Completing Form I-9 Section 2

Completing the Form |-9 Section 2 for
Student Employment

This guide provides step-by-step instructions on how to complete Section 2 of the Form -9 for
student employment. It explains how to access the form, verify documentation based on
citizenship status, and certifying the form. It also provides tips and alerts to ensure that the
process is done correctly. Following this guide will ensure that the Form I-9 is completed
accurately and allows the hiring process to proceed smoothly.

Accessing Section 2 of Form I-9

1. Navigate to Student Employment Job Board section for On-Campus Supervisors.

I:] Student Employment Office:
BU Job Board

# Employees -  Employers & Administrators -

On-Campus Supervisors 9‘

)

Post available job positions, review applications, and hire employees. Employment guidelines and required documents are at your fingertips! i

Request Access to the Site
e Contact Us

Send us your suggestions, ideas, or
concerns!

JobX Login
Login to post jobs, access student
applications, and hire students.

Click above if you are an On-Campus
Supervisor and your credentials are not
granting you access.

Student Employment News Employer Tools
On-Campus Supervisor Training Student Form |-9, Section 2 Pending
Click here to access the On-Campus Supervisor Training website. Please click here complete section 2 of a Form 1-9 for a student.

2. Under Employer Tools, select ‘Student Form I-9, Section 2 Pending’.

Employer Tools

|Student Form 1-9, Section 2 Pending|
Please click here complete section 2 of a Form I-9 for a student.

oTip! Supervisors tagged to complete section 2 of the Form |-9 for a student will also
receive an email notifying them that their student has completed section 1 of the Form I-9. The
email will say who initiated the I-9 and provide a direct link to Section 2.
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3. The Dynamic Forms User Portal will load. Click the button labeled, “Forms | need to sign
now” to access your queue.

’D Dynamic
Forms
A My Forms / Portal  Admin ~ [ - ?

User Portal
Welcome, Miriam!

These forms need your action!

Forms | need to sign
now

1

Click here to sign

Other Forms you might be interested in.

Forms | am Copied on Forms Awaiting Other Signatures

My Forms Histary

4. Locate the appropriate student I-9 and under the ‘Action’ column, select Complete

Form. (The name of the student employee who started the form will display in the
‘Description’ column.)

Forms | need to sign now Search By All Fields ¥  Search for.. o}
Form Name Status Description Date PDF HTML Action
Started By: Signature Rex t Date:
Government Form - 2023 Form |-9 (Supervisor Reviewer) Incomplete =ty 3‘,?;13/;;25 ?g;;a'g ;M 23 &l ‘ Action v |
Complete Form

M4 1 M 50 ¥ items per page

View PDF

View Html

5. The instructions for Section 1 will display. These are the same instructions the student
was shown before completing Section 1. Scroll down and verify that the user completing
the Form I-9 is the Authorized Representative shown.

a. The Authorized Representative must be the user completing the form. It is not
possible to edit the name and email of the Authorized Representative.
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Form |-9 is a required government form that must be completed for authorization to work in the US. Please complete page
one of the -9 electronically to verify your employment eligibility. You must complete this form and present -9
documentation to the University prior to starting work for compliance with the Form 1-9 regulations.

Instructions for Section 1 (Page One) - Click here for more instructions on completing the Form 1-9.

« International Students: Please use your on-campus room address
. US Citizens and Permanent Residents: Please use your home address.

After Completing_Section 1
You should click the 'Next' button to continue to view all pages of the legal document and click 'Submit' on the last page.
You are completed with this document when you land on the confirmation page at the end.

Next, you will be required to come to the person listed below in the Authorized Representative Section to present |-9
documentation. Your -9 documents regulations require original forms of identification for employment eligibility.
Photocopies are not acceptable.

« US Citizens/Permanent Residents: Present one document from List A or Present one document from List B and
one document from List C
« International Students: present your passport, most recent [-94, and 1-20 (F-1 or J-1}

If you have any questions, please email seo@bu. edu.

Authorized Representative

Please confirm the following is the individual who will inspect your documents. If this is not the correct person please
contact seo@bu.edu.

Authorized Rep First Name: h Last Name: = Email: * @bu.edu

6. Click ‘Next’ to proceed to Form I-9.

Authorized Representative

Please confirm the following is the individual who will inspect your documents. If this is not the correct person please
contact seo@bu.edu.

