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[bookmark: _Toc173847868][bookmark: _Toc177732310][bookmark: _Toc186527559]OUR MISSION

The mission of our office is to manage the YCC program. We are not too busy to answer your questions, walk you through a form or process, or hash out a solution to an unexpected problem. 

If you have a question about your contract or project, CALL or E-MAIL THE YCC.  We want your project to succeed. 
 
Sarah Wood, Executive Director,
 sarah.wood@emnrd.nm.gov, 505.470.3710 
Morgan Tolen, YCC Program Coordinator, 
morganl.tolen@emnrd.nm.gov, 505.584.8411  


[bookmark: _Toc186527560]GENERAL INFORMATION 
Service Agreement Contract: Your Services Agreement is a contract with the State of New Mexico, and its terms must be followed. All projects are subject to audit as part of the annual audit YCC undergoes annually by an independent accounting firm. 
Contract length:  Contract termination dates are one year from the date of the last signature. You may request an extension of the contract, but projects may not exceed 26 weeks in length. 
Letter to Proceed:  The date on this letter is the date you may begin to incur expenses related to your project. To be compensated, the money must be spent, documented, and a reimbursement requested.
Project length: The project starts when the first corps member is hired and ends when the last corps member is released. The project may not exceed 26 weeks in length. You may split a project into two-time segments with written approval from the YCC. 
Proof of Insurance: Non-profits and tribes shall provide the YCC with a Certificate of Insurance no later than 15 days after the Letter to Proceed is issued as outlined in the Letter to Proceed.  YCC does NOT need to be named as additional insured on these policies. If insurance expires mid-contract, the sponsor must send an updated certificate to the YCC. 
[bookmark: _Toc186527561]ACKNOWLEDGING YCC AS A FUNDING SOURCE
It is part of your contract to acknowledge YCC as a funder of your projects. YCC sends several versions of their logo, provides each corps and staff member with a quality work shirt as well as water bottles and stickers. 
[bookmark: _Toc186527562]PROJECT CHANGES
There is flexibility in your Agreement to make project changes, but do not do so without consulting the YCC. The types of changes you may make are described below.
Changes that do not require an Agreement Amendment: Paragraph 3.A of the Agreement defines several non-substantive changes that may be made to a project after it begins without a written amendment to the Agreement.  Sponsor must submit a request for such changes in writing with a justification, to the YCCC Executive Director (sarah.wood@emnrd.nm.gov) for approval.  
1) Transfer of funds from the "Other Costs" line item into "Corps Member wages" line item);
2) Increases or decreases in the number of Corps Members hired, provided at least one corps leader and four Corps Members are hired;
3) Increases in the starting hourly wage for Corps Member to comply with increases in minimum wage rates or to enhance recruitment in areas where the prevailing wages are high;
4) Implementing alternative work plans or emergency response plans as provided in Attachment 1;
5) or replacing a work plan from the Project objectives with a similar Project due to unforeseen circumstances or a beneficial opportunity for Corps Member career development;
6) Change in a work site due to unforeseen circumstances, such as forest closures;
7) Changes in the amounts or nature of materials and supplies purchased or contributed, provided the changes support Project objectives as outlined in Attachment 1;
8) Changes in the training program due to unforeseen circumstances provided Sponsor delivers the same number of training hours of training specified in Attachment 1; and
9) Changes in Sponsor contribution amounts, provided the total amount contributed is 20% of the total funds requested.
Changes that shall require an Agreement amendment: Paragraph 3.B. of the agreement defines these changes as:
1) Decreases in the portion of the Project’s budget designated as wages for YCCC members that drop below 70% of funds requested;
2) Changes in the essential nature of the Project objectives; or
3) Term extension. 

[bookmark: _CORPS_MEMBERS_-][bookmark: _CORPS_MEMBERS_-Eligibility][bookmark: _Toc124511215][bookmark: _Toc186527563]CORPS MEMBERS – Documentation, Eligibility, and Management
Failure to adequately prepare, keep and store corps member records as described below may result in suspension of funding.  
· I-9, Employment Eligibility Verification (https://www.uscis.gov/i-9). The I-9 must be filled out on the first day of employment. Penalties range from $272 to $2701 per incident if these are not filled out properly at the time of hire. Make it a condition of hire that the youth brings the correct documentation on the first day of work. Directions for filling out the I-9 are in Appendix A. 
· W-4 from any year (https://www.irs.gov/pub/irs-pdf/fw4.pdf )
·  The YCC Certificate of Eligibility. This is automatically generated when corps members are entered in the YCC Project Sponsor Portal. The employer must print the Certificate from the portal and add it to the personnel file at the time of hire. Certificates of Eligibility filled out by hand are not valid. 
       The Certificate of Eligibility of eligibility guarantees that you, the employer, have confirmed that the corps member is: 
· Between the ages of 14 – 25 at the time of hire. It is ok if a youth turns 26 during the project, as long as they are 25 on the date of hire. 
· A New Mexico resident.  Appendix B is a list of acceptable proof of New Mexico residency. Call us if there is a document you would like to use that is not on this list. Keep a copy of the document that establishes residency in the file. 
· Unemployed at the time of hire. There is no minimum time someone must be unemployed; a corps member may leave a job on a Friday and be hired with the YCC on Saturday.
· Not the child or sibling of the hiring officer or project supervisor. 
· Has a work permit obtained from the Department of Workforce Solutions if under the age of 16:  https://www.dws.state.nm.us/Child-Labor Keep the work permit on file. 
· 
Sponsors shall enforce all labor laws and shall be familiar with child labor laws as they apply to employees under the age of 18. See Appendix C for New Mexico's child labor law. 
Corps members shall be compensated, at a minimum, as provided by law following the state or municipality established minimum wage. Sponsors may request wage increases of no more than 10% of starting wage for corps members based on promotion, performance, or additional responsibilities; and as budget allows. 
If your personnel policy includes holiday or sick pay, YCC will support that policy. YCC may reimburse for a moderate amount of overtime on a case-by-case basis – be ready to provide a justification. Under no circumstances will the Commission reimburse for hazard pay. 
Sponsors shall follow their established personnel policies for dismissal of corps members. Sponsors are encouraged to provide opportunities for improvement prior to dismissal.
[bookmark: _CORPS_MEMBERS_–]
[bookmark: _Toc124511217][bookmark: _Toc186527564]CORPS MEMBERS - Entering in the Online Portal
[bookmark: contact]Corps member information must be entered into the online portal before YCC will reimburse their wages. The YCC requires that some corps member identifying information is entered in our database to confirm eligibility as a corps member, track the number of weeks worked on YCC projects, and contact the corps member to award benefits.  

Log in at https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx   
OR access the link from the YCC's public web page at https://www.emnrd.nm.gov/about-ycc/ycc-project-sponsors/
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Scroll down to the Projects section and click on your current project. If you've had several YCC projects, your current project will be listed last. If you can't see your projects, contact YCC and we'll sort it out. 
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Scroll down to the Corps Member Positions section. 
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Click on the "Add Corps Member" link. [image: A picture containing graphical user interface
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On the next screen enter the corps member's first and last name and press the Add button. 
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If the corps member has the same name as a corps member in the system, a screen will pop up with the title Existing Corps Member. If the information on this screen matches your corps member's information, press Add and the corps member will be added to your project.




If this person is not your corps member, click the Next button until you find the correct person
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OR reach a screen called New Corps Member. Here, enter the corps member's address, phone, e-mail. NOTE: it is important to include a long-term valid e-mail for each corps member so that the YCC can notify corps members regarding their benefits.

Press Add and the corps member will be added to your project.

[image: Graphical user interface, table

Description automatically generated]

On the next screen, select the "Certificate of Eligibility" option.  

[image: ]

Print the Certificate of Eligibility or save it electronically as a PDF and keep with the employee's file. The corps member's project key printed at the bottom of the page is the corps member's login for their survey at the end of the project. 

Press the blue Return link at the top right. 
[bookmark: certelig]
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This will take you back to the screen below; press "Project Details" to add another corps member. 
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You may also print the Certificate of Eligibility from the list of corps members. Please also assign a 'Leader', 'Trainer' or 'Member' role to the corps member. 
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[bookmark: _Toc124511218][bookmark: _Toc186527565]REIMBURSEMENT PACKET INSTRUCTIONS
Sponsors must use their own funds to pay for project expenses, following their approved cost proposal in Attachment 1 of their Agreement. Except for the period ending June 30, there are no hard deadlines. Most sponsors submit reimbursements about once every two pay periods. 

Reimbursement packets must be printed out and mailed to the address below. DO NOT EMAIL.
Youth Conservation Corps
1220 South St. Francis
Santa Fe, NM 87505 

There are six parts to a YCC reimbursement: the Invoice, Corps Member wages, Other costs, Offeror Contribution, Project Status Report and Photos. 

[bookmark: invoice][bookmark: _Toc186527566]SECTION 1: INVOICE
The Invoice for Reimbursement workbook has your project budget pre-loaded. Ten invoices are provided, please use in sequence. Fill in the fields highlighted yellow and submit as the cover sheet of your reimbursement packet. The workbook automatically tracks your budget, contribution and number of weeks worked with every invoice.  
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[bookmark: cwages][bookmark: _Section_2:_Corps][bookmark: _Toc186527567]SECTION 2: Corps Member Wages  
Prepare a summary spreadsheet with all corps member names, hours worked and FICA / Unemployment insurance / Workers Comp percentage. The YCC reimbursement worksheet automatically totals payment per corps member. If your payroll register has all this information, you may use that.  Example below:
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Include as supporting documentation: 
a) Copies of Corps members’ cancelled checks or pay stubs OR the direct deposit print-out. 
b) Timesheets if the paystubs do not reflect dates and hours worked.
Enter the total in the Current Request Column of the “Corps member wages” line item of the YCC invoice. In this example, that would be $6,459.78.
 
[bookmark: ocosts][bookmark: _Section_3:_Other][bookmark: _Toc186527568]SECTION 3: Other Costs (Supplies, Training, Staff, Admin, Mileage)  
Enter a brief but specific description for each item in the cover summary sheet that matches what is in your cost proposal and how it supports your project. See examples below. 
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For each line include the following supporting documentation as appropriate:
· Invoices or receipts  
· Legible, clearly dated and with the business name and address printed on them. 
· Descriptions and quantities of each item
· Copied on to a sheet of 8 1/2" x 11" paper if invoices are small. More than one receipt may be copied to one piece of paper. 
· Time sheets for staff. 

· Proof of payment for each item which may include
· Purchase order (for government entities)
· Copy of a payment voucher (for government entities)
· Copy of a cancelled check or check register or credit card statement (non-profits)
· Copies of checks or pay stubs OR the direct deposit print-out for staff or trainer time.
· Proof of payment not required for fuel, ice, food; receipts are enough
· If claiming admin time, please include calculations that are consistent with your approved proposal. 

· Vehicle usage form. Include this form if you have requested mileage reimbursement in your approved proposal. Submit it with your reimbursement and add the expense to the “Other Costs” line item. If you have reimbursed a driver of a non-company vehicle, you will have to submit proof of payment. 
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Enter the total for “Other Costs” in the second line of the “Current request” column in the invoice. In this example, that would be $5,600 + $197.40 = $5,797.40. 

[bookmark: ocontribution][bookmark: _Section_4:_Offeror][bookmark: _Toc186527569]SECTION 4: Offeror Contribution
All items that are claimed as a contribution must have the same type of supporting documentation as those for Other Costs. Enter the total contribution amount under "Current Match" on the invoice. The invoice automatically tracks the percentage contribution as a function of the funds requested. 

In the example below, the sponsor would submit invoices or paystubs and timesheets for the trainer and bus driver, volunteer time sheets, and an invoice and proof of payment (voucher or cancelled check) for the lumber. 
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[bookmark: _Toc186527570][bookmark: statusreport]SECTION 5: PROJECT STATUS REPORT
Status reports are entered online. Data is compiled and reported to the Legislature, so they are an important source of information. 

Log in to https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx. 
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Enter the hours worked in the period you are reporting for in the “Additional Hours Paid”. In this example, 10 corps members worked 50 hours each. 
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Description automatically generated]Work Plans tab: This section will have the names of your work plans and three status options for each plan: In Progress, Completed and Request for Cancellation.  

