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Federal Contractor Tools:

Generating and Managing the FAR Queue
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Key Notes:

> Who needs to use the Federal Contractor
Tools?

Federal contractors awarded a new contract on or after
September 8, 2009 that includes the Federal Acquisition
Regulation (FAR) E-Verify clause are required to use E-Verify
to confirm the employment eligibility of all persons hired
during a contract term. This includes current employees who
perform work under a Federal contract within the United
States.

> Who can enable the Federal Contractor
Tools in the system?

The LawLogix Account Coordinator or Customer Support
Representative can enable the tools for the account.
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Key Notes:

> What is the FAR queue?

The FAR queue is a designated area within Guardian in which
to manage the [-9s and E-Verify submissions of existing
employees impacted by the FAR rule. Through the queue,
Guardian analyzes 1-9 data and provides a step-by-step
process to meet the additional requirements of the FAR rule.

» How can the FAR queue be generated?

The queue must be generated by an Administrator from within
the Administration module in Guardian.

> Who has access to the FAR queue?

All users with E-Verify privileges have access to the FAR
queue.
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Key Notes:

> What tools are available within the system
to assist the User in managing the
employees affected by the FAR rule?

The Batch Processing Queue and Reporting features offer
assistance for managing, preparing, auditing, completing 1-9s
and submitting to E-Verify FAR affected employees.

> Who can waive FAR requirements that do
not apply to the employer?
System Administrators can disable non-applicable FAR

Guidelines on the E-Verify page within the System Preferences
area of the system.




Generate the Batch
Processing Queue
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G//_-\' & 5% View: & HR O Group Type of -9. Current | Imported
ardian :‘ﬁ#v P
Jr? D aS h bo a rd [2] Phoenix - Chandler & [ Selact from list ] [ Salect Location }e Mew Employee
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Select the Administration link.

Administration




Guardian

-8 and E-VWerify

Compliance System

& & @ BExUCE

.

Preferences
Custom Help
Templates

Locations

Occupation C...

HR
Users

HR
Groups

HR
Assignments

g Remote Agents

8

T
Q? Announcements

o’

Purge Data

Exit Admin

@ Contracts

0 Records found

Select the Contracts link.

Update Queue for Selected Contracts

Add

Show All

FAR Batch Processing Queue

Upon completion of at least one Eligible Contract and the attachment of

jon, business unit or
o populate the FAR Batch

ick to fill the FAR Batch Processing
Queue with employees attached to
the selected contracts above. Use
this function to fill the queue
initially, or to update the queue if
the contract terms have changed, or
new employees have been attached

to the contract.

Note: this may take several
minutes to completa.

Click to open the FAR Batch
Processing Queue.

Note: Use this module to define government contracts that require all employees assigned to the gualifying contract to be
submitted to E-Verify for employment verification, regardless of hire date.




Gaardian

-2 and E-\Werify

Compliance System \\; CO n tracts | Add || Show al
ILH
. Preferences
Custom Help 1 Record found View Last Contract
Effective Contract L
Templates Date & = Number « Hame & » Type &« v Eligibility « « Select
Locatons 08/01/2012 FSR22434 Secoret Defense Contract Federal Mene

Occupation C... to be

HR

o= If only contract employees are to be E-Verified,
HR Administrators select the desired contract(s) from

Groups

- the Contracts page and click Update Queue.
Assignments
Contracts

Remote Agents Click to fill the FAR Batch Processing

Queue with employees attached to
Purge Data the selected contracts above. Use

this function to fill the queue

initially, or to update the gqueue if

Announcements the contract terms have changed. or
Update Queue fog)Selected Contracts new employees have been attached

Exit Admin to the contract.

S0P & & & Bg0C

Mote: this may take several
minutes to complete.

