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Introduction to HR Compliance

Ensure University of Wisconsin-Madison meets work authorization 
compliance standards through adherence to Federal, State, and 

UW System laws and policies

• Everything HireRight

• E-Verify (departments with government contracts only)

• User Access

• Adding users

• Remove users

• Password Reset

• I-9

• Questions

• Audits

• Compliance

• Completion assistance

• CBC

• System Questions



I-9 Process and Completion



I-9 Timeline



Exceptions to completing an I-9

You are required to complete and retain a Form I-9 for every 
employee you hire for employment in the United States, 
except for:

• Individuals hired on or before Nov. 6, 1986

• Independent contractors

• Individuals not physically working in the U.S.



I-9s Not Needed for Certain Titles

• Titles that do not need an I-9 completed
• Zero Dollar Appointments (Honorary Fellow/Associate) and

• Any of the following titles

Job Codes with 5

Digits
Title

1 to 1 crosswalk (only

out of scope jobs)

PD001
Graduate 

Intern/Trainee
X75NN

PD003 Postdoctoral Fellow X10NN

PD004 Postdoctoral Trainee X30NN

SA001
Advanced Opportunity 

Fellow
Y26NN

SA002 Fellow Y21NN

SA010 Scholar Y22NN

SA013 Trainee Y23NN



Initiate I-9
Section 1



Search for Existing I-9

Before initiating a new I-9:

• Search HireRight to see if the employee already has an I-9 on 
file.

• To do a partial name search, enter a few letters from the first or 
last name and a % sign.



I-9 Duplicate Warning

• The system checks the following for duplicate information:

• Email address

• Social Security Number

• Combination of Name (First Name and Last Name only) & Start Date

• Combination of Name (First Name and Last Name only) & DOB

• Combination of DOB & Start Date

• If there is a match, then the system shows duplicate search warning.

• If new hire is not found, add a new record.



Employee's Responsibility—Section 1

• Full legal name

• Other legal last names used

• Address

• Date of birth

• Employees must check the appropriate citizenship box

• Signature and the date

• Additionally, employees may provide:
• Social Security number

• E-mail address (required for email notices to be sent to employees)

• Telephone number

See appendix for more detail



Completing I-9
Section 2



“3rd Day of Work”

Employee Starts 

Work
Day 2Day 1 Day 3

Monday ThursdayWednesdayTuesday

Employee Starts

Work
Day 2Day 1 Day 3

Friday WednesdayTuesdayMonday



Employee's Responsibility—Section 2
• Employee must present unexpired original documentation to the employer 

to verify their identity and employment authorization.

• The employee chooses which acceptable documentation to present.

List A

• Establishes both Identity

and Employment 

Authorization.

• Employees presenting

acceptable List

A documentshould not be 

asked to present any other 

document.

▪ Establishes Identity only.

▪ Employees who present 

a List B document must

also present a List

C document.

List B List C

▪ Establish Employment

Authorization only.

▪ Employees present a List 
C document must also

provide a List B
document.

ANDOR

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/node/41814
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents


Employer's Responsibility—Section 2
• Review Employee Provided Information (Section 1) to be sure you have the correct employee’s 

I-9, it appears to be completed accurately, and matches the provided documentation.

• If you find an error/errors in Section 1, you must send Section 1 back to the employee for correction 
before entering any information in Section 2.



Employer's Responsibility—Section 2

While meeting with the employee:

• Any document(s) your employee presents must be an original 
and on the List of Acceptable Documents

• Physically examine each document to determine if it reasonably 
appears to be genuine and relates to the employee presenting 
it.

• You may request a different document if it does not meet these 
standards.

• Enter all information directly from the documents into HireRight

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents


Examples
Typical “Alien Authorized to Work” documents (Foreign Nationals)



H-1B | Passport

Solo

Han

13 01 2025

AAA000001

13

1

2



H-1B | I-797A

Han

Solo

Andorra

01/01/202 5

05/04/1990

I-94

01/01/2025

1
61555886062 2

Han Solo

3

1

3

2

Double check the employer is UW Madison



Han Solo

• H-1B

• Passport
• Andorra

• AAA000001

• EXP 01/13/2025

• I-94
• 61555886062

• EXP 01/01/2025

I-94

13



J-1 | Passport

1

2

50



J-1 | I-94

Skywalker

Luke

05/04/1990

605100803

United Kingdom

07/20/2022

J-1

Do Not Use



J-1 | DS-2019

Skywalker Luke

05-04-1990 London United Kingdom UK

UK United Kingdom

Male

United Kingdom

1

3

2

4

4

2

1

3

Double check the program sponsor is

UW Madison



Luke Skywalker

• J-1

• Passport
• UK

• 605100803

• EXP 1/24/2050

• I-94
• 66722596520

• EXP 09/14/2022

• DS-2019
• N0012345678

• EXP 09/14/2022



F-1 | Passport

CHEWBACCA

FNU

2024

1

2



F-1 | I-94

Chewbacca

FNU

05/04/1990

AAA000001

Spain

07/20/2022

F-1

Do Not Use



F-1 | I-20
Chewbacca FNU

05-04-1990

Chewbacca

Spain United Kingdom

2023

Madrid

3

2

1

3

2

Double check the school is UW Madison



Chewbacca

• F-1

• Passport
• Spain

• AAA000001

• EXP 01/01/2024

• I-94
• 66722596520

• EXP 08/16/2023

• I-20
• N0012345678

• EXP 08/16/2023



Retention



Retaining Form I-9
• Must have an I-9 for all current employees UW-Madison.