The default is “in progress”. 
Add notes to the text box and press Save. 
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Description automatically generated]Select “Completed” when the work plan is done. Enter the month and year of completion, and any additional notes on the project. All progress notes will be saved and carried over to the project inspection. 
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Description automatically generated]Select “Request for Cancellation” if you cannot complete a work plan. Enter the month and year and a detailed justification. YCC staff will follow up with you. 

SAVE your work before moving on to the next tab! Save buttons are at the top and bottom of the page. 
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Description automatically generated]Training and Education: This section has the names of your training sessions and three status options for each: In Progress, Completed and Request for Cancellation.  The default is “in progress” and is for trainings that have not been given yet.  


Select Completed and enter the month and year when a training is done. Hours = number of corps members x hours of training. Example: 4 corps members x 5 hours = 20 hours of training. 
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[image: Graphical user interface, text, application, email

Description automatically generated]Select Cancelled if a training is not given, and enter the month and year. Provide a reason the training did not occur.   

If you’ve provided additional training, scroll to the bottom, press the “Add New Session” button, and enter the name of the training and the provider. SAVE before exiting this section.
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[bookmark: _Toc186527571]SECTION 6: PHOTOS
The YCC requires at least two photos of the project with each reimbursement. Photos should be at least 1MB in size, show corps members engaged in a project or event, and the YCC logo (shirts or sticker). Ensure all corps members appearing in the photos have a photo release form on file, as required by your Agreement.  

E-mail to sarah.wood@emnrd.nm.gov , morganl.tolen@emnrd.nm.gov, upload to YCC’s Google Drive at https://photos.app.goo.gl/tRUm8KKmruB2SW3D6 or tag us on social media, see our handles below. 

Instagram: @nmyouthcorps 
Facebook: NewMexicoYouthConservationCorps
X: @NMYouthCorps

[bookmark: _Toc124511220][bookmark: _Toc186527572][bookmark: june30]JUNE 30 DEADLINE
All Sponsors should plan to submit a reimbursement packet that includes all expenses up to and including June 30. This is the end of the state’s fiscal year. The reimbursement packet needs to arrive at the YCC office by JULY 15. 

If a pay period straddles June 30, submit timesheets and wage calculations for days worked up to June 30, even though you may not have paid the Corps member for those days of work. Proof of payment may be included with the next reimbursement.

If an expense straddles the fiscal year (e.g. a rental vehicle), please obtain an invoice up to June 30 and submit with your reimbursement OR calculate the cost up to June 30 and include those calculations in your reimbursement packet.

[bookmark: _Toc124511221]Requisitions or purchase orders for services and supplies that are created before June 30 must be delivered, invoiced, and paid for before June 30.  The invoices must be included with the FY End reimbursement. YCC will not accept invoices dated before or on June 30 past the July 15 deadline. 

[bookmark: _Toc186527573]PROJECT CLOSE-OUT

There are five steps to closing out the project. 
1. Corps members complete a brief online survey. Make completing the survey part of every corps member's last day.  
2. Sponsor completes a Status Report. 
3. Sponsor releases the Corps member using https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx
4. Sponsor completes a Final Project Report in the online portal. 
5. The Sponsor prepares and submits the final reimbursement packet within 45 days after completion of the Project.  
[bookmark: _Toc124511222][bookmark: _Toc186527574][bookmark: corpssurvey]Corps Member Online Survey 
Each Corps member is assigned a project key that enables them to access the survey. The project key is printed at the bottom of the Certificate of Eligibility Form. The only letter in the key is the very last digit. 
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To access the survey online, Corps members should go to: 
https://www.emnrd.nm.gov/about-ycc/for-ycc-corps-members/  
and click on online survey:
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The log-in page asks the corps member to enter their Project Key, which is printed at the bottom of the Certificate of Eligibility.
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The corps member completes the survey and presses Submit/Print Survey. The screenshots below show the beginning and the end of the survey. 
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[bookmark: release][bookmark: _Toc124511223][image: Graphical user interface, text, application, email
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Print Alternative: You can print the survey (see screenshot below) from the Corps Member positions section of the project sponsor portal so corps members can complete it on paper. You will still have to enter it into the database using their project key. 
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[bookmark: finstatclose][bookmark: _Toc186527575]Status Report
Sponsor shall complete a Status Report that covers all the time up to the end of the project. Project Status Reports are a major source of information that YCC uses to report to the legislature. Do not skip this step. This is not the same as a Final Project Report. 

[bookmark: _Toc186527576]Release the Corps Members from the Project
You will be able to release corps members after they have completed the survey. 

Log onto the Project Reporting Site from  
https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx

Scroll down to the "Projects" section and select the current project.
Scroll down the Corps Member section; select the Edit/Release option:
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Complete each section to release the corps member: 
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The final section is the evaluation. An Unsatisfactory evaluation will not count towards YCC service for corps members benefits. 
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If you try to release a corps member before they have done their survey, you will get an error. Press cancel and have the corps member do the survey or call the YCC if a member cannot complete the survey. 
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[bookmark: finreport][bookmark: _Toc186527577]Accessing the Final Report

After all corps members are released, the Final Report link will appear at the bottom of the Project Details page when you log into https://wwwapps.emnrd.nm.gov/YCC/YCCPTS/Sponsor/Login.aspx
 
[image: ]

Most fields of the Final Report will automatically be filled in. You will be asked to do a short summary of the project. 
    [image: ]


Print, sign and submit with the Final Reimbursement

[image: ][image: ]


[bookmark: _Toc186527578][bookmark: _Toc124511225]Submit a Final Reimbursement
Prepare and submit the final reimbursement packet within 45 days after completion of the Project.  This packet is prepared in the same manner as the previous reimbursement packets except that both a Status Report and a Final Project Report are submitted.

[bookmark: _Toc186527579]SITE INSPECTION and FILE AUDIT
YCC will perform a site inspection and file audit. This consists of visiting work project locations and reviewing project files, particularly corps member files.  YCC will notify the Sponsor prior to the visit to set up times and locations. 

Sponsors should keep the following information in a YCC project file:
· YCC job announcements and advertisements
· Corps member applications and resumes
· Interview Information and selection criteria
· YCC Contract & Correspondence
· Reimbursement documents.
· Contribution documents.
· Personnel Files 
· YCC Certificate of Eligibility
· I-9
· W-4
· Proof of New Mexico Residency
· Proof of age
· Work permit if corps member is age 14 or 15.
 

	


[bookmark: _Toc124511226][bookmark: _Toc186527580]CORPS MEMBER BENEFITS
The Youth Conservation Corps (YCC) Commission offers a $1,500 educational tuition voucher OR a $500 cash compensation to YCC corps members who have worked on a YCC project for 12 months (48 weeks) within a 48-month period (4 years).  The YCC Commission may offer a prorated amount based on a minimum of 32 weeks worked; however, this may be limited by our budget. 
The YCC will contact corps members and their sponsors at the conclusion of every project to inform them of their eligibility and provide the necessary information. It is important to include a valid e-mail when entering corps members into our database. 
[bookmark: _Toc124511227]Cash reimbursement
Corps members who opt to receive the cash compensation will receive one lump-sum payment.

[bookmark: _Toc124511228]Educational voucher
The educational voucher is good for reimbursement of expenses at a New Mexico institution of higher education, including on-line education, associated with an accredited New Mexico institution of higher education or vocational training. The voucher is valid for two years and expenses will be reimbursed upon when valid receipts are sent to us.

Expenses the YCC will reimburse include: tuition, fees, software, textbooks, calculators, lab supplies and classroom supplies such as paper, toner cartridges, and other similar items.
 
Expenses the YCC will NOT reimburse include: personal expenses, transportation, computers, residential rent, and food.

 
[bookmark: _APPENDIX_A][bookmark: _APPENDIX_A:_][bookmark: _Toc186527581][bookmark: appai9][bookmark: _Toc124511229]
APPENDIX A:  Links to I-9 Instructions in English & SpanishPage         of 

(Click to go back to corps members section)






If these links don’t work, let us know. 

Or visit:

I-9, Employment Eligibility Verification (uscis.gov)
i9-INS-Spanish.pdf (uscis.gov)
Page         of 

APPENDIX B: New Mexico Proof of Residency DocumentsPage         of 

(Click to go back to corps members section) 

Reference: 18.19.5.16.D New Mexico Administrative Code

Please note passports, birth certificates and baptism certificates are not proof of New Mexico residency.

1. A valid New Mexico driver's license
2. A valid New Mexico ID card or 
3. A current real property rental agreement or purchase agreement
4. A utility bill dated within 60 days, such as water, gas, electric, waste, telephone, cable, or satellite bill, but not a bill for a cell phone
5. An insurance bill, card, or binder, dated within the past 6 months
6. A bank or credit card statement dated within 60 days that contains the corps member’s name and address
7. An employment pay stub, dated within 60 days that contains the corps member’s name and address 
8. A current, local property tax statement or mortgage documents
9. A document from an education institution, such as a transcript, report card or enrollment confirmation, that contains the corps member’s name and address and is dated within 60 days
10. Original documents from a city, county, state, tribal or federal government organization attesting to the fact that the corps member is a New Mexico resident
11. A New Mexico medical assistance card with address on card, letter from issuing agency that came with card showing name and address, or profile printout from issuing agency
12. A New Mexico public assistance card with address on card, letter from issuing agency that came with card showing name and address, or profile printout from issuing agency
13. Documents acceptable for corps members less than 18 years of age: 
a) Documents indicating membership in a New Mexico religious organization
b) Documents indicating membership in a New Mexico sports organization,  
c) Two proofs of New Mexico residency of the parent/guardian and an affidavit from the corps member’s parent or guardian stating that the corps member lives with that person 
14. A New Mexico medical or public assistance card, profile printout or a letter from the issuing agency
15. A document evidencing eligibility and proof that the corps member's parent or guardian is currently receiving services from a non-profit organization qualified pursuant to Section 501(c)(3) of the Federal Internal Revenue Code of 1986 provided the document displays the corps member’s address.
[bookmark: _APPENDIX_B:_Child][bookmark: _Toc124511230][bookmark: _Toc186527583]
APPENDIX C: Child Labor Laws in New Mexico
(Click here to go back to corps members section)