Q:rv'_ew Click to open the FAR Batch
E;UEUE Processing Queus.




tardian
1-9 and E-Yerify

Compliance System :} ABC COI’pOFatIOn
= W

‘l'.;‘tf Preferences | System Preferences || E-Verify || Calendar || E-Mail || Privacy Policy || Remote Hire || Misc || Custom Fields
J Custom Help E-¥erify Information

|_:j Templates

goptc If all employees are to be E-Verified, Administrators

- R -verity Settings select the E-Verify tab in the System Preferences

Users .
" Require area and click Update Queue for All Employees.
Groups
HR Require
Azsignrments dacurmen
3 CEniEEES Effectivgfiate of first FAR Qualifying Contract: Date cannot precede 09/08/2009
& Femoate &gents
Ohscure S5N on THC notices
WLl Business Units
.B A e [0  amend existing [-9 after data changesMhade during E-Verify process. If unchecked, new I-9 is created instead,

Qf Announcerments

g‘-’ Exit &dmin

FAR Batch Processing Queue

jck to fill the FAR Batch Processing Queue with all employees in your system,
UR= this function to fill the queue initially, determining the status of 2ach employee,

’ Update Queue for All Emplovees ]

Mote: this may take several minutes to complate.

Q}View Queue  Click to open the FAR Batch Processing Queue.

FAR Settings

O  click to enable Batch submission of 1-9s ta E-verify from the FAR Queue

FaR Guidelines specify that the following I-9 reguirements be met for each current employee before an I-9 can be submitted to E-Yerify, By default all applicable
questions will be asked on the FAR Queue. Interpretation of these requirements may vary by legal experts, If, after consulting with wour legal counsel, your
organization wishes to waive any of these requirements, you may do so by checking the appropriate "Disable Question” box below,

U.S. Citizen/Current Form




Access the Batch
Processing Queue




G//_-\' - 57 View: ® HR O Group Type of I-9: Current | Imported
Gardian "hﬁ#’ .
‘:r? D aSh bo a rd [112] Phoenix - Phoenix w [ Select fram list ] [ Select Location ]mployee

-5 and E-Verify
Compliance Syzstem

H 3 Top I-9s Needing Approval Top Pending E-Verify Actions
: i - WE i Y Anialyz Q Chart
”Mfﬂutt‘ !_9 Mo I-8s Meeding Approval Date Started  Current Status Employee Mame Date Initia
Verification
&7 i On Hold, waiting for user
‘& Dashboard 04242012 S [55A TNG] under, age 04/24/2012
& My Info
#E-Verify

Y eaesesml S€leCt FAR Queue.
.B Employees

,,:Erj Tasks
‘_) I-9 Forms
[ ]

A I-9 Instructions
“B Reports

@ Charts & Graphs
\g’ Announcements

Calendar

é) Tutorials

g‘-" Administration

@ Logout




¢ FAR Batch Processing Queue

Search Options ~
,- Do Search
Employee (Last, First) Exemption Status |All bt —
“ Employees v E-Verify Status |All v
Locatign |All w Hiring Manager |All w
" HR Group |All w
Business Lnit [ w Attestation [All w
E-Verify Batch Ma
W

gt Use search fields as needed
to locate records. geiofe v b Ml

Employee Name Mext Action FAR. Status

1-9 Info

I-9 - POF 'Q-"-"- LA TR ST LIRS S, 1SCs (T W W T T i e W e T T D ol T 2
Employee, Another 2010-10-01  HR Group 1-3 form has 12 Errors, 3 E-Verify Issues Fix I-8 Check

1-3 - POF - QA
Employee, Remote . )

1-3 - PDF - OA 2010-10-25 HR. Group 1-9 form has 2 Errars Fix I-9 Check
Employee, Remote _— . Review E-Verify Status

18 -POF-QA e i Groe Pending: Case st open Pending Initial Verification, i9 not complet Check
Employee, Remote 2010-04-10  HR Group 1-3 form has 5 Errors, 2 E-Verify Issues Fix I-9 Check

1-3 - POF - QA
Employee, Sara 2008-02-11  HR Group 1-2 form has 12 Errors, 4 E-Verify Issues Fix 13 Chedk

1-3 - POF - QA
Enw, Emp —— . Review E-Verify Status

1-a " PDF - QA 2011-10-14 HR. Group Pending: Case still open On Hold, waiting for user interaction Check

Frra el o Rl e M T

Everify, Test 2010-11-18  HR Group 1-3 form has 5 Errors, 2 E-Verify Issues Fix 1-9 Check

1-5 - FDF - QA .

