New Employee Process — Accellion (No Harvard Key)

 To receive a secure file that has been sent to you from the - S

Accellion/Kiteworks web application tool, go to your email =
inbox. You received 2 files from karen_kittredge@harvard.edu via Harvard Secure File Transfer
* You will have received an email message from a Harvard I- Congratulations on your new position with Harvard
9 Administrator. In accordance with federal law, Harvard requires all employees to complete a Form I-9 as part of

the employment eligibility verification process. All information collected is protected by industry

* Sent file links have an expiration date of 14 days.
o Note: Non-Harvard recipients should check their
spam/junk email folders if they don’t see the
expected email.

standard SSL encrypiion.

o Note: Microsoft Edge, Chrome or Firefox are 85 HARVARD
recommended browsers for best experience. It is - UNIVERSITY
recommended to clear your browser cache or run the
session in a “new incognito window” to avoid being Sign in
sent to an old login screen. Username or email

e Click on the file hyperlink displayed at the bottom of the I
message.
* Sign in using the email address that the message was sent.

Click here to log on with stored credentials

* C(Click “Next” secured by Accellion
You will be prompted to create a password if you have not
i before.
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New Employee Process — Accellion (No Harvard Key) (ontinea

Upon successful log-in you will see the following screen:

1 Attachmanty

.

1 Artachments

Select the attachment and download the Form I-9 and any instructions to your desktop.

Complete and sign Section 1 of the |-9

e ]
é
'

=

8

section if a preparer and/or translator is used.

(77

Be sure to check appropriate box under Prepare and/or Translator Certification Section and complete,

Coordinate with the Harvard I-9 Administrator to set up a video call to walk through the Section 2 completion

ag 2 documents).
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New Employee Section 1- Example

AL FUILET | [ e i 1 P Tl AU e T T LY | M, 8 ] LR R et R EE T [ o 11 R

Section 1. Employee Information and Attestation (Employees must compilete and sign Section 1 of Form I-8 no later
than the first day of employment, but not before accepfing a job affer.)

Last Marme (Family Name) First Mame [Ghsen Name) Middle bnitial Other Last Names Used (if any)

Harvard John N/A N/A

Address (Street Number and Name) Apt. Mumber | City or Town State ZIP Code

Harvard Yard N/A Cambridge MA 02138

Date of Birth fmmadyyyy) | U3, Social Security Number Employes's E-mail Address Employes's Telephone Mumber

11/26/1607 JJe[=]-[[e] -[;]:[] ] [iohn_harvard@harvard.edu|6175551212

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):

(7)1, A citizen of the United States

{) 2. A noncizen national of the United States (See instructions)

D 3. A lawful permanent resident  (Alien Registration Mumber'SCIS Number):

E]4. An alien authorized to work  until (expiration date, f applicable, mméddfyyyy): 12/31/2021
Some aliens may write "™A” in the expration date field. (See nstructions)

OR Code - Secion 1

Alens suthorized fo work must provide only one of the following document numbers fo complefe Form I-3: Do ot Wree In This Epace

An Alien Regisfration Number/LISCIS Number OR Form 134 Admission Number OF' Foreign Passport Number.
1. Alien Registration NumbanLISC1S Mumbsr:

OR
2. Form -84 Admission Mumber: 12345678910

OR
3. Foreign Passport Mumber:

Ciouniry of Issuance:

Digitaly slgned b John Harvard Today's Date [mméddiyyy

Diate: 2020.04.02 1 1.gu.az -ua uw

RN FidErd

Preparer and/or Translator Certification (check one):
| did not use 3 preparer or translator. {::I A preparer|s) and/or translaton(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers andfor franslafors assist an employee in completing Sechion 1.)

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and comect.

[ESire of Preparer or Translator Today's Date mmedd’yyyy)

Last Mame [Family Name) First Mame (Given Nams)

Address (Sfreef Numbser and Nams) City or Town State ZIP Code

\

Be sure to complete all sections, and sign
and date the document.

Be sure to check appropriate box under
Prepare and/or Translator Certification
Section and complete, section if a preparer
and/or translator is used.

-84 HARVARD

Financial Administration

08/15/2022 New Employee Screen Shots I-9 Collection



New Employee Process — Accellion (No Harvard Key) (ontinueq)

e To return documents, go back to the original email and select “reply all” and upload your completed Form I-9. If
possible, take pictures of your section 2 documents and upload the completed Form I-9 and document pictures

to the original email and send. To karen kittredge@harvard.edu X

Re: Mew Hire -9 Packet

Please find attached, completed I-9 Secfion 1.

« “YReplyall = J3»Forward |[I]] Delete
Thank you.