ARTICLE 6
Employment of Children
[bookmark: _Toc62566534]50-6-1. Children under fourteen; employment prohibited.
No child under fourteen years of age shall be employed or permitted to labor at any gainful occupation unless otherwise provided for in the Child Labor Act [Chapter 50, Article 6 NMSA 1978].
[bookmark: _Toc62566536]50-6-1.1. Short title.
Chapter 50, Article 6 NMSA 1978 may be cited as the "Child Labor Act".
[bookmark: _Toc62566538]50-6-2. Work permit for children fourteen to sixteen.
A child over the age of fourteen years and under the age of sixteen years shall not be employed or permitted to labor at any gainful occupation without procuring and filing a work permit unless otherwise provided for in the Child Labor Act.
[bookmark: _Toc62566540]50-6-3. Maximum hours for children fourteen to sixteen.
A.  Children over the age of fourteen and under the age of sixteen years shall not be employed or permitted to labor at any gainful occupation for more than forty hours in any one week nor more than eight hours in any one day when school is not in session unless otherwise provided for in the Child Labor Act.
B.  Children over the age of fourteen or under the age of sixteen shall not be employed unless otherwise provided for in the Child Labor Act:
(1)       before 7:00 a.m. or after 7:00 p.m. during the calendar school year;
(2)       before 7:00 a.m. or after 9:00 p.m. outside of the calendar school year;
(3)       during school hours, except as provided for in work experience and career exploration programs;
(4)       more than three hours per day during school days; or
(5)       more than eighteen hours per week during school weeks.
[bookmark: _Toc62566542]50-6-4. Prohibited occupations for children under sixteen; exceptions.
A.  A child under the age of sixteen years shall not be employed or permitted to labor at any of the following occupations or in any of the following positions:
(1)       on or around belted machines while in motion;
(2)       on or around power-driven woodworking machines used for cutting, shaping, forming, surfacing, nailing, stapling, wire stitching, fastening or otherwise assembling, processing or printing wood or veneer;
(3)       on or around power-driven hoisting apparatus with the exception that this section shall not prohibit the operation of an automatic elevator that is controlled by pushbuttons making leveling, holding, opening and closing of the car and hoistway doors entirely automatic;
(4)       in or about plants, establishments or jobs using, manufacturing or storing explosives or articles containing explosive components;
(5)       electronics jobs where the child is exposed to electrical hazards;
(6)       in or about any establishment where malt or alcoholic beverages are manufactured, packed, wrapped or bottled;
(7)       municipal firefighting whether using volunteers or paid employees;
(8)       manufacture of goods for immoral purposes;
(9)       in any employment dangerous to lives and limbs or injurious to the health or morals of children under the age of sixteen years; or
(10)     soliciting door-to-door for other than a nonprofit organization or in other activities approved by the parent or guardian.
B.  The provisions of this section do not apply to:
(1)       children engaged in working with equipment in any school or place where cooperative education or science is taught while under supervision of an instructor;
(2)       apprentices while under the supervision of a journeyman in a certified apprenticeship program; or
(3)       children employed in a film or television production, where the set may be considered physically hazardous or special effects are used; provided that a New Mexico-certified trainer or technician accredited in a United States department of labor occupational safety and health administration-certified safety program specific to the film or television industry is present at all times that the child is exposed to the potentially hazardous condition.
C.  Additional hazardous occupations not specifically listed in this section shall be determined by the state child labor inspector following consultation with the employer who wishes to employ minors over the age of fourteen years and under sixteen years of age.
[bookmark: _Toc62566544]50-6-5. Prohibited occupations for children under eighteen.
No child under the age of eighteen years shall be employed or permitted to labor in any mine or quarry underground or at or about any place where explosives are used. However, children under the age of eighteen years but not under the age of fourteen years may be employed to separate mica if blasting is done during periods when there is nobody working, and the mica is subsequently removed from the blasting area to another site for operation.
[bookmark: _Toc62566546][bookmark: _Toc62566548]50-6-7. Work permit; issuance; authorized officials; application; contents; proof; copies; maximum term.
A.  Work permits shall be issued only by the school superintendents, school principals, designated issuing school officers or the director of the labor and industrial division of the labor department or the director's designee.
B.  A work permit shall not be issued to a child until satisfactory proof has been furnished that the work in which the child is to engage is not dangerous to the child or injurious to the child's health or morals.
C.  The application for the work permit shall show that the work to be performed would not result in injury to the health, morals or mental development of the child. Satisfactory proof of the age of the child at the date of the application shall be furnished. Any application for the employment of children at any gainful occupation during the session hours of the school of the district in which the child resides shall set forth, in addition to the foregoing, the necessity to the family or the dependents of the child or for the child's own support of the income to be derived from the employment or labor.
D.  Whenever the person authorized to issue the work permit is satisfied that the provisions of this section have been complied with, the person shall issue to the child a work permit, keeping one copy on file and sending one copy of the permit to the labor and industrial division of the labor department.
E.  No work permit shall be in force without renewal for a longer period than one year from the date of issuance.
[bookmark: _Toc62566550]50-6-8. Renewal of work permits.
The officer authorized to issue work permits may renew a work permit at the expiration date thereof for a period not exceeding one year upon a satisfactory showing upon the part of the child, the child's parent, guardian or custodian that the provisions of the Child Labor Act are being complied with and that the child is in good health. The extension of time shall be made by the officer writing upon the certificate the following words: "this work permit is extended for a period of ...... days from this date" and by the officer signing the certificate.
[bookmark: _Toc62566552]50-6-9. Employer's records; form of permits.
Whenever any child is employed or permitted to labor at any gainful occupation permitted by the laws of this state, the employer of the child shall preserve on file the work permit of the child and shall keep posted in a conspicuous place about the premises where the child is employed a list of all children there at work by virtue of work permits. The form for all work permits shall be prepared by and shall contain such information concerning the identity of the child as may be prescribed by the labor and industrial division of the labor department.
[bookmark: _Toc62566554]50-6-10. Inspection of work permits, records and premises by the labor and industrial division of the labor department.
All work permits and records and the premises where children are employed are subject to inspection by representatives of the labor and industrial division of the labor department. The director of the division may, for cause, cancel a work permit with the concurrence of the officer issuing the permit but, in case they disagree, the district court may cancel the permit on complaint setting forth the grounds therefor under the provisions of the Child Labor Act.
[bookmark: _Toc62566556]50-6-11. [Habitual presence of child under sixteen at a place of work during school hours; prima facie evidence of employment.]
The frequent presence of any child under sixteen years of age, during school hours, at any place where workers are at work more or less habitually shall be prima facie evidence that such child is unlawfully engaged in labor, if no permit is exhibited.
[bookmark: _Toc62566558]50-6-12. Penalties.
A.  A person who employs a child, or who is the parent, guardian or custodian of a child, and who permits that child to be employed in violation of any of the provisions of the Child Labor Act is guilty of a petty misdemeanor. Each violation of the Child Labor Act constitutes a separate offense. A second or subsequent conviction of an employer, parent, guardian or custodian for violation of the Child Labor Act is a misdemeanor.
B.  The director of the labor and industrial division of the labor department may report a violation of the Child Labor Act to the local district attorney, who may prosecute the alleged violator.
[bookmark: _Toc62566560]50-6-13. District court jurisdiction.
The district courts are hereby given original jurisdiction in all cases of violations of the provisions of the Child Labor Act.
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Projects

The projects sections st all of your approved YCC projects. Click on the edit button next to the project you wish to maintain, i.e. change contact details, add and release corps members,

generate final project or status reports.

_“

Project and Corps member Reporting YCC Example Project | This project description is  test to demonstrate how to administer a YCC project 6/1/2020 - 8/31/2020
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Corps Member Positions

The Corps member section displays positions that have been budgeted for this project and the Corps member is currently employed in that position. Corps members can be added or
released from the project here. If a corps member is employed to replace a crew member who has left the project, please release the crew member that left and then add the new corps
member in that position

Note: A Corps member must complete thier survey before they can be released TO

You may print blank surveys by clicking here.
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- New Mexico Youth Conservation Corps

Project Detals > Corps Member Add
Add a Corps Member to YCC Example Project
Tris screen allows you to add a Corps member as a crew member
New Corps Member
Please loop through the Corps members until you find the person you wish to add. If you can not find the person you are
FistName: | Ropert
Middie Name:

LastName: [ Montoya
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'outh Consen

nserv

Corps Member Forms
~ Certificate of Eligibility Form & Corps Member Project Key

Please ensure that you have copies of the follow forms on file

Work Permit (if required)

Project key: 6051168586311

‘The project key is used by this Corps member sign on and complete their project survey. Please give this key to the Corps member.
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New Mexico Youth Conservation Corps
CERTIFICATION OF ELIGIBILITY

Today's Date: 11812023 Date of Hire: ~ 9/26/2022
Name: Strong, Sandram

StreetAddress: 123 Hedgehog Row

City, State, Zip

s Chama, NM, 88401

Date of Birth 12/1/2000 Age: 24

(mmiddryy)

1, Sandram Strong, certify that | am:
(Printed Corps Member Name)

ANew Mexico resident (attach proof of residency, see page two for acceptable proof)

Not the child or sibling of the hiring officer or project supervisor.

Between the ages of 14 - 25 at the time if hire (attach proof of age, i.e., driver's license or birth
certificate);

Unemployed at the time of hire (no minimum time someone must be unemployed);

Willing to work in cooperation with YCC Project Sponsor, Crew Leader, and other Corps members in
order to complete the goals and tasks established for the YCC program

PSR

2FS

| understand that:

1.1 may be evaluated periodically during my employment and agree to abide by the rules, policies and
procedures of YCC as administered by

The Village of Chimayo
TPrinted Project Sponsor Name)

Corps Member Signature YCC Supervisor Signature

Corps Member Key: 6801315710825K
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- New Mexico Youth Conservation Corps

Corps Member Forms.

Corps Member Forms
Certificate of Eligibility Form & Corps Member Project Key

Please ensure that you have copies of the follow forms on file:

Work Permit (if required)
Certificate of Eligibity.

Project key: 6051168086261

‘The project key is used by this Corps member sign on and complete their project survey. Please give this key to the Corps member.
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‘Corps Member Positions
‘The Corps member section displays positions that have been budgsted for this project and the Corps member is currently employed in that position. Corps members can be added or released from the project here. If @ corps member

‘employed to replace a crew member who has left the project, please release the crew member that left and then add the new corps member i that position.

Note: A Corps member must complete thier survey before they can be released.
Youmay print blank surveys by clicking here.

Ceonicate | Bigears, Ted Lesder EotReesse
Cercate | Tavietop, Jona wemper EotReesse
Centicate | Fairpay Lisa EotReesse
Teacer
Traner
Centicate | Fudlc At MEES EotReesse

Certficate | Lancashire, Fortney Member EdiURelease
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YOUTH CONSERVATION CORPS INVOICE For REIMBURSEMENT

Remit Payment to:
Contractor

Street Address
City, N Zip
Vendor

Reporting Period-Start Date:
Reporting Period-End Date:
Total Number of weeks for project:

000

20m
nvoiceDate
Invoice Amount_$ -

Invoice Numper:

Corps Member Wages Percentage:

“Adjustments

confimation smsi

e tem oudger
|Corps Member Wages/FICA/Unemployment/ Workers' Comp| § 50,000.00 |5 B
Other costs s moww]s B
Tomi s mamools -
MATCH (Vinimum 20% of funds requesed pedgea Amount prvious Match _Curent Match___Remning Match
Cormributions tos) (atach documentation) S mow — I -~ Ts 2300000
AT T
The percent match is calculated as a percentage of funds requested; per your
conirat, you mus metchat eas 20% o funds requested
e vec project

| certify this invoice reflects expenditures accrued during th

Prepared by:
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ces are provided, use th in sequence.
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Youth Conservation Corps
Invoice Worksheet

Worksheet: Wages/FICA/Unemployment Line item

e
#of Gross | +Unemployme
|Corps Member Name Wagellr | Hours | (28 |t «Workers' | - Total
\Worked Comp %age in
o
I 550
| Thaddeus Begay $ 15.00 80.00[$ 120000 § 159.00 | $1,359.00
Emesto Orega. $ 15.00 72.00($ 108000 § 143.10 | $1.223.10
Brittany Tsosie (crew leader) $ 18.00 80.00[$ 144000 § 190.80 | $1.630.80
$ - $ - $ -
$ - $ - $ -
$ - $ - $ -
$ - $ - $ -
$ - $ - $ -
$ - $ - $ -
$ - $ - $ -
$ - $ - $ -
$ - $ - $ -
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Youth Conservation Corps
Invoice Worksheet

Worksheet: Other Costs (Supplies, Training, Staff, Admin)

i Unit 14 of
Item Description (Hour, | Fof | priceiunit | Total
Class)

First Aid training for crew person 10| s ss00] 5 000
ard hats forcrew person 10| s 1500] 5 15000
|Admin costs, at 10% of 524,000 tem 1| s240000| 5 240000
bircware for gazebo construction tem 1| s 12000] 5 12000
|Chainsaw trainer (Erica) wages hour 40| s 3200] 5 128000
Base coarse for path atnature center _|euicya | 10| 5 10000 5 100000

s - ls -

s - ls -

s - ls -

s - ls -

s - ls -

s - ls -

s - ls -

s - ls -

s - ls -

s - ls -
I o s s





image18.png
YCC VEHICLE USAGE FORM

All sections of this form must be filed out

Driver: Benita Tarrean

Make & Model: Ford FIE0

Circle one:

Number
Date Reason for Trip il Pt
000 Houl materils o site a2000| 5208 ais s
5102022 [[ransport crew members o training i Fuicos{__ 62475 g7 237 |y mas
0 Travelto worksite AT am| eos3 2]s 0w
o002 Houl materils o site a2 s7m als e
Ts -

Ts -

Ts -

Ts -

Ts -

Totels: | _a0m|s 197.40

By sigring 1 Form, Tcanfir That Tre abave claim Far reimBLrsement = Just and e in al respects.

Fayes

Date:

ately
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OFFEROR CONTRIBUTION

‘Offerors must submit proof of payment o contribution of in-kind contributions for a

'minimum of 20% of requested funds.

For staff time, please include all benefits in the stated rate.

