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Procedure for Remote Hires

· The hiring department informs SMSU Human Resources of the hire, the employee’s start date and contact information.

· Human Resources will coordinate with the employee and find a possible designee who would willing to complete the Form I-9 on the University’s behalf.

· Once a designee is identified, the employee completes only section 1 of the I-9 form. This needs to be completed on or before the first day of work.

· The employee presents the I-9 form and acceptable documents to the designee, who will

complete section 2 of Form I-9 within two (2) business days of the employee’s start date.  The designee will fax the completed I-9 form to SMSU Human Resource Office.

· All I-9 paperwork procedures and deadlines are the same.

· The employee must immediately send the original I-9 to SMSU Human Resources via US Mail.  
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