Required Documents for International Participants

Receiving Grant Funding

The following checklist is prepared for purposes of assisting Principal Investigators (P1s). For international
students, scholars, and workers who will be receiving a Graduate Assistant position, Research Assistant
position, or a stipend, the Office of Grants Management requires a copy of the following documents:

e For F-1 student visa participants:

- 1-20 for current school

- 1-94 record (can be found online at https://i194.cbp.dhs.gov/194/)

- Social Security Number (SSN), or letter from the Social Security Administration stating applicant
has applied for a SSN.

- Passport (unexpired)

- F-1 Visa (may be expired), or change of status approval (Form I-797A)

- If the student is under OPT: EAD card (front and back)

Please see attached instructions on how to obtain a SSN. Please note: It can take up to 3 weeks to obtain a SSN
after submitting the application to the Social Security Administration. In addition to the above documents, the
student also needs to provide to the Social Security Administration: (1) a Job Offer letter from the HU
Department offering the on-campus position, and (2) a certified letter from the International Office. See
attached a Job Offer Letter template for HU Departments offering the Graduate Assistant position, Research
Assistant position, or a stipend.

e For J-1 scholar visa participants:
- DS-2019 for current program sponsor
- 1-94 (can be found online at https://i94.cbp.dhs.gov/194/)
- Social Security Number (SSN), or letter from the Social Security Administration stating applicant
has applied for a SSN.
- Passport (unexpired)
- J-1 Visa (may be expired), or change of status approval (Form 1-797A)

e For H-1B work visa participants:
- Proof of H-1B approval (Form I-797A from USCIS) for current employer
- 1-94 (can be found online at https://i94.cbp.dhs.gov/194/)
- Social Security Number (SSN), or letter from the Social Security Administration stating applicant
has applied for a SSN.
- Passport (unexpired)

Note: Pls should review the guidelines of the grant to ensure compliance with all regulations regarding the
funded participants. Pls with any questions regarding the above documents or attachments, immigration
policies, or SSN procedures should contact the International Office at internationaloffice@hamptonu.edu or
757-728-6914. Our office is located on the 1% floor of the Armstrong-Slater Building.



https://i94.cbp.dhs.gov/I94/
https://i94.cbp.dhs.gov/I94/
https://i94.cbp.dhs.gov/I94/
mailto:internationaloffice@hamptonu.edu

Employment Eligibility Verification
Department of Homeland Security
U.S. Citizenship and Immigration Services

USCIS

Form I-9
OMB No. 1615-0047
Expires 08/31/2019

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,

during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: ltis illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

than the first day of employment, but not before accepting a job offer.)

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later

Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)

Address (Street Number and Name) Apt. Number City or Town

State

ZIP Code

Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's E-mail Address

Employee's Telephone Number

| 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):

[ ] 1. Acitizen of the United States

|:| 2. A noncitizen national of the United States (See instructions)

|:| 3. A lawful permanent resident  (Alien Registration Number/USCIS Number):

|X| 4. An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy): N/A
Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form [-9:

1. Alien Registration Number/USCIS Number:
OR

2. Form 1-94 Admission Number:

OR
3. Foreign Passport Number:

Country of Issuance:

An Alien Registration Number/USCIS Number OR Form [-94 Admission Number OR Foreign Passport Number.

QR Code - Section 1
Do Not Write In This Space

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):

|:| | did not use a preparer or translator. |:| A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)

knowledge the information is true and correct.

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my

Signature of Preparer or Translator Today's Date (mm/dd/yyyy)
Last Name (Family Name) First Name (Given Name)
Address (Street Number and Name) City or Town State ZIP Code

@ Employer Completes Next Page @

Form 1-9 07/17/17 N
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Employment Eligibility Verification

Department of Homeland Security
U.S. Citizenship and Immigration Services
——————————EE—EE———————

USCIS

Form I-9
OMB No. 1615-0047
Expires 08/31/2019

of Acceptable Documents.")

