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Please distribute this alert to any users within your agency who are responsible for completing Form I-9, Employment Eligibility Verification.

Revisions to the Guide for I-9 Verifiers. 

· Information regarding revisions to the Guide for I-9 Verifiers.
The Guide for I-9 Verifiers has been amended to include additional information and processing procedures for employees who present a Permanent Resident Card (I-551) or a receipt for a replacement List A, List B or List C document.
Permanent Resident Cards (Form I-551)
The HR Service Center is experiencing system errors when submitting Form I-9 records to E-Verify for employees who present a Permanent Resident Card (I-551). The Department of Homeland Security issues two separate numbers located on the Permanent Resident Card. Both of the following numbers are required for entry in Form I-9:

· A-Number (A#) or USCIS Number (USCIS#): A string of 9 numeric digits located on the front and back of the document. This number is required for entry by the employee in Section 1.

· Document Number (Card#): A string of 13 alphanumeric digits (3 letters followed by 10 numbers) located on the back of the document. This is required for entry by the I-9 Verifier in Section 2.
Often times these numbers are incorrectly entered into Form I-9. To mitigate further issues both the front and back of the Permanent Resident Card must be scanned and attached by the I-9 Verifier during Section 2 completion. Please refer to the Photo Matching Section within the Guide for I-9 Verifiers for additional information.
Receipt Reverification
The enhancements to the electronic process for Form I-9 completion, as announced in Personnel Administration Alert 2014-21, provides new functionality for employees who present a “receipt” in lieu of a List A, List B or List C document. An acceptable receipt temporarily fulfills the verification requirements of the document for which it was issued. Receipts are only valid for a specific short period of time and the employee must present the actual document for which the receipt was issued before the validity period expires. 
There are three types of acceptable receipts:

· Receipt for a replacement of a lost, stolen or damaged List A, List B or List C document: Valid for 90 days from the date of hire.
· Arrival Portion of Form I-94 or I-94A containing a temporary I-551 stamp and photograph: Valid until the expiration date of the temporary I-551 stamp or if no expiration date, one year from the date the document was issued.
· Departure portion of Form I-94 or I-94A with an unexpired refugee admission stamp: Valid for 90 days from the date of hire.
Please refer to the Receipt Reverification Section within the Guide for I-9 Verifiers for processing procedures and additional information including who is eligible to present a receipt and what documents the employee must present at the end of the validity period.
Questions? 
If you have any questions regarding Revisions to the Guide for I-9 Verifiers., please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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