border Protection as issuing authority, enter 11 digit I-94 number and 
expiration date (which should always be D/S) Take note of the arrival date on the I-94 as you will use this as the 
entry date on the hiring form.



Under Form I-20 – select DHS, US Immigration and Customs Enforcement as issuing authority, enter SEVIS ID number 
from top left-hand corner of I-20 and I-20 expiration date (section 5 of I-20) This I-20 expiration date reflects the 
current maximum period of on-campus employment authorization and is the I-9 expiration date. This the date you will 
enter on the hiring form as the work expiration date.



Complete the certification section of the I-9.  Enter the employee’s first date of work, enter your job title and 
name and address information.

Complete the Signature validation.



Once the I-9 is complete you can enter the hire by navigating to the New Hire/Rehire function in the Student 
Employment section of the Business Link.



Enter the appropriate job information.

Enter F1 in the  Visa Type field (This is a 2-character field so do not enter the -)

Enter the arrival date from the I-94 in the Entry Date field.

Enter the I-20 expiration date in the Work Expire Date field.

Click Submit and continue entering the remaining job information.
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