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Employee Paperwork and Non-U.S. Citizens 

 
June 2020 

Dear Client: 
 
From time to time there is a need to employ talent or crew who are not residents of the United States.  These individuals 
are referred to as “aliens” by the U.S. government.  There are two types of aliens who may be authorized to work in the 
U.S.—resident and nonresident. 
 
ART relies on the documentation you provide to (1) understand that the employee is authorized to work and (2) 
to process their wage and tax payments correctly. 
 
 
Form I-9 (Employment and Eligibility Verification) 
 

This form has two sections: 
Section 1 – Employee Information:  The employee must complete this section.  In the case of a nonresident 
alien, the “alien authorized to work” check box should be checked and expiration date provided.  The employee 
will also need to provide his/her alien registration number, Form I-94 admission number, or foreign passport 
number.  Please review and verify that the employee has filled in Section 1 completely and accurately. 
 
Section 2 – Employer Review and Verification:  This section must be completed and signed by you or your 
representative.  The employee is not to complete Section 2. 
For all employees, you are required to obtain and physically examine one document from List A OR examine a 
combination of one document from List B and one document from List C as listed on the “Lists of Acceptable 
Documents” (attached).  Record the information from each document in the appropriate fields of Section 2, 
provide the employee’s first date of employment, and sign where indicated. 
 
Careful review of the documents is necessary to ensure that the employee is authorized to work. 

 
Please provide ART with clear, readable copies of all employee documents used to complete both sections of Form 
I-9 (examples of some of the acceptable documents for aliens are attached). 

 
Form W-4 (Employee’s Withholding Certificate) 
 

If the employee is a nonresident alien and provides a valid Social Security card, then the employee needs to 
complete a Form W-4 and ART will withhold the appropriate payroll taxes from the employee’s pay.  Nonresident 
aliens must follow special instructions when completing Form W-4: 
 

• Step 1(b) – Social Security number (SSN) is required.  An individual tax identification number (ITIN) is 
not acceptable. 

• Step 1(c) – The “Single or Married filing separately” box must be checked, regardless of actual marital 
status. 

• Step 4(c) – Write “nonresident alien” or “NRA” in the space below Step 4(c). 
• Exempt from withholding – Nonresident aliens are not allowed to claim “Exempt”. 

 
See attached copy of IRS Notice 1392 for more detailed instructions pertaining to nonresident aliens. 
 
If the employee is a nonresident alien and does not provide a Social Security card, or provides a Social Security card 
with an invalid number, no Form W-4 should be completed and ART will withhold payroll taxes at a rate of 30% as 
required by the IRS. 

 
Please contact us with any questions. 



 
 
 
 
 

Form I-9 
 
 

Including: 
• Instructions 
• “Lists of Acceptable Documents” 
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Department of Homeland Security  
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►START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically, 
during completion of this form. Employers are liable for errors in the completion of this form. 
  ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an 
employee may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the 
documentation presented has a future expiration date may also constitute illegal discrimination. 

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later 
than the first day of employment, but not before accepting a job offer.)
Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)

Address (Street Number and Name) Apt. Number City or Town State ZIP Code

Date of Birth (mm/dd/yyyy)

- -

 Employee's E-mail Address Employee's Telephone Number U.S. Social Security Number

1. A citizen of the United States

2. A noncitizen national of the United States (See instructions)

3. A lawful permanent resident

4. An alien authorized to work    until 
(See instructions)

(expiration date, if applicable, mm/dd/yyyy):

(Alien Registration Number/USCIS Number):

Some aliens may write "N/A" in the expiration date field.

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in 
connection with the completion of this form. 
  

I attest, under penalty of perjury, that I am (check one of the following boxes):

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9:  
An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:

2. Form I-94 Admission Number:

3. Foreign Passport Number:

Country of Issuance:

OR

OR

QR Code - Section 1   
Do Not Write In This Space

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):     
      I did not use a preparer or translator.  A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)
I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct.
Signature of Preparer or Translator Today's Date (mm/dd/yyyy)

Last Name (Family Name) First Name (Given Name)

Address (Street Number and Name) City or Town State ZIP Code

Employer Completes Next Page
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USCIS  
Form I-9 

OMB No. 1615-0047 
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 Employment Eligibility Verification 
Department of Homeland Security  

U.S. Citizenship and Immigration Services 

Section 2. Employer or Authorized Representative Review and Verification 
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You 
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists 
of Acceptable Documents.")

Last Name (Family Name) M.I.First Name (Given Name)
Employee Info from Section 1

Citizenship/Immigration Status

List A
Identity and Employment Authorization Identity Employment Authorization

OR List B AND List C

Additional Information QR Code - Sections 2 & 3 
Do Not Write In This Space

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Certification: I attest, under penalty of perjury, that (1) I have examined the document(s) presented by the above-named employee, 
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the 
employee is authorized to work in the United States. 
The employee's first day of employment (mm/dd/yyyy):  (See instructions for exemptions)

Today's Date (mm/dd/yyyy)Signature of Employer or Authorized Representative Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative First Name of Employer or Authorized Representative Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) City or Town State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A. New Name (if applicable)
Last Name (Family Name) First Name (Given Name) Middle Initial

B. Date of Rehire (if applicable)
Date (mm/dd/yyyy)

Document Title Document Number Expiration Date (if any) (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes 
continuing employment authorization in the space provided below.