Inbox New Hire 1-9 Packet John Harvard
|
Sent K karen_kittredge®@harvard.edu On Mon, Mar 3_0, 2020 at 03:38 PM kareljfk'rrlret!ge@haward.edu wrote:
Mar 30, 2020 3:38 PM Caongratulations on your new position with Harvard!
Drafts Ta:
2 attachments In accordance with federal law, Harvard requires all employees to complete a Form |I-£
Trash

Congratulations on your new position with Harvard! _ _
= Section 1 of the Form 1-9 must be form may be completed any time after al

All Files ) . + Section 2 of the Form 1-9 must be completed by your third day of work ant
In accordance with federal law, Harvard requires all employ

Favorites
. Form I-9 COVID-19 Remote Document Review Process:
Contacts . Section 1 of the Form 1-9 must be form may be . Due to the restrictions in travel due to the COVID-19 public health emergency, the De

During this period, the Form 1-8 Section 2 may be completed by an adult member of y

- Section 2 of the Form |-9 must be completed by complete section 2 and the documents will be reviewed remotely via video by the Han

Within three business days of return to normal operations, you must bring, in persor
Please see the for both the employee and the household member.
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Household Member - Section 2 Completer Instructions

See instructions at |-9 Collection Processes
NOTE: A Harvard 1-9 Administrator will assist you with every step of this process and review the documents via Zoom or other
teleconference method.

An adult household member can act as Harvard University’s representative to examine the identity and employment authorization
document(s) for a new employee.
The household member would serve as Harvard’s representative and:
 Examine the new employee’s documents:
* Examine each original document the employee presents to determine if it reasonably appears to be genuine and
relates to the person presenting it.
* In the Section 2 spaces provided, record the document title, issuing authority, document number, and expiration date
(if any). Note: Generally, only unexpired, original documents are acceptable, except that an employee may present a
certified copy of a birth certificate. Faxes, photocopies, and laminated social security cards are unacceptable. See the
list of “Acceptable Documents” for additional guidance.