Section 2. Employer or Authorized Representative Review and Verification
(Employers or their authorized representative must complete and sign Section 2 within 3 business 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

) Last Name (Family Name) First Name (Given Name) M.1. Citizenship/Immigration Status
Employee Info from Section 1
List A OR List B AND List C
Identity and Employment Authorization Identity Employment Authorization

Document Title

Form 1-94

Document Title

Document Title

Issuing Authority
U.S. Customs & Border Protection

Issuing Authority

Issuing Authority

roument Num'be.r
[insert 11 digit numbers]

Document Number

Document Number

Expiration Date (if any)(mm/dd/yyyy)
D/S

Expiration Date (if any)(mm/dd/yyyy)

Expiration Date (if any)(mm/dd/yyyy)

Document Title
Foreign Passport

Issuing Authority
[insert Country]

Document Number

[insert Passpor
Expiration Date (if any)(mm/dd/yyyy)
[insert expiration date]

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Additional Information

QR Code - Sections 2 & 3
Do Not Write In This Space

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):

(See instructions for exemptions)

Signature of Employer or Authorized Representative

Today's Date (mm/dd/yyyy)

Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative

First Name of Employer or Authorized Representative

Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name)

City or Town

State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)

A. New Name (if applicable)

B. Date of Rehire (if applicable)

Last Name (Family Name)

First Name (Given Name)

Middle Initial

Date (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes

continuing employment authorization in the space provided below.

Document Title

Document Number

Expiration Date (if any) (mm/dd/yyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative

Today's Date (mm/dd/yyyy)

Name of Employer or Authorized Representative

Form 1-9 07/17/17 N
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LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employees may present one selection from List A

or a combination of one selection from List B and one selection from List C.

LIST A

Documents that Establish
Both Identity and
Employment Authorization

OR

LISTB

Documents that Establish
Identity
AND

LISTC

Documents that Establish
Employment Authorization

=

U.S. Passport or U.S. Passport Card

Permanent Resident Card or Alien
Registration Receipt Card (Form [-551)

Foreign passport that contains a
temporary [1-551 stamp or temporary
I-551 printed notation on a machine-
readable immigrant visa

1. Driver's license or ID card issued by a
State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

Employment Authorization Document
that contains a photograph (Form
I-766)

2. ID card issued by federal, state or local
government agencies or entities,
provided it contains a photograph or

1. A Social Security Account Number

card, unless the card includes one of
the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

information such as name, date of birth, | 2.

gender, height, eye color, and address

For a nonimmigrant alien authorized
to work for a specific employer
because of his or her status:

a. Foreign passport; and

b. Form 1-94 or Form I-94A that has
the following:

(1) The same name as the passport;

and

(2) An endorsement of the alien's
nonimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

Certification of report of birth issued
by the Department of State (Forms
DS-1350, FS-545, FS-240)

School ID card with a photograph

Voter's registration card

U.S. Military card or draft record

Military dependent's ID card

Original or certified copy of birth
certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

Nlo|o| M ®

U.S. Coast Guard Merchant Mariner 4.

Native American tribal document

Card

U.S. Citizen ID Card (Form 1-197)

©

Native American tribal document

9. Driver's license issued by a Canadian
government authority

Passport from the Federated States of
Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
1-94 or Form |-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

Identification Card for Use of
Resident Citizen in the United
States (Form 1-179)

For persons under age 18 who are | /-

unable to present a document
listed above:

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

Employment authorization
document issued by the
Department of Homeland Security

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Form 1-9 07/17/17 N
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Hampton University International Office

Social Security Number Application

Anyone who plans to work (on- or off-campus) will need a Social Security

Number (SSN) for payment and tax purposes. Social Security Numbers are only granted to those

with valid work authorization.

Applying for a Social Security Number for F-1 Students:

You must wait at least 2-3 days after your check-in at the International Office to apply
for a SSN number; this will allow your SEVIS record to be updated.

You must submit as part of your SSN application:

1. A Job Offer Letter from your Department or On-Campus Company in order for
you to apply for a number (see template attached);

2. A Letter from your DSO at the HU International Office;

3. A completed Application for a Social Security Card (SS-5) (see attached);

4. Your Passport, current 1-20, F-1 Visa, 1-94 record, and your last Admission Stamp.

There is no fee to apply for the social security number.

It usually takes about 2-3 weeks for your card to arrive in the mail. Please visit the
International Office if the process takes longer than 3 weeks. The SSN Administration
does not require you to have your SSN before you start work. However, the IRS requires
employers to report wages using a SSN. While you wait for your SSN, your employer
can use a letter from the SSN Administration stating that you applied for a number.

The Social Security Application Form must be submitted in person at the Social Security
Office. There is a social security office about ten minutes from campus, at 1521 Hardy
Cash Drive, Hampton, VA 23666. The second closest office is in Newport News at 11706
Jefferson Ave, Newport News, VA 23606.

All documents must be originals. No copies are accepted.

