
New Student Hire/Informational Letter 

Student Name:  _______________________________    Student ID Number:  __________________________ 

I9 Completion Date:   _________________________       First Day of Work/Start Date: ________________________ 

 
This is a student appointment and is continuing subject to satisfactory performance of your duties, and availability of work and 
funding.  You are responsible for maintaining eligibility for student employment and any other requirements for the position.  
 
Supervisor to select one: 

❏ I9 Complete.  No further Action Needed 
❏ Foreign National: Student needs to complete I9. Student needs to follow instructions on the International Student 

Verification Letter and Instruction Sheet.  
❏ Citizen: Student needs to complete I9. Student needs to follow instructions below. Section 1 needs to be completed ON 

or BEFORE your I9 Completion Date. 
1. Go to http://www.newI9.com and enter the employer code: 13636 
2. Complete the required information.  In the LOCATION drop down select:  Auxiliary Services 
3. Enter your First Day of Work/Start Date as your start date in I9 Express:  _____________________ 

a. If you have questions about this date please check with your hiring manager 
b. This date must match the First Day of Work/Start Date at the top of this letter 

4. Please review enclosed list of acceptable documentation to bring with you on your first day of work or to your 
paperwork appointment.  Failure to present this documentation on your first day of work will result in termination. 

 
Federal law requires that all employees be authorized to work in the United States. This employment offer is contingent upon 
verification that you meet this requirement. In addition, if you are here on a non-immigrant visa, you must be authorized specifically 
to work at the University of Minnesota. Regardless of your citizenship status, you must: 1) complete and submit Section 1 of the I-9 
Form found at http://www.i9express.com on or before your first day of work for pay, 2) provide the required I-9 documentation 
described on the I-9 form to establish your identity and authorization to work on or before your first day of work for pay, and 3) 
receive confirmation from the University that your documentation satisfies the federal law requirements. Your employment, 
including any rights and privileges afforded under the University's codes, policies, and agreements applicable to your 
position, does not begin until all of these steps have been completed. If you report to your first day of work without the 
required I-9 documentation, you will not be allowed to start work or remain in the workplace until you present the 
required documents. 
 
Student Worker Signature:  ____________________________________________________________________________ 
Supervisor/Departmental Hiring Manager Signature: _________________________________________________________ 
 
If you have applied for a job that requires a background check 
Please complete the background check as soon as possible to maintain employment within your department. You will receive an 
email from eServices@geninfo.com with a subject line of, ”Action needed in connection with your application for employment with 
University of Minnesota.” Follow the instructions within this email to complete your background check.  

 
To Complete Your Hire As A Student Worker/Additional Information  

The W-4 and Direct Deposit steps must be completed after first day of work. Log into www.MyU.umn.edu to complete the 
following: 

● My Pay Tab: W-4 Tax Information:  If you do not complete this step, you will be automatically defaulted.  
● My Pay Tab: Set up your direct deposit:  If you want your paycheck to be deposited directly into your bank 

account, please complete the steps listed in this section. .  
● My Pay Tab: View your pay statement.  
● My Info Tab: Update personal information:  address, phone number, and emergency contacts. 

For Your Information 
View your timecard at www.mytime.umn.edu. This pulls from Kronos (Auxiliary Services official timekeeping system) and is an 
Auxiliary Services only website. It is not the same system that the University of Minnesota uses.  



To complete the I-9, employee needs to bring one document from List A OR one document from List B AND one 
document from List C.  
 
List A: Documents That Establish Both Identity and Employment Authorization  

1. U.S. Passport or Passport Card  
2. Permanent Resident Card or Alien Registration Receipt Card (Form I-551)  
3. Foreign passport that contains a temporary I-551 stamp or temporary I-551 printed notation on a machine-

readable immigrant visa (MRIV)  
4. Employment Authorization Document (Card) that contains a photograph (Form I-766)  
5. In the case of a nonimmigrant alien authorized to work for a specific employer incident to status, a foreign 

passport with Form I-94 or Form I-94A bearing the same name as the passport and containing an endorsement 
of the alien’s nonimmigrant status, as long as the period of endorsement has not yet expired and the proposed 
employment is not in conflict with any restrictions or limitations identified on the form  

6. Passport from Federal States of Micronesia (FSM) or the Republic of the Marshall Island (RMI) with Form I-94 or 
Form I94A indicating nonimmigrant admission under the Compact of Free Association Between the United 
States and the FSM OR RMI  

 
List B: Documents That Establish Identity  

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

2. ID card issued by federal, state, or local government agencies or entities, provided it contains a photograph or 
information such as name, date of birth, gender, height, eye color, and address  

3. School ID card with a photograph  
4. Voter’s registration card  
5. U.S. military card or draft record  
6. Military dependent’s ID card  
7. U.S. Coast Guard Merchant Mariner Card  
8. Native American tribal document  
9. Driver’s license issued by a Canadian government authority For persons under age 18 who are unable to 

present a document listed above:  
10. School record or report card  
11. Clinic, doctor, or hospital record  
12. Day-care or nursery school record  

 
List C: Document That Established Employment Authorization  

1. A Social Security Account Number card unless the card includes one of the following restrictions:  
a. NOT VALID FOR EMPLOYMENT  
b. VALID FOR WORK ONLY WITH INS AUTHORIZATION  
c. VALID FOR WORK ONLY WITH DHS AUTHORIZATION NOTE: A copy (such as a metal or plastic 

reproduction) is not acceptable.  
2. Certification of Birth Abroad issued by the U.S. Department of State (Form FS-545)  
3. Certification of Report of Birth issued by the U.S. Department of State (Form DS-1350)  
4. Original or certified copy of a birth certificate issued by a state, county, municipal authority, or outlying 

possession of the United States bearing an official seal  
5. Native American tribal document  
6. U.S. Citizen Identification Card (Form I-179)  
7. Identified Card for Use of resident Citizen in the United States ( Form I-179)  
8. Employment authorization document issued by DHS 