 Complete and sign the USCIS Employment Eligibility Verification Form I-9.
e Enter “COVID-19” in the Section 2 Additional Information box.
* Enter the employee’s first day of employment.
* Sign the Authorized Representative section.
e Date the form.
* Enter your Title as “Authorized Representative,” your Last Name, and First Name.
* Enter “Harvard University” for the Employer’s Business Name.
Enter the Employer’s Business Address (COVID-19, Central Payroll, 1033 Massachusetts Ave., Cambridge, MA 02138)

~~~~~ st be included with the Form 1-9. Lzd HARVARD
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https://oc.finance.harvard.edu/guidance-regarding-i9-collection-during-covid19
https://www.uscis.gov/i-9-central/acceptable-documents/acceptable-documents

Household Member Section 2 - Example

Section 2. Employer or Authorized Representative Review and Verification

(Employers or their authorized representative must complete and sign Section 2 within 3 busi days of the employee’s first day of employment. You
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists
of Acceptable Documents.”)

. Last Name (Familv Name) First Name (Given Name) M.I. | Citizenshin/lmmiaration Status
Employee Info from Section 1

Harvard John N/A | Alien Authorized to Work j

List A OR ListB AND ListC
Identity and Employment Authorization Identity Employment Authorization

Document Title Document Title Document Title
Passport

Issuing Authority Issuing Authority Issuing Authority
United Kingdom

Document Number Document Number Document Number
1234564789

Expiration Date (if any) (mm/ddivyy) Expiration Date (if any) (mm/ddfyyyy) Expiration Date (if any) (mm/dd/yyyy)
12/31/2024

Document Title
1-54

Issuing Authority Additional Information QR Code - Sectons 2 & 3

US Cust Do Not Write In This Space
ustoms ) } ) )
Reviewed with Marie Curie

Document Number
51360137606

Expiration Date (if any) (mm/dd/Avvyy)
12/31/20

Document Title

I-797

Issuing Authority
DHS

Document Number
123456789

Expiration Date (if any) (mm/dd/fvvyv)
12/31/2020

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named 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 knowledge the
employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyyy): 04/04i2020 | (See instructions for exemptions)

[—=] Today's Date (mmv/dd/Avyyy) 1 )
3/31/2020 Authorized Representative

Last Mame of Emplover or Authorized Representative | First Name of Emplover or Authorized Representative | Emplover's Business or Organization Name

Household Member Harvard University

Emplover's Business or Oroanization Address (Street Number and Name) | City or Town State ZIP Cod

1033 Massachusetts Ave Cambridge MA 02138

1. Examine each original document the employee presents to determine if it
reasonably appears to be genuine and to relate to the person presenting it.

2. Inthe spaces provided, record the document title, issuing authority,
document number, and expiration date (if any). Note: There are many
different visa classifications used at the University to accommodate our
international population. While the 1-94 shows work authorization, 1-9
Administrators must also collect additional documentation (I-797, 1-20, DS-
2019) to show eligibility to work at Harvard.

3. Complete the “Certification” section of the I-9 Form, as follows:

*  Enter “Reviewed with” and the name of the Harvard administrator who
assisted in the Section 2 Additional Information box.

*  Enter the employee’s first day of employment.

*  Sign the Authorized Representative section.

*  Date the form.

*  Enter your Title as “Authorized Representative,” your Last Name, and
First Name.

*  Enter “Harvard University” for the Employer’s Business Name.

. Enter the Employer’s Business Address (COVID-19, Central Payroll, 1033
Massachusetts Ave., Cambridge, MA 02138)

4. Photos of the documents must be included with the Form [-9.

NOTE: A Harvard 1-9 Administrator will assist you with every step of this process
and review the documents via Zoom.
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REQUIRED DOCUMENTS

A Harvard 1-9 Administrator will view Section 2 documentations via Zoom. If possible, copies of the documents should be included
with the Form I-9 submission.

List A:  Establish both identity and employment authorization, OR

List B: Establishes identity only - To meet E-Verify requirements list B documents must have a photograph, AND
List C:  Establishes work authorization only

U.S. Department of Justice 1-20 Cernficate of Elgibiliry for Nonmmumigrant (F-1) Smadent Pagel

Immigration and Naruralizaton Semvice Stamus - For Academusc aad Language Students (OMB NO. 1115-0051)

There are many different visa classifications used at the University

1 [Fomnly Name sammmmse

. . . . ¥ or Immigrstion Official User
to accommodate our international population. While the 1-94 L - ——
. . o e vis Max
shows work authorization, 1-9 Administrators must also collect - e

_' E?ﬁ(‘:.t_aft?.rr:s:r:c Border Protection
additional documentation (1-797, 1-20, DS-2019) to show eligibility o it e = o |
to work at Harvard.

2 2ol Cschool district ) name Admission (I-94) Number Retrieval
Harvard University

hln ZEALAND 11/1/1983

lAdmission (i-94) Record Number: 24838913511

See Form I-9 on the USCIS website at https://www.uscis.gov/i-9 for =i ——————ga o Gmin Unii Date (MWIDDIY YY) 0510012021

AN S D AMEllll_A

U S. Department of State T APYRITVAL WL baleh i 18

a complete list of allowable documents.

OF ELIGIBILITY FOR EXCHANGE VISITOR(J-1) STATUS 10t omres 1

S Page 1

e a a CHETOR 1340 o e SPEI FEVIALE ool 24ser |
Most common additional documentation to collect based on visa type: PETTITION FOR NONIMMIGRANT WORKER e T T =
WO — e x
HARVARD UNIVERSITY ! Pt G ] -
LT T U.S. Customs ana Bordor Protection
H-1B VISA Type F-1 VISA Type J-1 VISA Type - % ) L e
. . . ; 5 3 roval i PETPP——— | [ 1
Foreign passport Foreign passport Foreign passport e e e L = 1-94
| CLASS: HiB1 SHORT-TERN SCBOLAR; SPECTALIST: STUDE Admission (1-94) Number Retrieval
= - - - - - ! g e @ 5 ASTERS; STUDENT NON-DEGREE
1-94 or |-94A 1-94 or 1-94A 1-94 or 1-94A | oo e e
|'707 I'ZO DS'ZO 19 = rI 94 I\::-r n Until Date (MMWDDYYYY) 05/09/2021 I
- s scoompanisd by nusber (0) of ismsdial
- e ey e Details provided on Admission (i-94) form
_ ot | (L T— RESEARCH SCHOLAR Family Name: Dundes
F-1 OPT VIA Type VRRV— EAD (-766) | sowr  nmsm s sion (1-94) Number Retrieval P Firs Gven) Name: - saly
EAD (|_766) : us.C BN 0 N RSOy e — Pnsu.l:ﬂartel‘\iu'rr:bulr ' L4041785
and ion (i-94) Record Number: 51360137606em ; prossnn Passport Country of lssuance Australian
m I — DH'.BL{FWfI’"'MmE_}."‘(VVV| o117
Thes cand i 0l wdénce of U5 CRenalp or prrvasert rvsswncs Until Date (MM/DD/YYYY) 0170152018 Class of ASMEssion 31
s e B e o s (=0 ) R 1 o 2223 I DS-2019
M ¢ Rlarme Fin=tain T —

IAUSADODOOO7733SRCO00D0000773<<
2001012M110510BETHLC<CCCCL<<<h
SANDERSCCSEANC(LCVOID<<<CLL<<<<K
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https://www.uscis.gov/i-9
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