Once you receive your Social Security Card, keep it in a safe place. The number will be
valid for the rest of your life, but it can be very difficult to retrieve it if you lose your
card.


https://www.ssa.gov/forms/ss-5.pdf




TEMPLATE JOB OFFER LETTER FOR ON-CAMPUS EMPLOYMENT
FOR F-1 STUDENT
[The job offer letter must be on letterhead, and include the school’s department or on-site

company name and full address.]

Date

Dear Student Name,

Name of Department/Company at Hampton University is pleased to offer you a Position at
Job Location (include full address). Your schedule will be from __AM to_ PM Monday to
Friday. You will be working Number of Hours per week, beginning on Date, and ending on
Date. For this position, you will be paid an hourly rate of Amount.

For this position, your major duties will include Brief Description of Job Responsibilities.
Your supervisor will be Name, Supervisor’s Position. His/Her phone number is Phone
Number, and his/her email is Email.

In addition, it is our understanding that you will be authorized to accept this employment under
the Department of Homeland Security regulations governing non-immigrant international
students. We certify that this employment is work performed on the premises of Hampton
University. The Company/Department is an on-site entity that directly serve students.

We understand that you cannot be working more than 20 hours per week during the required
academic terms. However, you are allowed to work full-time (more than 20 hours per week) on
campus during official Hampton University breaks of at least one week (Winter Break, Spring
Break, and Summer Break) as long as you intend to enroll in a full-time course of study for the
following semester. We also understand that you may not work on campus without authorization
after the termination or completion of your academic program.

Sincerely,

/Signature/

Company/Department Official



FORM FOR DSO’S LETTER TO REQUEST
SOCIAL SECURITY NUMBER TO WORK FOR F-1 STUDENT

STUDENT'S NAME:

EMPLOYER’S NAME:

EMPLOYER’S ADDRESS:

YOUR POSITION:

o PART-TIME o FULL-TIME

STARTING DATE (MM/DDI/YY):

ENDING DATE (MM/DD/YY):

o ON-CAMPUS
o OFF-CAMPUS o CPT o OPT
FOR OFF-CAMPUS, CPT, OR OPT, EMPLOYER IDENTIFICATION NUMBER (EIN):

STUDENT'S IMMEDIATE SUPERVISOR:

SUPERVISOR’S EMAIL:

SUPERVISOR’S TELEPHONE NUMBER:

DATE: STUDENT'S SIGNATURE:

REQUEST WILL BE PROCESSED WITHIN FIVE BUSINESS DAYS FROM DATE REQUEST
IS RECEIVED BY THE INTERNATIONAL OFFICE.

CALL BACK PHONE #: EMAIL:

NOTE:
MAKE SURE TO HAVE THE FOLLOWING DOCUMENTS WITH YOU WHEN REQUESTING A
SSN FROM THE SOCIAL SECURITY ADMINISTRATION OFFICE:

e [INTERNATIONAL OFFICE REQUEST FOR SSN LETTER

e EMPLOYER'S LETTER

e MOST CURRENT I|-20 FORM

e MOST CURRENT I|-94 FORM

e PASSPORT, F-1 VISA, AND LAST ADMISSION STAMP



Security Numbers

Are you temporarily in the United States to
attend a college, language, vocational, or
nonacademic school with a nonimmigrant F-1,
M-1, or J-1 student classification? Your schoo
may ask you for your Social Security number.
Some colleges and schools use Social Security
numbers as student identification numbers. |
you don’t have a Social Security number, the
college or school should be able to give you
another identification number

Social Security numbers generally are assigned
to people who are authorized to work in the
United States. Social Security numbers are
used to report your wages to the government
and to determine eligibility for Social Security
benefits. Social Security will not assign

number to you just to enroll in a college

or school.

If you want to get a job on campus, you should
contact your designated school official fo
international students. This official can tell you i
you’re eligible to work on campus and can give
you information about available jobs. Also, your
school may approve certain limited off-campus
employment, as permitted under Department of
Homeland Security (DHS) regulations. If your
school has authorized you to work either

on or off campus, and you meet Social
Security’s eligibility requirements described
in the next section, you can get a Social
Security number.

In general, only noncitizens who have DHS’
permission to work can apply for a Social
Security number. We suggest you wait 48 hours
after reporting to your school before you apply
for a Social Security number. This waiting will
help ensure we can verify your immigration
status with the DHS.

To apply for a Social Security number at your
local Social Security office

+ Complete an Application for a Social Security
card (SS-5); and

+ Show us documents proving your:

SocialSecurity.gov | [1% 0

International Students and Social

—Work-authorized immigration status;
—Age; and
—Identity.