Exem Issue e e e - L o e P TR




¢ FAR Batch Processing Queue

search Options -~
A Do search
Employee (Last, First) Exemnption Status |All ~ -
Group or Contract |All Employees v E-Verify Status |All o~
Location |All " Hiring Manager |All w
HRE Al w HR Group |All w
Business Unit |Al ~ Attestation |All ~
E-Verify Batch Mame: |All w
Wt

Results: 144 Employees Found

arch: Name: _ A options & Show Al ¥ Pre FO | I ow th e aCtI on p rom pts
Employee Name “ | Hire Date HR/Group tO fl X th e I —9 fl rSt . Mext Action FAR Status

I-9 Info Term Date Exemption 3

I-9 - POF 'Q-"-"- LA TR ST LIRS S, YT T W W T W T e Qe W i ol T 2
Employee, Another 2010-10-01  HR Group 1-3 form has 12 Errors, 3 E-Verify Issue Fix I-8 Check
1-3 - POF - QA
Employee, Remote . )
1-3 - PDF - OA 2010-10-25 HR. Group 1-9 form has 2 Errars Fix I-9 Check
Employee, Remote _— . Review E-Verify Status
18 -POF-QA e i Groe Pending: Case st open Pending Initial Verification, i9 not complet Check
Eioiizs oeiis 2010-04-10  HR Group 19 form has 5 Errors, 2 E-Verify Issues Check
1-3 - POF - QA
Employee, Sara 2008-02-11  HR Group 1-2 form has 12 Errors, 4 E-Verify Issues Fix 13 Chedk
1-3 - POF - QA
Enw, Emp —— . Review E-Verify Status
1-a " PDF - QA 2011-10-14 HR. Group Pending: Case still open On Hold, waiting for user interaction Check
Frra el o Rl e M T
Everify, Test 2010-11-18  HR Group 1-3 form has 5 Errors, 2 E-Verify Issues Fix 1-9 Check
1-5 - FDF - QA .

Exem Issue e e e - L o e P TR




/-9 for Agent, Remote

Details

OnDocs

: * -
efresh T« Un-Group

@ Amendments

[View Employee| |Refresh| |Go Back| [Delete]

R Check 19 “ Exemption Hisgtory

Class Type Section Item Explanation Status

= E-Verify [ 2 )
E-Verify  Error SecionIl  List A, [valid ]
E-verify  Errar SectionII  List A, H) Type Specified [valid ]

2 E0(8) Address all 1-9 issues to prepare

_ _ the 1-9 for E-Verify submission. _
19 Errar SectionII  Busing [Valid ]
I-9 Error Section I Date e —— — [ Exempt]
I-9 Error SecionII  Business or Organization Mame Required Field, Should not be left blank, [Valid ]
19 Errar SecionII  Date Signed Required Field, Should not be left blank, [Valid ]
I3 Errar SecionII  Print Name (HR) Required Field. Should not be left blank, [valid]
Ia Warning  Sectonll  Date Hired Plgase ven_ﬁr employee's start date in section 2. It may be correct, but this date is prior to the new-hire [Vaiid ]
fling deadline,

I-9 Warning  SectionII  Title (HR) Mot required, but should be filled in. [valid ]
19 Errar SectionIl  ListA, B, or C Mo document selected in any column via popup menu, A document from List A, or 1 each from List B and [ Exempt ]

C are required.