Volunteer time is valued at §29.95 / hour as of April 2022

Item Description “"é‘li':)“" got | pricerunit Total

Training - fence building - Chris how | 12 S 2500 300.00

Volunteer hours - supervision at work site howr | 70 |S 2005 236,05

Lumber for benches moss | 1 |$ 150000 1500.00

Bus driver howr | 10 S 1600 160.00
ols - -
ols - -
ols - -
ols - -
ols - -
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Projects

The projects sections list all of your approved YCC projects. Click on the edit button next to the project you wish to maintain, i.e. change contact details, add and release corps members, generate final project

or status reports.

_

Project and Corps member Reporting Conservation of Resources Perform Conservation everywhere 7/1/2024 - 12/31/2024
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Project Status Reports

The Project Status Reports section allows you to generate the required project status reports and the final project report for this project. It uses the information supplied above
to partially complete the reports. Fill in the remaining details and click on the print button. Sign the resulting print out and send it to YCC.

Note: All Corps member must be released before your final report can filed.

Update Project Status E
»




image22.png
2024 San Juan College Youth Conservation Corps

Total Hours Paid to All Corps Members:

Additonal Hours Paid:

Total Hours Paid

Work Plans.
(Required)

Training & Education
(Required)

Additional Comments.
(Optional)

002

5402





image23.png
- New Mexico Youth Conservation Corps

Conservation of Resources

Corps Members:

“Total Hours Paid to all Corps members:

Training & Education
(Required)

Required)

Additional Comments
(Optional)

400

‘ Work Plans
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Conservation of Resources

Corps Members [

‘Total Hours Paid to all Corps members: 0

Work Plans  Training & Education  Additional Comments
(Required) (Required) (Optional)

Completed

Request for Cancellation
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Build a trail

Status: Completed v| Date(MmY): 10 2
Previously Reported Progress
Progress: Project has been completed. Corps members finishes.
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Northern New Mexico Master Naturalist Project

Status: Requestfor Cancellation v | Date (MMIYY):
Reason:
Previously Reported Progress

Progress:
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WorkPlans | Training & Education  Additional Comments
(Requres) (Required) (Opsons)

s I Progress v
Progess | improve the consenvaton area
‘Wetland restoration
s I Progress v
Frogess | Wetlend restoration
Mosaic mural on the plaza
st I Progress M

Frogess | Hosse muslon the pszs
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Work Plans ~ Training & Education ~ Additional Comments.
(Required) (Required) (Optional)

Hours = number of hours in the training session X number of corps members

FirstAid/CPR

Status: In Progress v

Provider Blue Cross
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Tile making
Status:

Provider.

Hours:

Completed v

20

Date:

5

i
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Field triptothe SwissAlps  Remoe

Status: Cancelled v | Date:
Provider A Rich Person
Reason Contribution fell through.

Hours: 0




image31.png
Add a New Session

New Session.

Resume workshop





image32.png
Work Plans  Training & Education  Additional Comments
(Required) (Required) (Optional)

ave

Addional Here are some comments. Here are some more comments.
Comments:




image34.png




image33.png
Corps Member Survey

Corps members must fill out an online survey at
the conclusion of their project. Your project leader
can give you the project key you use to sign in. This
helps the YCC to track your accumulated time as a
corps member that leads to YCC benefits.
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-’

[INew Mexico Youth Conservation Corps

Corps Member Login
Welcome o the YCC Corps Member Section. This secton wil allow you to provide feedback about the projects you worked on
Please enter the project key that your project sponsor gave you

Project Key:
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- New Mexico Youth Conservation Corps

Corps Member Survey
'YCC Example Project
VIHAT DID YOU DO? Plesss check i the acttiesyourprject coveres
O Agricultural projects (gardening, farming) O improved community faci
O Assisted with emergency operations O inventory and monitoring
O Construction of buildings or structures. O Natural resources consen

O Cultural resources conservation & rehabiltation (restoring tribal or historical structures and places) ) Solar panel instalation

FOREST & PARK SKILLS: Check the box nextfo the skils and/or knowledge acquired duing the project.

O 1 Firefighting Courses: S-130/190 . Ecclogy concepts O Map Making

O 2Firefighting Courses: 5212 (J Erosion control concepts and structures O orienteering

O 3 Firefighting Courses: Other [ Forest Thinning O Plant and widife identifcation
O 4 Firefighting: Took Pack Test (] GPS Use O Stream restoration
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Please describe something you are proud of that you did or leamed during YCC.

DO you feelthat your YCC experience will assistyou in pursuing your goals?
OYes OMo

Explain

Whats next?
O Community College O intem o apprenticeship O Middie or High School

O Fouryear college 0 Job O Trade or vocational school

Submit/Print Survey
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‘Corps Member Positions
‘The Corps member section displays positions that have been budgsted for this project and the ¢

‘employed to replace a crew member who has left the project, please releass the crew member

Note: A Corps member must complete thier survey before they can be released.
Youmay print blank surveys by clicking here.

-

Certficate | Bigears, Ted
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Corps Member Positions

‘The Corps member section displays positions that have been budgsted for this project and the Corps member is currently employed in that position. Corps members can be added or released from the project
‘employed to replace a crew member who has left the project, please release the crew member that left and then add the new corps member i that position

Not

: A Corps member must complete thier survey before they can be released.
Youmay print blank surveys by clicking here.

Certficate | Bigears, Ted Leader EdiURelease

Certficate | Tabletop, Jona Member EdiURelease

Certficate | Fairplay, Lisa Member EdiURelease
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Project Detals > Corps Member Release

Release Jona Tabletop from the YCC Example Project

“This page wil allow you o edit a Corps members defails or to release a Corps member from the project. If you are
‘down to release this Corps member.

Corps Member

FirstName: | jona
Middle Name:

LastName: | Tabletop

Address: | 2 Mesa Avenue

city: Raton

Stte
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Explanation for End of Service
Project Ended: [m]
Moved: O
Retumed to school: (]

Got anotherjob:  (J

Terminated: [m]
Quit [m]
Other [m]

Comments:
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Credits

Attended Classes: [m]
Attained GED Certificate: [

Credit Hours
Received: 0
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Whatis Corps member doing next?

Employed [m]

Employed by YCC Sponsor: (J

Middle Schoot [m]
High School o
Furiher Education

Vocational:  (J Community College:  (J Four-year College: O Miltary: O other: (O

Don't Know: [m]
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Evaluation

satisfactory:  (J

Unsatisfactory: (]

Comments:

o e
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Sign Out

Emor

A Corps member can not be release unil they have completed a Corps member survey.

Unsatisfactory: (J

Comments:
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@ reports. Fillnthe remaining detals and cick on the print button. Sign the resulting

the nformation supplied above to partial compl

Project Status Reports

“The Project Status Reports section allows you 1o generats the required project status reports and the final project report forthis project It

print out and send 1o YCC.
inal report can led

Note: All Corps m
Training

Training

Hours

Coms
[
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1 vew | ven0ts- 3202018 5| 3000 2 6000 | Remoue
34000 2 e





image47.png
Final Project Report for Trail Rehabilitation, clearing, noxious weed eradication and preventation

~ ReportDetails

Name: |1dentity the person submiting th report

‘Corps Member Characteristics

‘Apply all applicable categories to each corps member.

Completon: | 1 | Number of Corps members a the compleion of the Project

Unsatisfacto: g | Number of Corps members released for unsatstactory performance before the end f the project

Females:





image48.png
Print

Total: 1 sheet of paper (2 pages)

() Xerox WorkCentre 7830.

Destination
[[Change.. |
Pages O]
91581113
Copies 1
Layout Portrat =
Color Black and white -
Options 4] Tuonsided
+

NEW MEXICO YOUTH CONSERVATION CORPS
FINAL PROJECT REPORT

Reporting Sponsor: rinains Youth Tosther Inc
Date 02123013

Commission is committed to asisting Corps members o futher their ducationsl opportunitcs
Therefore the Actreads s follows:

9509, Education rsining.

A Corps members shal be encouraged to increase their opportuitis for cmployment by cducation
and training. Corps personnel shall seek cooperative agreements with community colleges,
Voational schools and other institutions of higher leaming in a cffort o 9d corps members in
achicving their cducational goal. Corps personne shallprovide opportunites for corps mermbers fo
achieve basic education, literacy and high school or equivalency diplomas.

B.0n completion of employment, a corps member who has twelve full months of employment as &
corps member during a period nol 10 exceed fory-cight months, and who has received satisfactory
evalutions throughout his employment, i entitled to receive a3 addiional compensation five
hundred dollars ($500) or  one thousand five hundred dollr (S1.500) educational tition voucher at
New Mexico public insitution of higher ducation. The educational iton voucher is valid for two
years. Ifthe corps member receives a satisfactory cmployment cvaluation and the program manager
etermines tha the corps member' cmployment was completed in less than twelve months in 8 our
year period due tocircumstances beyond the corps member's contol, the program manager may
oz paril compensationpaymen o i dcational o vuche o cops

History: Laws 1992, . 91,5,
'VCC needs the following information to fulill the requirements of the YCC Act. Please sce that the

entie form is flled out 1o the bestof your ablity. The FINAL REQUEST FOR
'REIMBURSEMENT will not be processed without  completed YCC Final Project Report.

CERTIFICATION
T certify to the accuracy of the information contained in this document.

Name _Chloe Kent Signature

Tille Prjec Coortinaior Date
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Total: 1 sheet of paper (2 pages)
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Change
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Copies 1
Layout Portrait -

Options 4] Tuonsided

+

NEW MEXICO YOUTH CONSERVATION CORPS
FINAL PROJECT REPORT

Corps Members Characteisics (spply al spplcable calegories 1o cach corps mermbers)

7T Corps members at completion of Project:

o Corps members relased for
funsatsfactory performance before the
 of the Project:

o Females

o Males

or 1415 vears old

of 16-17 years od.

o 1519 yeans old

0r20-25 years ol

¥ of Corps members receiving mid-school,
igh scioolor cllege credit hours for Project
aricpation

TTotal # ofcredi hours

Project

ssisance to Corps Mermber

iended GED classes

tained GED:

cturmed o Middlc School

c-Enrolled in Middle Schoot

cturmed to Tigh Schoor

—Enrolled in High School

IEorolled in Vocations] Schook [Enrolled n I Colege:

[Earolled in College: [Enrolled n any other advanced iraiing

[Employed after Project End:

Black and white -

Explain what your Project contributed to the improvemnent of New Mexico's natural resources and
Iasting community benefis
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I-9 Instructions in  English.pdf


I-9 Instructions in English.pdf
Instructions for Form 1-9,

Employment Eligibility Verification USscCIS

. Form I-9
Department of Homeland Security OMB No. 1615-0047

U.S. Citizenship and Immigration Services Expires 07/31/2026

Anti-Discrimination Notice: Employers must allow all employees to choose which acceptable documentation to present
for Form 1-9. Employers cannot ask employees for documentation to verify information entered in Section 1, or specify
which acceptable documentation employees must present for Section 2 or Supplement B, Reverification and Rehire.
Employees do NOT need to prove their citizenship, immigration status, or national origin when establishing their
employment authorization for Form 1-9 or E-Verify. Requesting such proof or any specific document from employees
based on their citizenship, immigration status, or national origin, may be illegal. Similarly, discriminating against
employees in hiring, firing, recruitment, or referral for a fee, based on citizenship, immigration status, or national origin
may be illegal. Employers should not reject acceptable documentation due to a future expiration date. For more
information on how to avoid discrimination or how to report it, contact the Immigrant and Employee Rights Section in the
Department of Justice's Civil Rights Division at www.justice.gov/ier.

Purpose of Form 1-9

Employers and employees must complete their respective sections of Form I-9. The form is used to document verification
of the identity and employment authorization of each new employee (both U.S. citizen and noncitizen) hired after
November 6, 1986, to work in the United States. In the Commonwealth of the Northern Mariana Islands (CNMI),
employers must complete Form 1-9 to document the verification of the identity and employment authorization of each new
employee (both U.S. citizen and noncitizen) hired after November 27, 2011.

Definitions

Employee: A person who performs labor or services in the United States for an employer in return for wages or other
remuneration. The term “employee” does not include individuals who do not receive any form of remuneration (e.g.,
volunteers), independent contractors, or those engaged in certain casual domestic employment.

Employer: A person or entity, including an agent or anyone acting directly or indirectly in the interest thereof, who
engages the services or labor of an employee to be performed in the United States for wages or other remuneration. This
includes recruiters and referrers for a fee who are agricultural associations, agricultural employers, or farm labor
contractors.