Authorized Rep First Name: 4 Last Name: * Email: * @bu.edu

[ Return for Revision II Next ”

7. The Form I-9 will display with the information entered by the student employee. Confirm
the citizenship status entered with the student and verify that they brought the
necessary documentation before completing Section 2.
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Documents

The documents necessary to complete section 2 will depend on the citizenship status selection.

Documents must demonstrate both identity and eligibility to work in the U.S. The official list of

acceptable documents can be found here: https://www.uscis.gov/i-9-central/form-i-9-

acceptable-documents

A All documentation must be original, valid, and viewed in person.

Viewing copies, scans, facsimiles, digital images on devices or viewing documents over Video
Conferencing application is NOT ACCEPTABLE.

e For U.S. Citizens and Permanent Residents, common examples of documents include:

o O O O

o

U.S. Passport, or

U.S. Permanent Resident Card/Green Card (Form I-551), or
Driver’s License AND Social Security Card, or

Driver’s License AND Birth Certificate, or

BU Terrier Card AND Social Security Card, or

BU Terrier Card AND Birth Certificate, or

e Forinternational students on an F-1 visa, the student should present the following 3
documents: Passport AND Form 1-94 AND Form 120
o Students should print out a copy of their I-94 from the DHS website

e International students on a J-1 visa or other immigration status can be directed to BU

ISSO.
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Completing Section 2

Enter the information on the student’s documents to complete Section 2 of Form I-9. Use the
examples in the screenshots below for reference.

U.S. PASSPORT EXAMPLE

U.S. Passports verify both identity and work authorization, so info is entered under List A.

ListA C
Document Title 1 | U.S. Passport v
Issuing Authority U.S. Department of State
Document Number (if any) | 123456789
Expiration Date (if any) | 06/13/2031 &

\\\ \\\ \&0\)\

O/Ikbbm-!&mx )

.ﬁ' s =% ter
v /\vk ‘

the expiration date in
MM/DD/YYYY format.
Passports normally

display the date in
DD MM YYYY format.

Document
Number
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GREEN CARD EXAMPLE

Permanent Resident Cards verify both identity and work authorization, so info is entered under
List A.

List A
Document Title 1 *[ Form I-551 / PRC ™

Issuing Authority | U.S. Citizenship and Immigration Ser v |

Document Number (ifany) | LINO0O0000319
Expiration Date (ifany) | 06/11/2028 i

o Note that the Document Number for a Permanent Resident Card is found on the BACK
of the card — the last 13 characters on the first line of text (3 letters followed by 10 digits).

i, 99249540 O 0
. o

Document
Number

" ¥9%00G, @og v avy U5 Walbon. USPS: Mal i USCH, 7

C1USAO000003193LINOOOOOD0319K<
5808175M1105108C0D<<<<<<<<K<<<3
SPECIMEN<<STESTLKVOID<<<LLLL<L<LKLL
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LIST B & C EXAMPLES

The List B document verifies identity (a photo ID), and the List C document verifies work
authorization. Most of these documents should have some form of document number, though
not all of them will have an expiration date. These identifiers may appear in a variety of

locations on the documents.

o List B and C documents may be used only if the student employee indicated that they
are a U.S. citizen or permanent resident. If the student employee is an international student,
List B and C documents can NOT be used, even if they have both types of documents.

Example using driver’s license and social security card:

OR ListB AND ListC
[ Driver's license issued by state/territory  + [| Social Security Card v
| California - Social Security Administration

M1234567 123-456-1010

09/01/2030 &

Example using BU Terrier Card and birth certificate:

DR List B AND List C
[ School ID ~ [| Birth certificate v
| Boston University [ Louisiana v
U1234567 041598 |
@ | |
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INTERNATIONAL STUDENT (F-1 VISA) EXAMPLE

The documents to complete the 1-9 for international students work together to simultaneously
verify identity and work authorization, so their information should be entered under List A.

Section 2. Employer Review and Verification: Employers or their authorized representative must complete and
employee's first day of employment, and must physically examine, or examine consistent with an alternative proc
documentation from List A OR a combination of documentation from List B and List C. Enter any additional docuni

LEGTEE  Example input for F-1 student:

ist A OR ListB
Document Title 1 "| Foreign Passport with Form 1-94 v
Issuing Authority * India v
Document Number (if any) | 123456789
Expiration Date (ifany)  |06/13/2031 &
Document Title 2 (if any) | Form 1-94 + || Additional Information
Issuing Authority " U.S. Customs and Border Protection || [Form 1-94 Admit Until Date: D/S
Document Number (ifany) | 123456789A1
Expiration Date (if any) &
Document Title 3 (if any) | Form 1-20 v
Issuing Authority *| Department of Homeland Security
Document Number (ifany) | NO0O1110001
Expiration Date (if any) | 05/31/2028 &

CATECKITETS 1 you osca anm arcriatlve

Note the following:

= Passport Expiration Date: Most passports display dates in DD-MM-YYYY format, but all
date entries on Form I-9 should be entered in MM/DD/YYYY format.