¢ FAR Batch Processing Queue

Search Options

-s; show Al #, Set Defaults

Employes {Last, First) Exernption Status |All ~
Group or Contract: |All Employees w E-Verify Status |All v
Location |All w Hiring Manager [All v
HR |A i
Ble ollow the question prompts to ensure the I-9 -
E-Verify Batch MName: |A -
meets the FAR requirements and prepare

Results: 4 Employees Fou the |'9 fOI’ E'Ve”fy Sme|SS|On

Employee Mame “ | Hire Date HR /Group E-Verify Status Mext Action FAR Stah
I-9 Info Term Date Exemption Status
Test, Employee - . Review E-Verify Status
1 - PDF - QA 10/28/2010 HR. Group Pending: Case still open On Hold, waiting for user interaction Check
FMre Te bl e Bl e B TRy T
TIE_;%FFSIIEEEE 02/23/2012 HR. Group I-9 is ready, but has not been Approved Approve 1-9 Chedk

Pending: Case 5till Open Review E-Verify Status

Test, Employee " )
19 - PDF - QA 01/01/2006  HR Group and group On Hold, ction  Check
Test, Employee 01/01/1930  HR Group Old 1-3 Version. Attestation may be an issue (RER) Q: Is employee really a Mon Citizen Natio CHpdk

1-9 - FOF - QA




.g)f FAR Batch Processing Queue

Question re: Passport, US

FAR rules require that an employee be asked if his/her actual status at the time of
attestation was Non-Citizen National when he/she checked the attestation "US
Citizen or National" on an I-9 with a revision date before 2/2/009. If 50, it is
recommended that a new I-9 be created.

The question has not been answered

The employee has been asked this ques Answer the queStion
The employee has responded Yes, they and CIiCk the button -

o O O @

The employee has affirmed they are a U

Click View Employee to view em

Click E-Mail Employee to send employ
Click View Correspondence to vie

ee contact details
an email regarding this issue
rrespondance to the employee

[ (Answer Question ) ] [ Go Back
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¢ FAR Batch Processing Queue

Search Options -~
-ﬁ Show Al %%, SetDefaults ,- Do Search
Employee (Last, First) Exemption Status |All bt —

Group or Caontract: |All Employees L b

Location |All w b

HR [Al v Confirm the I-9 is v

Business Unit |Al v E_Verify ready_ v
E-Verify Batch Mame: |All w -

Results: 1 Employee Found

earch: Name: _ ,- Options -ﬁ Show All ¥ Presets ~

Employee Mame “ | Hire Date HR/Group E-Verify Status Mext Action FAR Status
I-9 Info Term Date Exemption Status

Channing, Murphy

1- - PDF - QA 01/01/2008 HR. Group 1-9 ready for E-Verification Send to E-Verify Check




Reporting
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Key Notes:

> What report type is helpful in managing
FAR affected employees?

The Employees report type contains information related to the
employee, the 1-9. E-Verify.

» How can the Employee report help?

With the report, users can identify such things as employees
without 1-9s, -9 attestation, -9 issue count, E-Verify status, and
FAR contract affiliation. This information can be used to
develop a strategy for meeting the FAR rule requirements and
preparing the 1-9s for E-Verify submission.




Gﬂféﬁ‘ﬁn @ Re po r‘tS 7 [ Hide Report Listings ]

5 and E-Verify
Compliance System

L:;ﬂ 3 Report Types # | Report Details & Settings
Fending Heceipts .

I-9 Issues . Help with Reports
J’lMinutt‘!—g s Stats J
ous report types that can be

