
How to Complete the Form I-9 Employment Eligibility 

Verification Form I-9 Section 3 Re-Verification 

I-9 Processor

Texas A&M Engineering 

When do I need to Re-Verify an employee?
Employee presents one of the following documents for proof of work authorization for Section 2: 

• Employment Authorization Document (List A or C) has an expiration date

• Form I-94 with temporary I-551 stamp

• An unexpired foreign passport with a temporary I-551 stamp

• Expired Permanent Resident Card presented with a I-797 Notice of Action

When do I NOT need to Re-Verify an employee?
Employee presents one of the following documents for proof of work authorization for Section 2: 

• U.S. Passport or Passport Card

• Permanent Resident Card

• List B Documents (ex: Driver’s License)

Please contact Cathleen Karr Simons at ckarr17@exchange.tamu.edu with any additional questions. 

mailto:ckarr17@exchange.tamu.edu


Current Form I-9 Reverification Process 

I-9 Partner will send I-9
Processors emails regarding 

upcoming Form I-9 
expirations (based on reports 
from Workday, Guardian and 

E-Verify).

I-9 Processors will review the
list and contact individuals to

bring in documentation to 
extend their work 

authorization.  

Once I-9 Processor has 
received documentation from 
employee, I-9 Processor will 
complete re-verification in 

Guardian or contact I-9 
Partner to have I-9 moved 

from Workday to Guardian.

I-9 Processor will complete 
Section 3 Re-Verification in 
Guardian and upload any 
photo ID documents (see 

cover page) to the OnDocs 
section of the employee's 

profile in Guardian

I-9 Partner will review Section 
3 Re-Verification and approve 

in Guardian. If an error is 
discovered, I-9 Partner will 

contact I-9 Processor to 
correct. 
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How to Complete Section 3 Re-Verification 

Please ensure Section 3 on the original Form I-9 is the most current 
version of the Form I-9. 

If it is not, please complete Section 3 on a current version of 
a new Form I-9 (7/17/2017 N).  
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Only fill in Section 3 (A) if the employee's name has changed since they completed Section 1 of the Form I-9. 
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 Permanent Resident EXAMPLE:

J -1 
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F-1 Visa EXAMPLE:
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Please sign and date! 
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J-1 Visa Example:
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H1B Visa Example: 
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I-797A Approval Notice MUST say Texas A&M Engineering Experiment Station OR Texas A&M University as the Company. If you see an I-797A for another company or university please contact Cathleen Karr Simons immediately. 

ckarr17
Text Box
I-94 Expiration Date (Authorized to Work Until) Section 2

ckarr17
Line



F-1 OPT/STEM OPT EXAMPLE:
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Unique Form I-9 Employment Authorization Auto-Extensions: 

To complete please contact Cathleen Karr Simons at 
ckarr17@exchange.tamu.edu 

Unique Examples: 

H1B Extension 

• Employee is currently on an H1B and their H1B is being extended, if the 
petition has been filed prior to the expiration of the current H1B
o 240-Day Extension is completed on their Form I-9.
o This allows their work authorization to be extended for a reasonable 

amount of time until the employee receives their new I-797 
Approval Notice.

o Once employee receives their new I-797, a Section 3 Re-Verification 
will need to be completed. 

• Employee must present ENDORSED I-20 from their degree granting 
institution, recommending the employee for a STEM extension.
o 180-Day STEM Extension is completed on their Form I-9.
o  This allows their work authorization to be extended for a 

reasonable amount of time until the employee receives their 
new EAD card.

o Once employee receives their new EAD card, a Section 3 Re-
Verification will need to be completed. 

F-1 OPT to F-1 STEM OPT
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