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HELPFUL STEPS TO COMPLY WITH REQUIREMENTS OF

DAY 1

Hire Employee

l

DAY 1to DAY 3

Fully Complete Sections 1
& 2 of the Form I-9

l

y

I-9 AND E-VERIFY PROGRAMS

DAY 3

> Initial E-Verify Query Completed
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/

DAY 10
(generally)

E-Verify Process
Complete

l

A 4

/V

“Employment
Authorized”

v

“SSA Tentative Non-
Confirmation” or “DHS
tentative Non-
confirmation”

“DHS Verification

in Process” or
“Case
Continuance”

|

Employee unable to
provide documents to
complete I-9.

Employee
completes I-9.

Resolve Case,
Print Confirmation
and Staple to 1-9.

)

Print 2 Copies of “Notice
to Employee of Tentative

Terminate

employment.

BY DAY 3

Initiate E-Verify
Query.

End
Process

*Refer to the E-Verify User Manual, MOU, and
USCIS for actual requirements.
Seek legal counsel as appropriate
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End
Process

Non-Confirmation” -
Company and employee
sign both. Give one to
employee and staple
one to I-9.

l

“SSA Final Non-
Confirmation”,
“DHS Employment
Unauthorized”,
“DHS No-Show” =
FINAL NON-
CONFIRMATION

A 4 A 4

Continue
checking
E-Verify
system for
different
response and
steps to
follow.

A 4

Terminate
employment -
Resolve case
unauthorized,

print case

details and
staple to I-9.

Employee does
not challenge.

Employee
challenges tentative
non-confirmation.

y

Terminate
employment -
Resolve case

unauthorized, print
case details and

staple to I-9.

y

End
Process

Print 2 copies of referral
letter - Both Company
and employee sign.
Give one to employee
and staple one to I-9.

End
Process