Reports: Employee [All] Select the Employee report type. ISR eI reprsue

"'Ié‘ Dashboard

My Info
“E Verify

&
@ FAR Queue
8

W
Employees . Cl@ck on any desired report type to see all reports of that type.
Employee (160) Smith, Stephanie 02 ¢ Click All Types to see all reports, regardless of type.
":Ej Tasks Employee (373) HR. Manager, Corporate 11, + Tocreate a new_repnrt._ﬁrst select the desired report type from the list, then click
‘-) Employes (334) Smith, Stephanie 2, the New button in the list of Reports: shown.
I-% Forms : 3
Employee (474) Smith, Stephanie 02 P
' 19 Instructions
= # You can use the Filter menu to restrict the list of reports to:
i} Reports
_} s All - show reports of the selected type
@ Charts & Graphs # Shared - show reports that have been shared by users
+ Mine - show reports created by you
\g' L . Oft!'lers - show reports created by everyone but you
+ Private - shows private reports created by you
Calendar ¢ Click any report to view it, update it, or change it's parameters.
E : ¢ Click the Refresh button to update the list of available reports
@) Tutorials + Click the Reports menu to:
4;3' Administration + Duplicate - duplicate the currently selected report

+ Delete - delete the currently selected report

'@ Logout
Pl N Y Rl L Ll L Ll 1t L L _y Lol 1 bl L
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.
-'lMinutt'!—g

'Ié‘ Dashboard
& My Info

“E Verify
@ FAR Queue
Q Employees
":Ej Tasks
I-9 Forms
[-9 Instructions
Reports
Charts & Graphs
Announcements

Calendar

Tutorials

y)& Administration
@ Logout

@ RepO rtS ¢ | Hide Report Listings |
Report Types # | Report Details & Settings
Fending Recepts 2 2
L Report Information
E-Verify Status
Employee Report Type: Employes
Users Created by: Smith, Stephanie : 02/09/2010 @ 12:38:25
s Last Run: 08/24/2010 @ 13:51:24

Reports: Employee [All]

View Report Download Excel Report

Mame Created by Ci

Report Settings

Employee (160)

Report Name:

Employee {1680

{Do not show to others)
Employee {373

Employee (394
Employee (474

Determine report settings and select

a specific contract if preferred. 3
ilter by Location: [All W

Filter by Wiring Manager: [All W

iness Unit: [All “

Employ®e Status: |All W

Grc\| Employees w

Date Range (Date Hired)




ABC Corporation

Employee
Friday, June 15, 2012

Employee SSN DOB
Mame

Location Name:

Rogers ——
Et;ie 3 25- 07/04/1976
6789

Location Name: 0001 Retail Austin, TX

Robinson 123
Herald " 45~ 1976-07-04
5789

Location Hiring Business .

Hame Manager Unit HR/Group Attestation
Analyze employee data.

ooo1 .

R.atail General Educational HR G ;:xh:lt':-lze: ZF

Austin, (M0} Endeavors reup Et:te:l =

T

E- Employee .

Mail D Date Hired
061472010
osf01/2009




Walive Select
FAR Guidelines
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Key Notes:

> Who can waive FAR requirements that do
not apply to the employer?

System Administrators can disable non-applicable FAR
Guidelines on the E-Verify page within the System Preferences
area of the system.

> Who can determine which questions
should be waived?

Administrators should consult legal counsel before disabling
FAR Guidelines to confirm that the employer meets all
necessary requirements and guidelines. Once waived, the
corresponding question(s) will not be visible within the FAR
queue.
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ﬁ Top Pending I-9s Top I-9s Needing Further Action
¥ view W Refresh @ Mine sl S ® view W Refresh g Mine gy Al
IIMFHU!\E !_9 Date I-9 Employee Name Section 1 Date I-9 Employee Name Feason Date Expires  Days Left
Created Deadline Created
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!;E] My Info
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(B Employees @P 05/13/2012  Rogers, Jery 05/22/201
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.| 1-9 Instructions
(3 Reports
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f4| Calendar
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£

Select the Administration link.

Administration
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O
553, Preferences
Custom Help

Templates

Locations
Oecupation €.,

HR.
sers

HF.
Groups

HE.
Assignments

Contracts
Femoate &gents
Business Units

Purge Data

Announcerments

Exit Adrmin

SCUOEPE & & & 6650

ABC Corporation

J System Preferendgs || E-Verify | alendar || E-Mail || Privacy Policy || Remote Hire || Misc || Custom Fields

Employee Preferences

Allaw Future Hire Date:

Allow Future, ination Date: |

Personal Info: D

when chedied, usars will be able to create emplowees with hire dates into the future.
If wou wish to allow future termination dates, enterthe maximum # of days inte the future allowed. Leave value of 0 to not allow future termination dates.