Authorized Representative: Any person an employer designates to complete and sign Form 1-9 on the employer's
behalf. Employers are liable for any statutory and regulatory violations made in connection with the form or the
verification process, including any violations committed by any individual designated to act on the employer's behalf.

Preparer and/or Translator: Any individual who helps the employee complete or translates Section 1 for the employee.

General Instructions

Form 1-9 consists of:
e Section 1: Employee Information and Attestation

Section 2: Employer Review and Verification

Lists of Acceptable Documents

Supplement A, Preparer and/or Translator Certification for Section 1

Supplement B, Reverification and Rehire (formerly Section 3)
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e ee———————————————E——————————————————
EMPLOYEES

Employees must complete and sign Section 1 of Form 1-9 no later than the first day of employment (i.e., the date the
employee begins performing labor or services in the United States in return for wages or other remuneration). Employees
may complete Section 1 before the first day of employment, but cannot complete the form before acceptance of an offer
of employment.

EMPLOYERS

Employers in the United States, except Puerto Rico, must complete the English-language version of Form 1-9. Only
employers located in Puerto Rico may complete the Spanish-language version of Form 1-9 instead of the English-language
version. Any employer may use the Spanish-language form and instructions as a translation tool.

All employers must:

e Make the instructions for Form 1-9 and Lists of Acceptable Documents available to the employee when completing
the Form 1-9 and when requesting that the employee present documentation to complete Supplement B,
Reverification and Rehire. See page 5 for more information.

e Ensure that the employee completes Section 1.

e Complete Section 2 within three business days after the employee’s first day of employment. If you hire an
individual for less than three business days, complete Section 2 no later than the first day of employment.

e Complete Supplement B, Reverification and Rehire when applicable.
e | eave afield blank if it does not apply and allow employees to leave fields blank in Section 1, where appropriate.

e Retain completed forms. You are not required to retain or store the page(s) containing the Lists of Acceptable
Documents or the instructions for Form 1-9. Do not mail completed forms to U.S. Citizenship and Immigration
Services (USCIS) or Immigration and Customs Enforcement (ICE).

Additional guidance about how to complete Form I-9 may be found in the Handbook for Employers: Guidance for
Completing Form 1-9 (M-274) and on 1-9 Central.

Section 1: Employee Information and Attestation

Step 1: Employee completes Section 1 no later than the first day of employment.
e All employees must provide their current legal name, complete address, and date of birth. If other fields do not
apply, leave them blank.

e When completing the name fields, enter your current legal name and any last names you previously used, including
any hyphens or punctuation. If you only have one name, enter it in the Last Name field and then enter “Unknown”
in the First Name field.

e Providing your 9-digit Social Security number in the Social Security number field is voluntary, unless your
employer participates in E-Verify. See page 5 for instructions related to E-Verify. Do not enter an Individual
Taxpayer ldentification Number (ITIN) as your Social Security number.

Step 2: Attest to your citizenship or immigration status.
You must select one box to attest to your citizenship or immigration status.
1. Accitizen of the United States.

2. A noncitizen national of the United States: An individual born in American Samoa, certain former citizens of the
former Trust Territory of the Pacific Islands, and certain children of noncitizen nationals born abroad.

3. A lawful permanent resident: An individual who is not a U.S. citizen and who resides in the United States under
legally recognized and lawfully recorded permanent residence as an immigrant.

Conditional residents should select this status. Asylees and refugees should NOT select this status; they should
instead select “A noncitizen authorized to work.” If you select “lawful permanent resident,” enter your 7- to 9-digit
USCIS Number (A-Number) in the space provided.
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4. A noncitizen (other than Item Numbers 2. and 3. above) authorized to work: An individual who has
authorization to work but is not a U.S. citizen, noncitizen national, or lawful permanent resident.

If you select this box, enter the date that your employment authorization expires, if any, in the space provided. In
most cases, your employment authorization expiration date is found on the documentation evidencing your
employment authorization. If your employment authorization documentation has been automatically extended by the
issuing authority, enter the expiration date of the automatic extension in this space.

e Refugees, asylees, and certain citizens of the Federated States of Micronesia, the Republic of the Marshall Islands,
or Palau, and other noncitizens authorized to work whose employment authorization does not have an expiration
date, should enter N/A in the Expiration Date field.

Employees who select "a noncitizen authorized to work™ must enter one of the following to complete Section 1:
(1) USCIS Number/A-Number (7 to 9 digits);
(2) Form 1-94 Admission Number (11 digits); or
(3) Foreign Passport Number and the Country of Issuance
Your employer may not ask for documentation to verify the information you entered in Section 1.
Step 3: Sign and enter the date you signed Section 1. Do NOT back-date this field.
Step 4: Preparer and/or translator completes a Preparer and/or Translator Certification, if applicable.

If a preparer and/or translator assists an employee in completing Section 1, that person must complete a Certification area
on Supplement A, Preparer and/or Translator Certification for Section 1, located on Page 3 of Form I-9. There is no limit
to the number of preparers and/or translators an employee may use. Each preparer and/or translator must complete and
sign a separate Certification area. Employers must ensure that they retain any additional pages with the employee's
completed Form 1-9. If the employee does not use a preparer or translator, employers are not required to provide or retain
Supplement A.

Step 5: Present Form 1-9 Documentation

Within three business days after your first day of employment, you, the employee, must present to your employer original,
acceptable, and unexpired documentation that establishes your identity and employment authorization. For example, if
you begin employment on Monday, you must present documentation on or before the Thursday of that week. However, if
you were hired to work for less than three business days, you must present documentation no later than the first day of
employment.

Choose which documentation to present to your employer from the Lists of Acceptable Documents. An employer cannot
specify which documentation you may present from the Lists of Acceptable Documents. You may present either: 1.) one
selection from List A or 2.) a combination of one selection from List B and one selection from List C. In certain cases, you
may also present an acceptable receipt for List A, B, or C documents. For more information on receipts, refer to the M-274.

e List A documentations show both identity and employment authorization. Some documentation must be presented
together to be considered acceptable List A documentation. If you present acceptable List A documentation, you
should not be asked to present List B and List C documentation.

e List B documentation shows identity only and List C documentation shows employment authorization only. If you
present acceptable List B and List C documentation, you should not be asked to present List A documentation.
Guidance is available in the M-274 if you are under the age of 18 or have a disability (special placement) and
cannot provide List B documentation.

Your employer must physically examine the documentation you present to complete Form 1-9, or examine them consistent
with an alternative procedure authorized by the Secretary of DHS. If your documentation reasonably appears to be
genuine and to relate to you, your employer must accept the documentation. If your documentation does not reasonably
appear to be genuine or to relate to you, your employer must reject it and provide you with an opportunity to present other
documentation. Your employer may choose to make copies of your documentation, but must return the original(s) to you.
Your employer may not ask for documentation to verify the information you entered in Section 1.
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Section 2: Employer Review and Verification

Before completing Section 2, you, the employer, should review Section 1. If you find any errors or missing information
in Section 1., the employee must correct the error, and then initial and date the correction.

You may designate an authorized representative to act on your behalf to complete Section 2.

You or your authorized representative must complete Section 2 by physically examining evidence of the employee's
identity and employment authorization within three business days after the employee's first day of employment. For
example, if an employee begins employment on Monday, you must review the employee's documentation and complete
Section 2 on or before the Thursday of that week. However, if the individual will work for less than three business days,
Section 2 must be completed no later than the first day of employment.

Step 1: Enter information from the documentation the employee presents.

You, the employer or authorized representative, must either physically examine, or examine consistent with an alternative
procedure authorized by the Secretary of DHS, the original, acceptable, and unexpired documentation the employee
presents from the Lists of Acceptable Documents to complete the applicable document fields in Section 2. You cannot
specify which documentation an employee may present from these Lists of Acceptable Documents. A document is
acceptable if it reasonably appears to be genuine and to relate to the person presenting it. Photocopies, except for certified
copies of birth certificates, are not acceptable for Form 1-9. Employees must present one selection from List A or a
combination of one selection from List B and one selection from List C.

You may use common abbreviations for states, document titles, or issuing authorities, such as: “DL” for driver's license,
and “SSA” for Social Security Administration. Refer to the M-274 for abbreviation suggestions.

List A documentation shows both identity and employment authorization.

e Enter the required information from the List A documentation in the first set of document entry fields in the List A
column. Some List A documentation consists of a combination of documents that must be presented together to be
considered acceptable List A documentation. If the employee presents a combination of documents for List A, use
the second and third sets of document entry fields in the List A column. Use the Additional Information space, as
necessary, for additional documents. When entering document information in this space, ensure you record all
available document information, such as the document title, issuing authority, document number and expiration
date.

e If an employee presents acceptable List A documentation, do not ask the employee to present List B and List C
documentation.

List B documentation shows identity only, and List C documentation shows employment authorization only.

e |f an employee presents acceptable List B and List C documentation, enter the required information from the
documentation under each corresponding column and do not ask the employee to present List A documentation.

e If an employee under the age of 18 or with disabilities (special placement) cannot provide List B documentation,
see the M-274 for guidance.

In certain cases, the employee may present an acceptable receipt for List A, B, or C documentation. For more information
on receipts, refer to the Lists of Acceptable Documents and the M-274.
Photocopies

e You may make photocopies of the documentation examined but must return the original documentation to the
employee.

e You must retain any photocopies you make with Form I-9 in case of an inspection by DHS, the Department of
Labor, or the Department of Justice, Civil Rights Division, Immigrant and Employee Rights Section.

Step 2: Enter additional information, if necessary.

Use the Additional Information field to record any additional information required to complete Section 2, or any updates
that are necessary once Section 2 is complete. Initial and date each additional notation. See the M-274 for more
information. Such notations include, but are not limited to:
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e Those required by DHS, such as extensions of employment authorization or a document's expiration date.
e Replacement document information if a receipt was previously presented.
e Additional documentation that may be presented by certain nonimmigrant employees.

You may also enter optional information, such as termination dates, form retention dates, and E-Verify case numbers, if
applicable.

Step 3: Select the box in the Additional Information area if you used an alternate procedure for document
examination authorized by the Secretary of DHS.

You must select this box if you used an alternative procedure authorized by DHS to examine the documents. You may
refer to the M-274 for guidance on implementing alternative procedures for document examination approved by the
Secretary of DHS.

Step 4: Complete the employer certification.

Employers or their authorized representatives, if applicable, must complete all applicable fields in this area, and sign and
date where indicated.

Reverification and Rehire

To reverify an employee's work authorization or document an employee's rehire, use Supplement B, Reverification and
Rehire (formerly Section 3). Employers need only complete and retain the supplement page when employment
authorization reverification is required. Employers may choose to document a rehire on the supplement as well. Enter the
employee's name at the top of each supplement page you use. In the New Name field, record any change the employee
reports at the time of reverification or rehire. Use a new section of the supplement for each instance of a reverification or
rehire, sign and date that section when completed, and attach it to the employee's completed Form 1-9. Use additional
supplement pages as necessary. Use the Additional Information fields if the employee's documentation presented for
reverification requires future updates.

Reverifications

When reverification is required, you must reverify the employee by the earlier of the employment authorization expiration
date stated in Section 1 (if any), or the expiration date of the List A or List C employment authorization documentation
recorded in Section 2. Employers should complete any subsequent reverifications, if required, by the expiration date of
the List A or List C documentation entered during the employee's most recent reverification.

For reverification, employees must present acceptable documentation from either List A or List C showing their
continuing authorization to work in the United States. You must allow employees to choose which acceptable
documentation to present for reverification. Employees are not required to show the same type of document they
presented previously. Enter the documentation information in the appropriate fields provided.

You should not reverify the employment authorization of U.S. citizens and noncitizen nationals, or lawful permanent
residents (including conditional residents) who presented a Permanent Resident Card (Form 1-551) or other employment
authorization documentation that is not subject to reverification (such as an unrestricted Social Security card).
Reverification does not apply to List B documentation. Reverification may not apply to certain noncitizens. See the
M-274 for more information about when reverification may not be required.

Rehires

If you rehire an employee within three years from the date the employee's Form 1-9 was first completed, you may
complete the supplement and attach it to the employee's previously completed Form 1-9. If the employee remains
employment-authorized, as indicated on the previously completed Form 1-9, record the date of rehire and any name
changes. If the employee's employment authorization or List A or C documents have expired, you must reverify the
employee as described above.