®*  Form |I-94 Document Number: This is the 11-character Admission (I-94) Record Number
shown at the top of the |-94, containing both letters and numbers.

=  Form |-94 Expiration Date: 1-94s for both F-1 students should have an “Admit Until Date”
of “D/S” which refers to “duration of study”. However, due to a system limitation it’s not
possible to input a non-date format for this field. Until such time as this can be corrected,
add the note as shown to the Additional Information field.

* Form I-20 Document Number: This is the 11-character SEVIS ID displayed on the top-left
of the I-20, starting with the letter N.

=  Form I-20 Expiration Date: This is the PROGRAM END DATE displayed in the Program of
Study section of the I-20.

o There is generally no need to use the ‘Attach File’ features on the Form I-9.
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Certifying and Submitting the Form I-9

1. Enter the student’s First Day of Employment.

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named First Day of Employment
employee, (2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my |(mm/dd/yyyy):
knowledge the employee is authorized to work in the United States. &

Last Name, First Name and Title of Employer or Authorized Representative

o

e

(click to sign)

Signature of Employer or Authorized Representative

Today's Date (mm/dd/yyyy)

Employer's Business or Organization Name

Employer's Business or Organization Address, City or Town, State, ZIP Code
['| Boston University /881 Commonwealth AvenueBoston MA, 02215

2. Enter the Last Name, First Name, and Title of Employer, using commas to separate each

value. Abbreviations may be used if needed for the job title.

Exam plg:

st, under penalty of perjury, that (1) | have exami
bove-listed document(s) appear to be genuine a
ployee is authorized to work in the United States

.
Last Name, First Name and Title of Employer or Authorized Representative

*[ Terrier, Rhett, Assistant Director of School Spirit

3. Click into the highlighted field labeled ‘(click to sign)’ to sign electronically.

S.

(click to sign)

Signature of Employer or Authorized Representative

To

Busi Sraanzalion 2 ~iv or Town. Stafe. A

4. Electronically Sign: A pop-up with information about the electronic signature, including

a link to Disclosure/Consent information will display. The user’s first and last name will

be automatically displayed. Type the first and last name into each field and then click

‘Sign Electronically’ to attach the e-signature to the form.
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5. Once the e-signature has been input, the field for ‘Today’s Date’ will auto-populate.
a. The fields for ‘Employer’s Business or Organization Name’ and ‘Employer's

Sign electronically x

Please read the Disclosure / Consent before you sign your
form electronically.

Typing your name exactly as it appears below signifies you are
completing this form using an electronic signature. By signing
electronically, you are certifying that you have read and
understand the Disclosure/Consent and agree to electronically
sign. You also agree to receive required disclosures or other
communications related to this transaction electronically.

To continue with the electronic signature process, please enter
your first name in the first field, and your last name in the
second field. Your name must match the names displayed in
the dialog. Next, click the "Sign Electronically" button to save
your information and submit your electronic signature.

| Rhett \
Rhett

Terrier |
Terrier

Sign Electronically |

If you would like to opt out of electronic signature, please click
the "Opt out and print" link below to save your information and
print a local copy for your signature.

Opt out and print

Business or Organization Address, City or Town, State, ZIP Code’ will also be auto-

populated on the form and cannot be edited.

6. Click ‘Next’. The subsequent three screens will show the additional pages of Form I-9. Do

not enter anything on these pages; simply scroll to the bottom and click ‘Next’.

Reverification and Rehire (formerly Section 3)

[ by Y
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7. On the fourth and final page, scroll to the bottom and click ‘Submit Form’.

\Additional Informatien (Initial and date each notation.)

Check here if you used an
alternative procedure authorized
by DHS fo examine documents.

Form -9 Edition 08/01/23

| —
Previous || Return for Revision || Submit Form I

Page 4 of 4

8. A confirmation pop-up will display. Click ‘Yes’ to confirm the submission.

9. Once the Form I-9 is completed, the hiring process may proceed as long as the student

has met all employment form requirements.
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