In orderto aszist in data entry, please enteryour companie's minimum age requirement.

when chedied, employees can be added to the system without 3 Social Security No. Note: If you use E-Verify, Social Security Number will be required on the -9
form. Withaut a Social Security Mo, it is not possible to detect the entry of duplicate emplovees into the system!

When chedied, employee records cannot be created without an employes 1D,

Click to make the "My Info" tab data non-editable for employees.

Employes I-9 Sompletion 1 Sel eCt th e E-Ver | fy tab -

I-9 Preferences

1-9 style | Guardian b

Incomplete 1-95 can be Parked:
Ermployes Can Pre-Select Seckion 2 Docurnents: D

Show All Docurmnents in Section 2:
Auto Tazhk I-2 Review:
Auto Book I-9 Review Appt D

Hide HR Appointrnent Info: D

Allow Current Archival Dates: [

Allow Archival I-95 to be Completed Despite Issues: D

Thiz aption effects how non-form ltems are displayed insection 1 and 2 of the 19 form, in order to differentiate these controlz from the actual form.

Guardian: Light Blue Highlighting
&ray: Light Gray Highlighting

Uzer: Users Theme highlighting color
White: White highlighting

Flain Mo highlighting

If checked, an incomplete 19 can be 'Paked' orsaved in the incomplete state. Onee Paked, it cannet be medified, amended, or used again. Uze this eption if
employees cannot produce Section 2 documentswithin 3 days, and end up being terminated. This provides a record of the incomplete -9 for future reference.

if checked, when an employee filling out the -9 in the employee module or Kiosk is presented with the List of Acceptable Documents Page, the screen will include
popup menus detailing the List & and List B/C document choices. The employves must select which documents he or she is intending to use. If not chedded, no
choizes are shown, just the official document itsalf.

if checked, |9 section 2 List A/B/C documents will show all possible documents, even thoze that are notwalid forthe employes's attestation in zection 1.
Left unchedcked, only eligible documents are shown based on the employvee's current section 1 attestation.

when chedied, a task forthe HR & Employee will be created automatically and a notification email sent when an employee completes an 9. Leave unchedied to
dizallow thiz notification.

when chedied, an 19 Review appointment for the HR & Employes will be created automatically. Leave unchedied if the HR's need to book their appointments
manually.

Click to hide the HR appointment information at the bottom of Step 4

when checked, users will be able to enter Archival -9swith a start date up through the curent date.
fnot recommended, but appropriate forsome companies)

when chedied, an Archival -9 entered can be completed, ewen if it has issues (errors).

If left uncheﬁed. an Archival -0 cannot be comBIeted until all issues are resohved.




uardian E-Verify Settings
1-9 and E-Vetify
complinse System Require HRs to Confirm List B Documents have valid photo In order to comply with the terms of E-Verify, require HRs to confirm List B

g docurmnents include a photograph of the employee.

Require HRs to observe E-verify rules and scan/upload certain work autharization  In order to cormply with the terms of E-Verify, require HR= to scanfupload

-
hﬁj‘ Preferences documents docurnents required by E-Verify to be retained.

Custam Help _ o
Effective date of first FAR Qualifying Contract: Date cannot precede 09/08/2009
Templates
, O Obscure SSM on THC notices
Locations
Occupation C... Amend existing I-9 after data changes made during E-Yerify process, If unchecked, new I-9 is created instead,

HR
Users FAR Batch Processing Queus

HR
Groups

Es in your systern,
latus of each employee,

HR

Kimans Click the appropriate box(s) to
disable desired question(s).