Alternatively, you may complete a new Form 1-9 for rehired employees. You must complete a new Form 1-9 for any
employee you rehired more than three years after you originally completed a Form 1-9 for that employee.
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Employee and Employer Instructions Related E-Verify

E-Verify uses Form I-9 information to confirm employees' employment eligibility. For more information, go to
www.e-verify.gov or contact us at www.e-verify.gov/contact-us.

For employees of employers who participate in E-Verify:
e You must provide your Social Security number in the Social Security number field in Section 1.

o If you have applied for, but have not yet received, your Social Security number, you should leave the field
blank until you receive the number. Update this field once you receive it, and initial and date the notation.

° If you can present acceptable identity and employment authorization documentation to complete Form 1-9, you
may begin working while waiting to receive your Social Security humber.

e Providing your email address and telephone number in Section 1 will allow you to receive notifications associated
with your E-Verify case.

e |f you present a List B document to your employer, it must contain a photograph.
For E-Verify employers:
e Ensure employees enter their Social Security number in Section 1.

e You must only accept List B documentation that contains a photograph. This applies to individuals under the age
of 18 and individuals with disabilities.

e You must retain photocopies of certain documentation.

What is the Filing Fee?

There is no fee for completing Form 1-9. This form is not filed with USCIS or any other government agency. Form -9
must be retained by the employer and made available for inspection by U.S. Government officials as specified in the
“DHS Privacy Notice” below.

USCIS Forms and Information

Employers may photocopy or print blank Forms 1-9. To ensure you are using the latest version of this form and
corresponding instructions, visit the USCIS website at www.uscis.gov/i-9. You may order paper forms at www.uscis.gov/
forms/forms-by-mail or by contacting the USCIS Contact Center at 1-800-375-5283 or 1-800-767-1833 (TTY).

For additional guidance about Form 1-9, employers and employees should refer to the Handbook for Employers:
Guidance for Completing Form 1-9 (M-274) or USCIS' Form 1-9 website at www.uscis.gov/i-9-central.

You can obtain information about Form 1-9 by e-mailing USCIS at 1-9Central@uscis.dhs.gov. Employers may call
1-888-464-4218 or 1-877-875-6028 (TTY). Employees may call the USCIS employee hotline at 1-888-897-7781 or
1-877-875-6028 (TTY).

Retaining Completed Forms 1-9

An employer must retain Form -9, including any supplement pages, on which the employee and employer (or authorized
representative) entered data, as well as any photocopies made of the documentation the employee presented, for as long as
the employee works for the employer. When employment ends, the employer must retain the individual's Form 1-9 and all
attachments for one year from the date employment ends, or three years after the first day of employment, whichever is
later. In the case of recruiters or referrers for a fee (only applicable to those that are agricultural associations, agricultural
employers, or farm labor contractors), the retention period is three years after the first day of employment.

Completed Forms 1-9 and all accompanying documents should be stored in a safe and secure location. Employers should
ensure that the information employees provide on Form 1-9 is used only as stated in the DHS Privacy Notice below.
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Form 1-9 may be generated, signed, and retained electronically, in compliance with Department of Homeland Security
regulations at 8 CFR section 274a.2. Employers creating, modifying, or storing Form 1-9 electronically are encouraged to
review these and any other relevant standards for electronic signature, and the indexing, security, and documentation of
electronic Form 1-9 data.

Penalties

Employers may be subject to penalties if Form I-9 is not properly completed or for employment discrimination occurring
during the employment eligibility verification process. See 8 U.S.C. section 1324a and section 1324b, 8 CFR section
274a.10 and 28 CFR Part 44. Individuals may also be prosecuted for knowingly and willfully entering false information,
or for presenting fraudulent documentation, to complete Form 1-9.

Employees: By signing Section 1 of this form, employees attest under penalty of perjury (28 U.S.C. section 1746) that the
information they provided, along with the citizenship or immigration status they select, and all information and
documentation they provide to their employer, is true and correct, and they are aware that they may face penalties provided
by law and may be subject to criminal prosecution for knowingly and willfully making false statements or using false
documentation when completing this form. Further, falsely attesting to U.S. citizenship may subject employees to penalties
or removal proceedings, and may adversely affect an employee's ability to seek future immigration benefits.

Employers: By signing Sections 2 and 3, as applicable, employers attest under penalty of perjury (28 U.S.C. section 1746)
that they have physically examined the documentation presented by the employee, that the documentation reasonably appears
to be genuine and to relate to the employee named, that to the best of their knowledge the employee is authorized to work in
the United States, that the information they enter in Section 2 is complete, true, and correct to the best of their knowledge,
and that they are aware that they may face civil or criminal penalties provided by law and may be subject to criminal
prosecution for knowingly and willfully making false statements or knowingly accepting false documentation when
completing Form 1-9.

DHS Privacy Notice

AUTHORITIES: The information requested on this form, and the associated documents, are collected under the
Immigration Reform and Control Act of 1986, Pub. L. 99-603 (8 U.S.C. 1324a).

PURPOSE: The primary purpose for providing the requested information on this form is for employers to verify the
identity and employment authorization of their employees. Consistent with the requirements of the Immigration Reform
and Control Act of 1986, employers use the Form 1-9 to document the verification of the identity and employment
authorization for new employees to prevent the unlawful hiring, or recruiting or referring for a fee, of individuals who are
not authorized to work in the United States. This form is completed by both the employer and the employee and is
ultimately retained by the employer.

DISCLOSURE: The information employees provide is voluntary. However, failure to provide the requested information,
and acceptable documentation evidencing identity and authorization to work in the United States, may result in termination
of employment. Failure of the employer to ensure proper completion of this form may result in the imposition of civil or
criminal penalties against the employer. In addition, knowingly employing individuals who are not authorized to work in
the United States may subject the employer to civil and/or criminal penalties.

ROUTINE USES: This information will be used by employers as a record of their basis for determining eligibility of an
individual to work in the United States. The employer must retain this completed form and make it available for inspection
by authorized officials of the Department of Homeland Security, Department of Labor, and Department of Justice, Civil
Rights Division, Immigrant and Employee Rights Section. DHS may also share this information, as appropriate, for law
enforcement purposes or in the interest of national security.
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Paperwork Reduction Act

An agency may not conduct or sponsor an information collection and a person is not required to respond to a collection of
information unless it displays a currently valid OMB control number. The public reporting burden for this collection of
information is estimated at 34 minutes per response, when completing the form manually, and 25 minutes per response
when using a computer to aid in completion of the form, including the time for reviewing instructions and completing and
retaining the form. Send comments regarding this burden estimate or any other aspect of this collection of information,
including suggestions for reducing this burden, to: U.S. Citizenship and Immigration Services, Office of Policy and
Strategy, Regulatory Coordination Division, 5900 Capital Gateway Drive, Mail Stop Number 2140, Camp Springs, MD
20588-0009; OMB No. 1615-0047. Do not mail your completed Form 1-9 to this address.
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Instrucciones para el Formulario I-9,

Verificacion de Elegibilidad de Empleo USCIS
Departamento de Seguridad Nacional Formulario I-9
Servicio de Ciudadania e Inmigracionde Estados Unidos OMB No. 1615-0047
Vence 07/31/2026

Aviso Contra la Discriminacion: Los empleadores deben permitir que todos los empleados elijan qué documentacion
aceptable presentar para propositos del Formulario I-9. Los empleadores no pueden pedir a los empleados
documentacion para verificar la informacion ingresada en la Seccién 1, o especificar qué documentacion aceptable
deben presentar los empleados para la Seccién 2. Los empleados NO necesitan probar su ciudadania, estatus migratorio
u origen nacional al demostrar su autorizaciéon de empleo para el Formulario [-9 (e E-Verify) Solicitar dicha prueba o
cualquier documento especifico a los empleados sobre su ciudadania, estatus migratorio u origen nacional podria ser
ilegal. Del mismo modo, discriminar a los empleados en la contratacion, despido, reclutamiento o referido a cambio de
pago en funcion de la ciudadania, estatus migratorio u origen nacional ppodria ser ilegal. Los empleadores no deben
rechazar la documentacion aceptable debido a una fecha de vencimiento futura. Para obtener mas informacion sobre
como evitar la discriminacion o como denunciarla, comuniquese con la Seccién de Derechos de los Inmigrantes y
Empleados de la Division de Derechos Civiles del Departamento de Justicia en www.justice.gov/ier.

Proposito del Formulario I-9

Los empleadores y empleados deben completar sus respectivas secciones del Formulario 1-9. El formulario se utiliza
para documentar la verificacion de identidad y la autorizacion de empleo de cada nuevo empleado (tanto ciudadano
estadounidense como no ciudadano) contratado después del 6 de noviembre de 1986 para trabajar en los Estados Unidos.
En la Mancomunidad de las Islas Marianas del Norte (CNMI), los empleadores deben completar el Formulario 1-9 para
documentar la verificacion de la identidad y la autorizacién de empleo de cada nuevo empleado (tanto ciudadano
estadounidense como no ciudadano) contratado después del 27 de noviembre de 2011.

Definiciones

Empleado: Una persona que realiza trabajos o brinda servicios en Estados Unidos para un empleador a cambio de salario
u otra remuneracion. El término “empleado” no incluye a las personas que no reciben ningtin tipo de remuneracion (por
ejemplo, voluntarios), contratistas independientes o quienes se dedican a ciertos trabajos domésticos ocasionales.

Empleador: Una persona o entidad, incluido un agente o cualquier persona que actue directa o indirectamente en interés
de éste, que contrata los servicios o mano de obra que un empleado realizara en Estados Unidos a cambio de salario u otra
remuneracion. Esto incluye reclutadores y personas que refieren a cambio de pago que son asociaciones agricolas,
empleadores agricolas o contratistas de mano de obra agricola.

Representante Autorizado: Cualquier persona que un empleador designe para completar y firmar el Formulario I-9 a
nombre del empleador. Los empleadores son responsables de cualquier violacion legal o reglamentaria en relacion con el
formulario o el proceso de verificacion, incluidas las violaciones cometidas por cualquier persona designada para actuar
en su nombre.

Preparador y/o Traductor: Cualquier persona que ayuda el empleado a completar o traducir la Seccién 1.

Instrucciones Generales

El Formulario I-9 consiste en:
e Seccion 1: Informacion y Certificacion del Empleado y
® Seccion 2: Revision y Verificacion por Parte del Empleador
e Lista de Documentos Aceptables
e Suplemento A, Certificacion del Preparador y/o Traductor para la Seccion 1

e Suplemento B, Reverificacion y Recontratacion (Antes Seccion 3)
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EMPLEADOS

Los empleados deben completar y firmar la Seccion 1 del Formulario I-9 a mas tardar el primer dia de empleo (es decir, la
fecha en que el empleado comienza a realizar labores o servicios en Estados Unidos a cambio de salario u otra
remuneracion). Los empleados no deben completar la Seccion 1 antes de aceptar una oferta de empleo.

EMPLEADORES

Los empleadores en Estados Unidos, excepto en Puerto Rico, deben completar la version en inglés del Formulario 1-9.
Solo los empleadores ubicados en Puerto Rico pueden completar la version en espaiiol del Formulario I-9 en lugar de la

version en inglés. Cualquier empleador puede utilizar el formulario y las instrucciones en espafiol como herramienta de
traduccion.

Todos los empleadores deben:
e Poner a disposicion del empleado las instrucciones del Formulario I-9 y las Listas de Documentos Aceptables al

completar el Formulario I-9 y al solicitar que el empleado presente la documentacion para completar el Suplemento
de Reverificacion y Recontratacion. Consulte la pagina 5 para obtener mas informacion;

e Ascgurarse de que cada empleado complete la Seccién 1;

e Completar la Seccion 2 dentro de tres dias laborales posteriores al primer dia de empleo del empleado. Si contrata
a una persona por menos de tres dias laborales, complete la Seccién 2 a mas tardar el primer dia de empleo;
e Completar el Suplemento de Reverificacion y Recontratacion del Formulario 1-9 cuando corresponda;

e Dejar un espacio en blanco si no corresponde y permitir que los empleados dejen espacios en blanco en la Seccion
1, cuando corresponda.

e Conservar los formularios completados. No es necesario que conserve o almacene las paginas que contienen las
Listas de Documentos Aceptables o las instrucciones del Formulario [-9. No envie formularios completados al
Servicio de Ciudadania e Inmigracion de EE. UU. (USCIS) ni al Servicio de Inmigracion y Control de Aduanas
(ICE).

