
 
 

NEW EMPLOYEE I-9 AUTHORIZATION PROCESS 

U.S. Citizenship and Immigration Services requires all employees to complete the Employment Eligibility 
Verification Form I-9 , which includes presenting original unexpired documents establishing identity and 
employment eligibility. To ensure compliance please follow the directions below. 

 

Hiring Department: 

1. Complete the New Employee Authorization Form (NEAF) for each new hire 
needing to complete employment eligibility and direct deposit sign up. 

2. If available, include the new hire PeopleSoft/ePAR number on NEAF form: 
• Conduct a thorough search for an existing PeopleSoft ID before directing new hire to HR.  
• If there is an existing PS number, enter it as the Employee ID. 
• If an existing PS number is not found for a staff new hire, write PS ID not found on the 

Employee ID line. 
• If an existing PS number is not found for a faculty new hire, proceed with creating a 

person of interest (POI type will be: Future Faculty Employee). 
• Communicate to the new hire that UH is direct deposit only and they should have their 

banking account information when they visit the HR Service Center. The request for hire 
will not be approved until employment eligibility and direct deposit signup has been 
completed.  

3. Give employee a copy of the list of acceptable documents for completing the I-9. 
4. Do not instruct employee which documents to present (this is against the law). 

Employee must personally determine which documents they will present to verify 
their employment eligibility using the list of acceptable documents as their guide. 

5. Inform new employee of timeframe for completion and consequences if not in 
compliance. 

6. Direct new hire to: 
Human Resources Service Center (HRSC) 
325 McElhinney Hall (bldg. 588 on campus map) 
 

Employee: 

1. Bring New Employee Authorization Form to HRSC. 
2. Bring current unexpired I-9 verification documents and direct deposit account 

information; both completions are required for hire. 
3. Upon I-9 completion a confirmation receipt will be issued. 

 
Human Resources: 

1. A customer service representative must conduct a thorough search on each new hire to confirm 
there is not an existing PS ID.  

2. A customer service representative will complete the employee I-9 if unexpired 
acceptable documents are presented. They will also guide the employee in 
completing their direct deposit sign-up via their PASS account. 

3. A confirmation receipt will be printed when the form I-9 has been completed. 



NEW EMPLOYEE AUTHORIZATION FORM 

Only original unexpired documents will be accepted to establish employment eligibility 

Department Instructions: All below fields require completion. Please conduct a thorough 
search to confirm if the employee has a PeopleSoft ID and or ePAR number.   

This form will no longer be used as a confirmation receipt; it is for HR verification 
purposes only. The HR Representative will give the employee a confirmation receipt 
once the I-9 has been completed.  

(Please Print) 

Employee ID ___ (Please conduct thorough search in PeopleSoft.) 

Name , , 
 LAST  FIRST       MIDDLE 

Hire Date  ePAR# 

Preparer’s Name:  Date: 
(PLEASE PRINT)

Department:  Phone: 
(PLEASE PRINT)

Send Email Verification to: _______________________ * Email Address: _________________ 
(PLEASE PRINT Name)

Fingerprint Scan Needed:  Y  /  N

I-9 Complete____ Direct Deposit Complete____ Fingerprint Scan Complete____

HR Customer Service Section

Employee: Please return this form to your department.
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