Remote Agents FAR Settings

Business Units

P& & & @ B850

|

Purge Data

Announcements questions will be asked on the FAR Q
organization wi = ive any of

terpretation of these requirements may vary by legal experts, If, after consulting with your legal counsel, your
e requirements, you may do so by checking the appropriate "Disable Question” box below,

%@ ®E

Exit Admin

U.S. Citizen/Current Form

FA&R rules require that an employee be asked if his/her actual status at the time of attestation was Non-Citizen National when
he/she checked the attestation "US Citizen or National" on an I-9 with a revision date before 2/2/09. If so, it is recommended that
a new I-9 be created.

[ pisable Question 1

Lawful Permanent Resident
[ pisable Question 2 If the employee attested in Section [ of the I-9 form to be a Lawful Permanent Resident, FAR requires the employee be
contacted by the employer to determine if the employee has since became a naturalized citizen.

Retention of 1-551 Document

If the employee presented an I-551 alien registration card as a List & document an the current I-9 form, E-verify requires the
company to have retained a photocopy or scan of this document. If the photocopy or scan of this document was not retained at
the time the [-95 was caompleted ar cannot now be retained, it is recommended that a new -9 be created.

[ pisable Question 2

Alien Authorized to Work
[ pisable Question 4 If the employee attested in Section [ of the -9 form to be a Alien Authorized to Work, FAR requires the employee be contacted




Guardian

1-9 and E-‘erify
Compliance System

=

|‘1
‘,1?‘.‘.3 Preferences

of Custom Help

Templates

Lo

Locations

Oceupation C...
HEF.
Lsers

HEF.
Groups

HEF.
Assignments

& @ &g

Contracts

Remote Agents

Q

|

Business Units
Purge Data

Announcements

%« ®E

Exit Admin

Disable Question

[ pisable Questian

[ pisable Question

[ pisable Question

[ pisable Questian

[ pisable Questian

[ pisable Questian

[ pisable Question

[ pisable Question

U.S. Citizen/Current Form

FAR rules require that an employee be asked if his/her actual status at the time of attestation was Non-Citizen National when
he/sshe checked the attestation "US Citizen or National" on an 1-9 with a revision date before 2/2/09. If so, it is recommended that
a new -9 be created,

Lawful Permanent Resident
If the employee attested in Section I of the -9 form to be a tawful Permanent Resident, FAR requires the employee be
contacted by the employer to determine if the employee has since become a naturalized citizen.

Retention of 1-551 Document

If the employee presented an I-551 alien registration card as a List & document on the current 1-9 form, E-Verify requires the
company to have retained a photocopy or scan of this document. If the photocopy or scan of this document was not retained at
the time the I-9s was completed or cannot now be retained, it is recommended that a new I-9 be created.

Alien Authorized to Work
If the employee attested in Section I of the I-9 form to be a Afien Authorized to Work, FAR requires the employee be contacted
by the employer to determine if the employee has since become a Lawful Permanent Resident.

Retention of I-766 Document

If the employee presented an I-766 EAD card as a List & document on the current I-9 form, E-Verify requires the company to have
retained a photocopy or scan of this document. If the photocopy or scan of this document was not retained at the time the I-9
was completed or cannot now be retained, it is recommended that a new I-9 be created.

List B Documents

If the employee presented a List B document on the current I-9 form, E-%erify requires that this document contain a photograph of
the employee. If the List B document did not contain a photograph or it cannot be determined whether it contained a photograph, it
is recammended that a new I-9 be created.

document at the time that the -9 was completed
at a new I-9 should be created with unexpired

Click Update Info to save.

pired, it is recommended that a new -9 should be

created showing current work authorization.

d Document no Longer Acceptable
ocument presented when the I-9 was ariginally completed is no longer acceptable on the current I-9, it is recommended that
w [-3 should be created with document(s) selected from the current list of acceptable docs,

Enable: [1
Il fo

Update Info ] DCanceI Changes ] [ Add Expert
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Further Assistance

« Select Tutorials and Information from the vertical toolbar to
access other system tutorials.

 Select the help icon ;3 located in the upper left hand corner of
the vertical toolbar.

« Send an e-mail to support@lawlogix.com
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