Immigration status

To prove your immigration status, you must
show us a current admission stamp in your
unexpired foreign passport and Arrival/
Departure Record (Form 1-94), if available.

If you're an F-1 or M-1 student, you must

also show us your Certificate of Eligibility fo
Nonimmigrant Student Status (Form 1-20). If
you’re a J-1 exchange visitor, you must show us
your Certificate of Eligibility for Exchange Visito
Status (Form DS-2019).

Work eligibility

If you're an F-1 student and eligible to work on
campus, you must provide a letter from your
designated school official that

* Identifies you

» Confirms your current school status; an

+ Identifies your employer and the type of wor
you are, or will be, doing.

We also need to see evidence of that
employment, such as a recent pay slip or a
letter from your employer. Your supervisor must
sign and date the employment letter. This letter
must describe:

* Your job;
* Your employment start date;

* The number of hours you are, or will be,
working; and

Your supervisor's name and telephone
number.

If you're an F-1 student authorized to work in
curricular practical training (CPT), you must
provide us your Form 1-20 with the employment
page completed and signed by your school’s
designated official

(over)

International Students and Social Security Numbers



https://www.ssa.gov/forms/ss-5.pdf
https://www.ssa.gov/forms/ss-5.pdf
http://www.socialsecurity.gov
https://www.facebook.com/socialsecurity/
https://twitter.com/socialsecurity
https://www.youtube.com/user/SocialSecurityOnline

If you're an F-1 or M-1 student and have a work
permit (Form [-766) from the DHS, you must
present it.

If you’re a J-1 student, student intern, or
international visitor, you must provide a letter
from your sponsor. The letter should be on
sponsor letterhead with an original signature
that authorizes your employment.

We cannot process your application if:

* Your on-campus or CPT work begins more
than 30 days from your application date; or

* The employment start date on your work
permit from the DHS (Form |-766) is a
future date.

Age

You must present your foreign birth certificate i

you have it or can get it within 10 business days.

If you can’t present your foreign birth certificate
we can consider other documents, such as your
passport or a document issued by the DHS, as
evidence of your age.

Identity

We can only accept certain documents as proof
of identity. An acceptable document must be
current (not expired) and show your name,
identifying information, and preferably, a recent
photograph. Social Security will ask to see your
current unexpired foreign passport with DHS
issued immigration documents.

All documents must be either originals or
copies certified by the issuing agency. W
cannot accept photocopies or notarized
copies of documents. We also cannot
accept a receipt showing you applied for
the document. We may use one document
for two purposes. For example, we may use
your admission stamp in the unexpired foreign
passport as proof of both work eligibility

and identity.

We don’t require you to have a Social Security
number before you start work. However,

the Internal Revenue Service (IRS) requires
employers to report wages using a Social

Securing today
and tomorrow

Security number. While you wait for your Social
Security number, your employer can use a letter
from us stating that you applied for a number.
Your employer may use your immigration
documents as proof of your authorization

to work in the United States. Employers

can find more information on the Internet a
www.socialsecurity.gov/employer/hiring.htm.

Contacting Social Security

The most convenient way to contact us anytime,
anywhere is to visit www.socialsecurity.gov.
There, you can: apply for benefits; open

my Social Security account, which you can

use to review your Social Security Statement,
verify your earnings, print a benefit verificati
letter, change your direct deposit information,
request a replacement Medicare card, and get a
replacement SSA-1099/1042S; obtain valuable
information; find publication ; get answers to
frequently asked questions; and much more.

If you don’t have access to the internet, we
offer many automated services by telephone,
24 hours a day, 7 days a week. Call us toll-
free at 1-800-772-1213 or at our TTY number,
1-800-325-0778, if you're deaf or hard

of hearing.

If you need to speak to a person, we can answer
your calls from 7 a.m. to 7 p.m., Monday through
Friday. We ask for your patience during busy
periods since you may experience a higher than
usual rate of busy signals and longer hold times
to speak to us. We look forward to serving you.

Social Security Administration

Publication No. 05-10181

August 2017

International Students and Social Security
Numbers Produced and published at U.S. taxpayer
expense

APrinted on recycled paper


http://www.socialsecurity.gov/employer/hiring.htm
http://www.socialsecurity.gov
https://www.socialsecurity.gov/myaccount/
https://www.socialsecurity.gov/pubs/
https://faq.ssa.gov/
https://faq.ssa.gov/
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