Puede encontrar informacion adicional sobre como completar el Formulario I-9 en el Manual para Empleadores:
Guias para Completar el Formulario I-9 (M-274) y en Central 1-9.

Seccion 1: Informacion y Certificacion del Empleado

Paso 1: El Empleado completa las casillas aplicables en la Seccion 1

e Todos los empleados deben proporcionar su nombre completo, direccion y fecha de nacimiento. Si no aplican otras
casillas, déjelas en blanco.

e Al completar las casillas de nombre, ingrese su nombre legal actual y cualquier apellido que haya usado
anteriormente, incluidos cualquier guion o signos de puntuacion, si aplica. Si solo tiene un nombre, ingréselo en la
casilla “Apellido” y luego ingrese "Desconocido" en la casilla “Nombre”.

e Proporcionar su nimero de Seguro Social de 9 digitos en la casilla de Numero de Seguro Social es voluntario, a
menos que su empleador participe en E-Verify. Consulte la pagina 5 para obtener instrucciones relacionadas con

E-Verify. No ingrese un Numero de Identificacién Personal del Contribuyente (ITIN) como su namero de Seguro
Social.

Paso 2: Der fe de su ciudadania o estatus migratorio
Debe seleccionar una casilla para dar fe de su ciudadania o estatus migratorio.
1. Ciudadano de Estados Unidos;

2. Nacional no ciudadano de Estados Unidos: Una persona nacida en Samoa Americana, ciertos anteriores
ciudadanos del antiguo Fideicomiso de las Islas del Pacifico y ciertos hijos de nacionales no ciudadanos nacidos en el
extranjero;
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3. Residente permanente legal: Una persona que no es ciudadano estadounidense y que reside en Estados Unidos
como inmigrante bajo residencia permanente legalmente reconocida y registrada.
Los residentes condicionales deben seleccionar este estatus. Los asilados y refugiados no deben seleccionar este
estatus; en cambio, deben seleccionar "No ciudadano autorizado para trabajar". Si selecciona "residente permanente
legal", ingrese su Numero de USCIS (Numero A) de 7 a 9 digitos en el espacio proporcionado.

4. No ciudadano (aparte de los puntos 2. y 3. anteriores) autorizado para trabajar: Una persona que tiene
autorizacion para trabajar pero que no es ciudadano estadounidense, nacional no ciudadano o residente permanente
legal.

Si selecciona esta casilla, ingrese la fecha de vencimiento de su autorizacion de empleo, si corresponde, en el espacio
proporcionado. En la mayoria de los casos, la fecha de vencimiento de su autorizacion de empleo se encuentra en la
documentacién que prueba su autorizacion de empleo. Si su documentacion de autorizacién de empleo se ha
extendido automaticamente, ingrese la fecha de vencimiento de la extension automatica en este espacio.

e Refugiados, asilados y ciertos ciudadanos de Estados Federados de Micronesia, la Republica de las Islas Marshall o
Palaos y otros no ciudadanos autorizados para trabajar, cuya autorizacion de empleo no tiene fecha de vencimiento,
deben ingresar N/A en el espacio “Fecha de Vencimiento”.

Los empleados que hagan esta seleccion deben ingresar una de las siguientes opciones para completar la Seccion 1:
(1) Nimero de USCIS (Numero A) (7 a 9 digitos)
(2) Numero de admision en el Formulario 1-94 (11 digitos)
(3) Numero de pasaporte extranjero y pais de emision.
Su empleador no puede solicitar documentacion para verificar la informacion que usted ingresé en la Seccion 1.
Paso 3: Firme e ingrese la fecha en que firmo la Seccion 1. No escriba una fecha retroactiva en este espacio.
Paso 4: El preparador y/o traductor completa la Certificacion de Preparador/Traductor, si corresponde.

Si el empleado utiliza un preparador y/o traductor, esa persona debe completar todos los espacios en el area de
certificacion. No hay limite para la cantidad de preparadores y/o traductores que un empleado puede usar. Los
preparadores y/o traductores adicionales deben completar y firmar el area de certificacion en un formulario en blanco por
separado. Los empleadores deben asegurarse de conservar cualquier pagina adicional con el Formulario [-9 completado
del empleado. Si el empleado no utiliza un preparador o traductor, los empleadores no estan obligados a proporcionar o
conservar el Suplemento A.

Paso 5: Presente la documentacion del Formulario I-9.

Dentro de tres dias laborales posteriores a su primer dia de empleo, el empleado debe presentar ante su empleador
documentacidn original, aceptable y vigente a su empleador que demuestre su identidad y autorizacidon de empleo.
Por ejemplo, si comienza a trabajar el lunes, debe presentar la documentacion en o antes del jueves de esa semana.
Sin embargo, si fue contratado para trabajar por menos de tres dias laborales, debe presentar la documentacidén a mas
tardar el primer dia de empleo.

Elija qué documentacidn presentarle a su empleador de las Listas de Documentos Aceptables. Un empleador no puede
especificar qué documentacion usted debe presentar de las Listas de Documentos Aceptables. Puede presentar una
seleccion de la Lista A o una combinacion de una seleccion de la Lista B y una seleccion de la Lista C. En ciertos casos,
también puede presentar un recibo aceptable para los documentos de la Lista A, B o C. Para mas informacion sobre
recibos, consulte el M-274.

e [os documentos de la Lista A muestran tanto la identidad como la autorizacién de empleo. Algunos documentos
deben presentarse juntos para ser considerados como documentos aceptables de la Lista A. Si presenta
documentacion aceptable de la Lista A, no se le debe pedir que presente documentacion de la Lista B y la Lista C.

e Los documentos de la Lista B muestran solo la identidad, y los documentos de la Lista C muestran solo la
autorizacion de empleo. Si presenta documentacion aceptable de la Lista B y la Lista C, no se le debe pedir que
presente documentacion de la Lista A. Encuentre mas guias en el M-274 si usted es menor de 18 afios o tiene una
discapacidad (colocacion especial) y no puede proporcionar documentacion de la Lista B.
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Su empleador debe examinar fisicamente la documentacion que usted present6 para completar el Formulario I-9, o
examinarla de manera consistente con un procedimiento alterno autorizado por el secretario de DHS. Si su documentacion
parece razonablemente genuina y estar relacionada con usted, su empleador debe aceptar la documentacion. Si su
documentacion no parece razonablemente genuina o estar relacionada con usted, su empleador debe rechazarla y brindarle
la oportunidad de presentar otra documentacion. Su empleador puede optar por hacer copias de sus documentos, pero debe
devolverle los originales. Su empleador no puede solicitar documentacion para verificar la informacion que ingresé en la
Seccioén 1.

Seccion 2: Revision y Verificacion por Parte del Empleador

Antes de completar la Seccion 2, usted, el empleador, debe revisar la Secciéon 1. Si encuentra algun error o falta
informacién en la Seccidon 1, el empleado debe corregir el error y luego iniciar y fechar la correccion.

Puede designar a un representante autorizado para que actie en su nombre para completar la Seccion 2. Usted o su
representante autorizado deben completar la Seccion 2 y examinar fisicamente la evidencia de identidad y autorizacion de
empleo dentro de tres dias laborales posteriores al primer dia de empleo del empleado. Por ejemplo, si un empleado
comienza a trabajar el lunes, debe revisar la documentacion del empleado y completar la Seccion 2 en o antes del jueves
de esa semana.

Sin embargo, si la persona va a trabajar por menos de tres dias laborales, debe completar la Secciéon 2 a mas tardar el
primer dia de empleo.

Paso 1: Ingrese la informacion de la documentacion que presenta el empleado.

Usted, el empleador o el representante autorizado debe, ya sea examinar fisicamente o de manera consistente con un
procedimiento alterno autorizado por el secretario de DHS, la documentacion original, aceptable y vigente que presenta el
empleado de las Listas de Documentos Aceptables para completar las areas de documentos correspondientes en la
Seccién 2. Usted no puede especificar qué documentacion de estas listas puede presentar un empleado. Un documento es
aceptable si parece razonablemente genuino y estar relacionado con la persona que lo presenta. Las fotocopias, excepto las
copias certificadas de actas de nacimiento no son aceptables para el Formulario [-9. Los empleados deben presentar una
seleccion de la Lista A o una combinacion de una seleccion de la Lista B y una seleccion de la Lista C.

Puede usar abreviaturas comunes para estados, titulos de documentos o autoridades emisoras, como: "DL" para la
licencia de conducir y "SSA" para la Administracion del Seguro Social.

La documentacion de la Lista A muestra tanto la identidad como la autorizacion de empleo.

e Ingrese la informacion requerida de la documentacion de la Lista A en el primer conjunto de espacios para entrada
de documentos en la columna de la Lista A. Parte de la documentacion de la Lista A consiste en una combinacion
de documentos que deben presentarse juntos para que se consideren documentos aceptables de la Lista A. Si el
empleado presenta una combinacidon de documentos para la Lista A, use el segundo conjunto de espacios para
entrada de documentos en la columna Lista A y el espacio “Informacion Adicional”, segiin sea necesario.

e Siun empleado presenta documentacion aceptable de la Lista A, no le pida al empleado que presente la
documentacion de la Lista B y la Lista C.

La documentacion de la Lista B solo demuestra la identidad, y 1a documentacion de la Lista C solo demuestra la
autorizacion de empleo.

e Siun empleado presenta documentacion aceptable de la Lista B y la Lista C, ingrese la informacion requerida de la
documentacion debajo de cada columna correspondiente y no le pida al empleado que presente documentacion de
la Lista A.

e Siun empleado menor de 18 afios o con discapacidades (colocacion especial) no puede proporcionar la
documentacion de la Lista B, consulte el M-274 para obtener guias especificas.
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En ciertos casos, el empleado puede presentar un recibo aceptable para la documentacion de la Lista A, B o C. Para
obtener mas informacion sobre los recibos, consulte la Lista de Documentos Aceptables y el M-274.

Fotocopias

e Puede hacer fotocopias de los documentos examinados, pero debe devolver la documentacion original al
empleado.

e Debe conservar cualquier fotocopia que haga con el Formulario I-9 en caso de una inspeccion por parte de DHS, el
Departamento de Trabajo o la Seccidon de Derechos de los Inmigrantes y Empleados de la Division de Derechos
Civiles del Departamento de Justicia.

Paso 2: Ingrese informacion adicional, de ser necesario.

Utilice el espacio “Informacion Adicional” para proveer cualquier informacion adicional requerida para completar la
Seccion 2, o cualquier actualizacidon que sea necesaria una vez que se complete la Seccion 2. Escriba sus iniciales y feche
cada anotacién adicional. Vea el M-274 para mas informacion. Tales anotaciones incluyen, pero no se limitan a:

e Aquellos requeridos por DHS, como las extensiones de la autorizacion de empleo o la fecha de vencimiento de un
documento;

e Informacion del documento de reemplazo si se presentd previamente un recibo;

e Documentacion adicional que pueden presentar ciertos empleados no inmigrantes.

También puede ingresar informacion opcional, como fechas de terminacion, fechas de retencion de formularios y nimeros
de verificacion de casos de E-Verify, si corresponde.

Paso 3: Seleccione la casilla en la seccion “Informacion Adicional” si utilizé un procedimiento alterno autorizado
por el secretario de DHS para examinar la documentacion.

Usted debe seleccionar esta casilla si utilizé un procedimiento alterno autorizado por DHS para examinar los documentos.
Usted puede consultar el M-274 para orientacion acerca de como implementar procedimientos alternos aprobados por el
secretario de DHS para examinar documentos.

Paso 4: Complete la certificacion del empleador.

Los empleadores o sus representantes autorizados deben completar todas las casillas aplicables en esta area, y firmar y
fechar donde se indica.

Suplemento para Reverificacion y Recontratacion

Para volver a verificar la autorizacion de empleo documentar la recontratacion de un empleado, use el Suplemento del
Formulario 1-9 para Reverificacion y Recontratacion. Los empleadores solo necesitan completar y conservar la pagina del
suplemento cuando se requiere una nueva verificacion o recontratacion. Ingrese el nombre del empleado en la parte
superior de cada pagina de suplemento que utilice. En el espacio “Nuevo Nombre”, registre cualquier cambio de nombre
que el empleado informe al momento de la reverificacion o recontratacion. Use una nueva seccion del suplemento para
cada caso de reverificacion o recontratacion, firme y feche esa seccion cuando la complete, y adjintela al Formulario I-9
completado del empleado. Utilice paginas suplementarias adicionales seglin sea necesario. Ultilice el espacio
“Informacion Adicional” si la documentacion del empleado presentada para la reverificacion requiere actualizaciones
futuras.