• Federal regulations require retaining the Form I-9 for three years after the date of hire, 
OR one year after the date employment ends, whichever is later (i.e., after the 
termination).

• To calculate how long to keep a Form I-9:

1. Date the employee began work for pay 1. 

A. Add 3 years to the date on line 1. A. 

2. The date employment was terminated 2.

B. Add 1 year to the date on line 2. B.

3. Which date is later; A or B? 3.

C. Enter the later date. C. 

Downloadable Retention Calculator

https://uwmadison.box.com/s/sqgpg1h843s32gwpsq95h6n39cfoj2qq


Rehires and Reverifications
Section 3



Using the I-9 Process Tool

• HR Compliance created to help divisions and departments
with Section Three completion.

• Link to the I-9 Tool is located at our website location:

HireRight – Human Resources – UW–Madison (wisc.edu)

https://hr.wisc.edu/hr-professionals/systems/hireright/


Section 3 Reverification - Examples

H1-B F-1

J-1



Reciprocal or Proxy

• If an employee does not work in Madison, we still must 
complete an I-9 for them.

• We use a proxy or designated agent to complete the I-9 on 
behalf of the UW-Madison in HireRight.

• Reach out to the HR Compliance inbox to request a list of proxy 
representatives for I-9 completion or proxy questions.

hrcompliance@ohr.wisc.edu

mailto:hrcompliance@ohr.wisc.edu


I-9 Compliance Updates



Updates to Compliance Guidelines

• If an employee started work outside of the United States, the start date in 
Section 2 should be the date that the employee reports for active work 
inside the United States.

• End of virtual COVID inspections (email to HR Reps sent 9/13/2022 & 5/23/2023)

• Increasing the use of annotations/notes

• Add permanent resident (PR) card expiration date in Section 2.

• Lump sum payments require I-9.

• I-9 Corrections.

• Updated UW-Madison I-9 Policy:

I-9 Verification of Identity and Employment Authorization - UW-Madison Policy Library 

(wisc.edu)

• I-9/E-Verify Audit presentation to HR Reps: 

Compliance | Powered by Box

https://www.ice.gov/news/releases/ice-announces-extension-i-9-compliance-flexibility-3
https://policy.wisc.edu/library/UW-5012
https://uwmadison.app.box.com/folder/187060273126


Paper I-9 Collection

• Please upload all paper I-9s stored in departments and 
divisions to our secure box folder

Secure Box Folder

https://uwmadison.app.box.com/f/0060d0aa2f0143a7b10d2568e77e4cea


Resources

• HR Compliance Hire Right Website includes helpful links to:
✓ I-9 Training Slides
✓ I-9 Process Tool

✓ I-9 Central (USCIS)
✓ M-274 Handbook for Employers

✓ Hire Right User Guide

HireRight – Human Resources – UW–Madison (wisc.edu)

• HR Compliance Email
hrcompliance@ohr.wisc.edu

• HR Compliance Phone
(608) 265-2257

https://hr.wisc.edu/hr-professionals/systems/hireright/
mailto:hrcompliance@ohr.wisc.edu


Appendix



Employee Responsibilities – Section 1
• Full legal name:

• Employees with two last names (family names) should enter both names. Employees with two
first names (given names) should enter both names.

• Employees with only one name should enter it in the Last Name field, then enter “Unknown” in 
the First Name field.

• Employees should include the hyphen (-) or apostrophe (’) if their names have them.
• Employees with a middle name should enter the middle initial.

• Other legal last names used: including a maiden name, if applicable. Current address, including
street name and number city, state and ZIP code. Include the apartment number or letter if 
applicable;

• Date of birth:
• Employees must check the appropriate box to indicate whether they are a U.S. citizen, a noncitizen

national, a lawful permanent resident of the U.S., or an alien authorized to work in the U.S.

• If applicable, Alien Number/USCIS Number, Form I-94 admission number, or foreign passport
number (including country of issuance), and the date employment authorization expires. (Employee 
will NOT have this information until they enter the United States).

• Signature and the date

• Additionally, employees may provide:
• Social Security number

• E-mail address (required for email notices to be sent to employees)

• Telephone number.



Completing Section 3

If you rehire your employee within 3 years of the date that a previous 
Form I-9 was completed, you may either complete a new Form I-9 for 
your employee or complete Section 3 of the previously completed 
Form I-9.

To complete Section 3 for rehires, you must:

• Confirm the identity of your employee.

• Review the original Form I-9 to determine if your employee is still authorized to work, 
including whether employment authorization documentation presented in Section 2 
(List A or List C) has expired. Use the guidelines to determine if reverification applies.

• If your employee is still authorized to work and their employment authorization 
documentation is still valid, enter the date of the rehire in the space provided in 
Section 3.

• If your employee is no longer authorized to work or the employment authorization 
documentation has since expired and requires reverification, request that the 
employee present an unexpired List A or List C document. Do not reverify an 
employee’s List B (identity) document. Enter the document information and the date 
of rehire in the spaces provided in Section 3.


