Commission on Equal Opportunities

CITY OF NEW HAVEN

165 Church Street, 2" floor
New Haven, CT 06510

MAIN (203) 964-8160 NICHOLE JEFFERSON
FAX (203) 964-8164 EXECUTIVE DIRECTOR

WWW.NEWHAVENCT.GOV

Instructions for Submitting a Worker’s 1-9/E-Verify
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Background

All employers must verify that every person they hire is authorized to work in the United States. For City-related
construction projects, CEO must confirm that a contractor has conducted this required due diligence for every one
of their hires who will work on the construction site. To do so, contractors must send PDFs (only!) of the worker’s
corresponding USCIS Form I-9 or USCIS E-Verify Case Verification Report. Although they are personal identification
documents, they are subject to the Freedom of Information Act. Therefore, you must REDACT parts of certain
identification numbers to prevent identity theft.

When to Submit

Contractors must prove (see below) that they verified work status BEFORE any individual starts work on the
construction project.

What to Submit

PDFs (only!) of either of the following:

1. USCIS Form I-9 by itself (redacted!)
>  Pages 1and 2, properly filled in and signed
OR
2. USCIS E-Verify Case Verification Report (“Case Processing: View/Print Details”) (redacted!)
> It must show the full Case Verification Number at the top.

You will see the option to upload the PDFs when you fill out the “Proof of Permission to Work” form.

Do NOT upload scans of a worker’s identity cards or documents!!
CEO just needs one of the two above forms.

What to Redact

For either form, find all alphanumeric identity strings that correspond to the individual worker. For the foreign-
born, this includes their “A-Number.” Redact all but the LAST FOUR characters. Do this carefully to preserve the
security of each worker’s identity! CEO is not responsible when a contractor errs and sends an unredacted or
incompletely redacted document.

What Not to Redact

All alphanumeric references to the employer/hiring entity must be visible.

Disclaimer

The U.S. Department of Homeland Security (DHS) is the only government agency with the authority to determine
whether an individual has permission to work in the United States. Relatedly, it is the only government agency that
may access an employer’s personnel files to determine the authenticity of identity documents that attest to a
worker’s immigration status. CEQ’s acceptance of a contractor’s submission does not: (1) confirm the authenticity
of identity documents, (2) confer approval of a contractor’s verification practices for authorization to work, or (3)
prove that the workers on their list are authorized to work in the U.S.
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111912020 E-Verify Case Processing: View/Print Details

E-Verify Sample E-Verify Form Page 1 of 1

Case Verification Number: 4AG

Report prepared: 11/09/2020

Company Information

Company ID: 0000000 Company Name: Acme New Haven Construction

Client Company ID: 0000000 Client Company Name: Acme New Haven Construction

Employee Information

Name: John DOE Date of Birth: 11/11/1990

U.S. Social Security Number: ***-++6789 Employee's First Day of Employment: 11/09/2020

Citizenship Status: Alien Authorized to Work Alien/USCIS Number: @000

Document Information

List B Document: Driver's license or ID card issued by]a U.S. state or outlyjhg possession
Document Subtype: Driver's License Document Numbgr: *****0000
Expiration Date: 11/11/2024 State: Connecticut

List C Document: Social Security Card

Case Information

Case Status: Closed ase gubmitted By: Jane Doe

Current Case Result: Employment Authorized eabon for Closure: Employment Authorized Auto

E-Verify does redact some numbers,
but NOT ALL of them (shown with the
arrows). DO NOT FORGET to redact
them - INCLUDING in the printout's

’_ footer!

https‘JIeverify.uscis‘govlclmse@:tAG/view
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Do not forget to redact
"Document Numbers" like Social
.~ | Security Numbers. Show only
e the last 4 numbers/letters.
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Adapted from USCIS Handbook Commission on Equal Opportunities CEO rev 01/08/2021

for Employers M-274 CITY OF NEW HAVEN
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Sample [-9 Form -- Page 2 of 2

Do not forget to redact "Document Numbers."
Show only the last 4 numbers/letters. Refer to the
"U.S. Passport" entry (upper left) as an example.

Adapted from USCIS Handbook Commission on Equal Opportunities CEO rev 01/08/2021
for Employers M-274 CITY OF NEW HAVEN
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Do not forget to redact "Document Numbers." Show only the last 4 numbers/letters. Refer to the "U.S. Passport" entry (upper left) as an example.
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