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B-50 Caldwell Hall
Ithaca, New York 14853-2602 
Telephone:  607.255.5243 
Fax:  607.255.2778 
Email: isso@cornell.edu 
Web: http://www.isso.cornell.edu  

EMPLOYMENT AUTHORIZATION (I-9) 
Directions for Departments Hiring F-1 Students 

 
Background Information on I-9: 
All international students on F-1 visas must complete the U.S. federal I-9 Employment 
Eligibility Verification Form before starting to work.  The academic department employing the 
student completes this form.  Please remember that international students may NOT work more 
than 20 hours per week during enrolled semesters. 

 
Steps for I-9 Certification: 

1) Student completes section 1 of the I-9 
2) You check that the student has (a) valid passport (b) unexpired I-20 (c) I-94 card and 

make copies of these documents. 
3) You complete List A of section 2 of the I-9 and fill out the “certification” portion 

 
Samples of the Required Items: 
 
1) Passport:  
 
 
 
 
 
 
 
    

 
2) I-94 Card or “Departure Record,” (@ 3” x 5”)  and  

 
    

 
 
 
 
 
 
 
 
 
 
 
 

A foreign national passport 
is used to establish 
identity—that the person is 
who s/he say s/he is. 

 
 

The I-20 has the SEVIS id# and the 
completion date of F-1 status 

 
The I-94 card proves the “F-1” 

immigration status and the 
“Admission #” 

I-20 (8 ½ x 11): 
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Completing the I-9: 
 
 

1) Student fills in “Section 1: Employee information”: 
a. It is okay if they do not have a social security number 
b. You may need to direct them to check “alien authorized to work”  
c. “Admission #”  = the number on the top of their I-94 card 
d. The date “until (or expiration date…)” is the “complete studies no later than” date 

in item 5 of the I-20 
e. Make sure student signs the form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) At the top of the form, you will fill in the information required: 
a. Ok dates = start date of job through “complete studies” date on I-20 
b. Visa = “F-1” 
c. Title = [whatever title you are giving the student] 
d. Dept. = [hiring department] 
e. Sign and date 
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3) You, the hiring department administrator, will also complete “Section 2: Employer 

review”: 
a. Under “List A” first record the passport as detailed below 
b. For the second document, write in “I-20” above “document #” and include the 

“SEVIS ID #” from the upper right hand corner of the I-20—it should be “N” 
followed by 10 digits 

c. In the section entitled “Certification,” the student employment office DOES 
require you to include the date the student started the job 

d. Finally, just sign, date, include your name, title and office information 
e. Forward the I-9 to the student employment office 

 
 
 
 
 
 

 
 
 

 