Reverificaciones

Cuando se requiere una reverificacion de la autorizacion de empleo, debe volver a verificar la autorizacion de empleo del
empleado antes de la fecha de vencimiento de la autorizacion de empleo indicada en la Seccion 1 (si corresponde), o la
fecha de vencimiento de la documentacion de autorizacion de empleo de la Lista A o la Lista C registrada en la Seccion 2,
lo que ocurra primero. Los empleadores deben completar cualquier reverificacion subsecuente, si se requiere antes de la
fecha de vencimiento de la documentacion de la Lista A o la Lista C ingresada durante la verificacion mas reciente del
empleado.
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Para la reverificacion, los empleados deben presentar documentacion aceptable de la Lista A o la Lista C que muestre su
autorizacion continua para trabajar en Estados Unidos. Debe permitir que los empleados elijan qué documentacion
aceptable presentar para la nueva verificacion. Los empleados no estan obligados a mostrar el mismo tipo de documento
que presentaron anteriormente. Ingrese la informacion de la documentacion en los espacios provistos.

No debe volver a verificar la autorizacion de empleo de ciudadanos estadounidenses y nacionales no ciudadanos, o
residentes permanentes legales (incluidos los residentes condicionales) que presentaron una Tarjeta de Residente
Permanente (Formulario I-551) u otra documentacion de autorizacion de empleo que no esté sujeta a una nueva
verificacion (como una tarjeta de Seguro Social sin restricciones). La reverificacion no aplica a la documentacion de la
Lista B. Es posible que la reverificacion no aplique a ciertos no ciudadanos. Consulte el M-274 para obtener mas
informacion sobre cuando es posible que no se requiera una nueva verificacion.

Recontrataciones

Si vuelve a contratar a un empleado dentro de tres afios a partir de la fecha en que se completd por primera vez el
Formulario 1-9 del empleado, puede completar el suplemento y adjuntarlo al Formulario I-9 previamente completado por
el empleado. Si el empleado sigue estando autorizado para el empleo, como se indica en el Formulario 1-9 previamente
completado, el empleado no necesita proporcionar documentacion adicional.

Como alternativa, puede completar un nuevo Formulario I-9 para empleados recontratados. Debe completar un nuevo
Formulario I-9 para cualquier empleado que haya vuelto a contratar mas de tres afios después de haber completado
originalmente un Formulario I-9 para ese empleado.

Instrucciones Relacionadas con E-Verify para Empleados y Empleadores

E-Verify utiliza la informacién del Formulario I-9 para confirmar la elegibilidad de empleo de los empleados. Para
obtener mas informacion, vaya a www.e-verify.gov o contactenos en www.e-verify.gov/contactenos.

Para empleados de empleadores que participan en E-Verify:

e Debe proporcionar su nimero de Seguro Social en el espacio para el Niimero de Seguro Social en la Seccion 1.

o) . .. , o . , . . .
Si ha solicitado, pero aun no ha recibido su nimero de Seguro Social, debe dejar el espacio en blanco hasta que
lo reciba. Provea esta informacién una vez que lo reciba, e inicie y feche la anotacion.

© Si puede presentar documentacion aceptable de identidad y autorizacion de empleo para completar el
Formulario 1-9, puede comenzar a trabajar mientras espera recibir su nimero de Seguro Social.

e Proporcionar su direccion de correo electronico y nimero de teléfono en la Seccion 1 le permitira recibir
notificaciones relacionadas con su caso de E-Verify.

e Si presenta un documento de la Lista B a su empleador, debe contener una fotografia.
Para empleadores en E-Verify:

e Asegurese de que los empleados ingresen su numero de Seguro Social en la Seccion 1.

e Solo debe aceptar la documentacion de la Lista B que contenga una fotografia. Esto aplica a las personas menores
de 18 afios y a las personas con discapacidades.

e Debe conservar fotocopias de cierta documentacion.

(Cual es la Tarifa de Presentacion?

No hay tarifa de presentacion para el Formulario I-9. Este formulario no se presenta ante USCIS ni ante ninguna otra
agencia gubernamental. El Formulario I-9 debe ser retenido por el empleador y puesto a la disposicion para su inspeccion
por parte de oficiales del Gobierno de los Estados Unidos como se especifica en la "Notificacion de Privacidad de DHS"
mas adelante.
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Formularios e Informacion de USCIS

Los empleadores pueden fotocopiar o imprimir los Formularios 1-9 en blanco. Para asegurarse de que utiliza la ultima
version de este formulario y obtener las instrucciones correspondientes, visite el sitio web de USCIS www.uscis.gov/es/
i-9. Puede solicitar formularios impresos en o www.uscis.gov/es/formularios/ /formularios-por-correo o
comunicandose con el Centro de Contacto de USCIS al 1-800-375-5283 o al 1-800-767-1833 (TTY).

Para obtener guias adicionales sobre el Formulario I-9, los empleadores y empleados deben consultar el
Manual para Empleadores: Guias para Completar el Formulario I-9 (M-274) o en €l sitio web del Formulario 1-9
www.uscis.gov/es/Central-i-9.

Puede obtener informacién sobre el Formulario I-9 por medio de correo electronico a USCIS a
I-9Central@uscis.dhs.gov. Los empleadores pueden llamar al 1-888-464-4218 o 1-877-875-6028 (TTY). Los
empleados pueden llamar a la linea de ayuda de USCIS al 1-888-897-7781 o 1-877-875-6028 (TTY).

Retener Formularios I-9 Completados

Un empleador debe conservar el Formulario 1-9, incluidas las paginas suplementarias en las que el empleado y el
empleador ingresaron datos, asi como cualquier copia de la documentacion que presente el empleado, mientras el
empleado trabaje para el empleador. Cuando finalice el empleo, el empleador debe conservar el Formulario I-9 de la
persona y todos los documentos adjuntos durante un afio a partir de la fecha de finalizacion del empleo, o tres afios
después del primer dia de empleo, lo que ocurra mas tarde. En el caso de los reclutadores o personas que refieren por
pago (solo aplicable a aquellos que son asociaciones agricolas, empleadores agricolas o contratistas de mano de obra
agricola), el periodo de retencion es de tres afios después del primer dia de empleo.

Los Formularios I-9 completados y todos los documentos que lo acompanan deben almacenarse en un lugar seguro. Los
empleadores deben asegurarse de que la informaciéon que los empleados proporcionan en el Formulario I-9 se use solo
como se indica en la Notificacion de Privacidad de DHS de mas adelante.

El Formulario I-9 puede generarse, firmarse y conservarse electronicamente, de conformidad con las regulaciones del
Departamento de Seguridad Nacional en la seccion 8 CFR 274a.2. Se exhorta a los empleadores que crean, modifican o
almacenan el Formulario I-9 electronicamente a revisar estos y cualquier otro estandar relevante para la firma electronica
y la catalogacion, seguridad y documentacion de los datos del Formulario I-9 electronico.

Penalidades

Los empleadores pueden estar sujetos a penalidades si el Formulario I-9 no se completa correctamente o por cualquier
discriminacién laboral que ocurra durante el proceso de verificacion de elegibilidad de empleo. Vea 8 U.S.C. seccion
1324a y seccion 1324b, 8 CFR seccidon 274a.10 y 28 CFR Parte 44. Las personas también pueden ser procesadas por
ingresar informacion falsa a sabiendas y deliberadamente, o por presentar documentacion fraudulenta, para completar el
Formulario I-9.

Empleados: Al firmar la Seccion 1 de este formulario, los empleados certifican bajo pena de perjurio (28 USC, seccion
1746) que la informacion que proporcionan, junto con la ciudadania o el estatus migratorio que seleccionaron, y toda la
informacién y documentacion que proporcionaron a su empleador, es completa, verdadera y correcta, y reconocen que
pueden enfrentar penalidades previstas por ley y pueden estar sujetos a procesos criminales por hacer declaraciones falsas
o usar documentacion falsa a sabiendas y deliberadamente al completar este formulario. Ademas, declarar falsamente la
ciudadania estadounidense puede someter a los empleados a penalidades, procedimientos de deportacion y puede afectar
negativamente la capacidad de un empleado para buscar beneficios de inmigracion en el futuro.
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Empleadores: Al firmar las Secciones 2 y 3, segun corresponda, los empleadores certifican bajo pena de perjurio (28
USC, seccion 1746) que han examinado fisicamente los documentos presentados por el empleado, los documentos
parecen razonablemente genuinos y relacionarse con el empleado mencionado, que seglin su mejor saber y entender, el
empleado est4 autorizado para trabajar en Estados Unidos, que la informacion que ingresoé en la Seccion 2 es completa,
verdadera y correcta segin su mejor saber y entender, y que son conscientes de que pueden enfrentar penalidades civiles o
criminales previstas por la ley y pueden estar sujetos a enjuiciamiento penal por hacer declaraciones falsas a sabiendas y
deliberadamente o aceptar documentacion falsa a sabiendas al completar el Formulario 1-9.

Aviso de Privacidad de DHS

AUTORIDADES: La informacion solicitada en este formulario, y los documentos asociados, se recopilan bajo la Ley de
Reforma y Control de Inmigracion de 1986, Pub. L. 99-603 (8 USC 1324a).

PROPOSITO: El propésito principal de proporcionar la informacién solicitada en este formulario es que los
empleadores verifiquen la identidad y la autorizacion de empleo de sus empleados. De conformidad con los requisitos de
la Ley de Reforma y Control de Inmigracion de 1986, los empleadores utilizan el Formulario [-9 para documentar la
verificacion de la identidad y la autorizacion de empleo de los nuevos empleados para evitar la contratacion ilegal, el
reclutamiento o referir por un pago a personas que no estan autorizadas a trabajar en Estados Unidos. Este formulario lo
completan tanto el empleador como el empleado y, finalmente, el empleador lo conserva.

DIVULGACION: La informacion que proporcionan los empleados es voluntaria. Sin embargo, no proporcionar la
informacion solicitada y la documentacion aceptable que evidencie la identidad y la autorizacion para trabajar en Estados
Unidos puede resultar en la terminacion del empleo. El hecho de que el empleador no se asegure de completar
correctamente este formulario puede resultar en la imposicion de sanciones civiles o penales contra el empleador.
Ademas, emplear a personas que no estan autorizadas para trabajar en Estados Unidos con conocimiento de ello, puede
exponer al empleador a sanciones civiles y/o penales.

USOS DE RUTINA: Los empleadores utilizaran esta informacién como un registro de su base para determinar la
elegibilidad de una persona para trabajar en Estados Unidos. El empleador debe conservar este formulario completado y
ponerlo a disposicion de los oficiales autorizados del Departamento de Seguridad Nacional, Departamento del Trabajo y
Departamento de Justicia y la Seccion de Derechos de Inmigrantes y Empleados del la Division de Derechos Civiles.
DHS también puede compartir esta informacion, segin corresponda, para fines de aplicacion de la ley o en interés de la
seguridad nacional.

Ley de Reduccion de Papeleo

Una agencia no puede llevar a cabo ni patrocinar la recopilacion de informacion, y una persona no esta obligada a
responder a una recopilacion de informacion a menos que muestre un niimero de control OMB actualmente valido. El
tiempo promedio para esta recopilacion de informacion se estima en 34 minutos por respuesta, cuando se completa el
formulario manualmente, y 25 minutos por respuesta cuando se usa una computadora para ayudar a completar el
formulario, incluido el tiempo necesario para revisar las instrucciones y completar y conservar el formulario. Envie sus
comentarios acerca de este estimado de carga o cualquier otro aspecto de esta recopilacion de informacion, incluyendo
sugerencias para reducir este tiempo, a: U.S. Citizenship and Immigration Services, Office of Policy and Strategy,
Regulatory Coordination Division, 5900 Capital Gateway Drive, Mail Stop Number 2140, Camp Springs, MD
20588-0009; OMB No. 1615-0047. No envie su Formulario I-9 completo a esta direccion.
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