I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if 
the employee presented document(s), the document(s) I have examined appear to be genuine and to relate to the individual. 
Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative



LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A  
or a combination of one selection from List B and one selection from List C.

LIST A

2.   Permanent Resident Card or Alien 
Registration Receipt Card (Form I-551)

1.   U.S. Passport or U.S. Passport Card

3.   Foreign passport that contains a 
temporary I-551 stamp or temporary 
I-551 printed notation on a machine-
readable immigrant visa

4.   Employment Authorization Document 
that contains a photograph (Form 
I-766) 

5.   For a nonimmigrant alien authorized  
to work for a specific employer 
because of his or her status:

Documents that Establish 
Both Identity and 

Employment Authorization

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

b. Form I-94 or Form I-94A that has  
the following:
(1) The same name as the passport; 

and
(2) An endorsement of the alien's 

nonimmigrant status as long as 
that period of endorsement has 
not yet expired and the 
proposed employment is not in 
conflict with any restrictions or 
limitations identified on the form.

a. Foreign passport; and

For persons under age 18 who are 
unable to present a document 

listed above:   

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

9.   Driver's license issued by a Canadian 
government authority

3.   School ID card with a photograph

6.   Military dependent's ID card

7.   U.S. Coast Guard Merchant Mariner 
Card

8.   Native American tribal document

10.   School record or report card

11.   Clinic, doctor, or hospital record

12.   Day-care or nursery school record

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

4.   Voter's registration card

5.   U.S. Military card or draft record

Documents that Establish  
Identity 

LIST B

OR AND

LIST C

7.   Employment authorization 
document issued by the 
Department of Homeland Security

1.   A Social Security Account Number 
card, unless the card includes one of 
the following restrictions:

2.   Certification of report of birth issued 
by the Department of State (Forms 
DS-1350, FS-545, FS-240) 

 
3.   Original or certified copy of birth   
      certificate issued by a State,  
      county, municipal authority, or  
      territory of the United States  
      bearing an official seal

4.   Native American tribal document

6.   Identification Card for Use of 
Resident Citizen in the United 
States (Form I-179)

Documents that Establish  
Employment Authorization

5.   U.S. Citizen ID Card (Form I-197)

(2)  VALID FOR WORK ONLY WITH 
INS AUTHORIZATION

(3)  VALID FOR WORK ONLY WITH 
DHS AUTHORIZATION

(1)  NOT VALID FOR EMPLOYMENT

Page 3 of 3Form I-9  10/21/2019

Examples of many of these documents appear in the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.



 
 
 
 
 

Examples of Documents to Establish 
Identity and Employment Authorization 
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For	 alien	 employees	 (both	 resident	 and	 nonresident),	 there	 are	 a	 number	 of	 documents	
that	are	acceptable	to	prove	identity	and	authorization	to	work	in	the	USA.		From	the	Form	
I-9	 “Lists	 of	 Acceptable	 Documents”	 those	 documents	 are	 (ordered	 by	 our	 likelihood	 of	
encountering	them):	

	

• Foreign	passport	with	Form	I-94	
• Permanent	Resident	Card	
• Employment	Authorization	Card	
• Foreign	passport	with	temporary	I-551	stamp	
• Machine-readable	immigrant	visa	with	temporary	I-551	notation	
• Passport	 from	 the	 Federated	 States	 of	Micronesia	 or	 the	Republic	 of	 the	Marshall	

Islands	with	Form	I-94	(very	rare	to	come	across	this	combination)	
	

Below	are	some	examples	of	what	those	acceptable	documents	look	like.	
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Foreign	Passport	with	Form	I-94	
For	 the	 foreign	 employees	 that	 we	 will	 encounter,	 the	 most	 common	 document	
combination	 is	 a	 foreign	 passport	 and	 a	 Form	 I-94.	 	 Form	 I-94	 is	 a	 lawful	 record	 of	
admission	 into	 the	USA	 issued	 by	US	 Customs	 and	Border	 Protection.	 	 This	 used	 to	 be	 a	
paper	 form	 that	 was	 attached	 to	 the	 foreign	 passport,	 but	 in	 2013	 the	 Department	 of	
Homeland	Security	began	automating	the	admission	process	for	all	air	and	sea	travelers	by	
using	electronic	travel	records.		So	now	if	a	nonresident	alien	needs	to	provide	an	employer	
with	their	Form	I-94	information,	they	can	simply	print	it	out	online	at	www.cbp.gov/i94.		
Here	is	what	it	looks	like:	

	

	

	

LDVW/6XUQDPH :
FLUVW (GLYHQ) NDPH :
BLUWK DDWH :
PDVVSRUW NXPEHU :
CRXQWU\ RI IVVXDQFH : CDQDGD

 EIIHFWLYH ASULO 26, 2013, DH6 EHJDQ DXWRPDWLQJ WKH DGPLVVLRQ SURFHVV. AQ DOLHQ ODZIXOO\ DGPLWWHG RU SDUROHG LQWR WKH 8.6.
LV QR ORQJHU UHTXLUHG WR EH LQ SRVVHVVLRQ RI D SUHSULQWHG FRUP I­94. A UHFRUG RI DGPLVVLRQ SULQWHG IURP WKH CBP ZHEVLWH
FRQVWLWXWHV D ODZIXO UHFRUG RI DGPLVVLRQ. 6HH 8 CFR � 1.4(G).

 II DQ HPSOR\HU, ORFDO, VWDWH RU IHGHUDO DJHQF\ UHTXHVWV DGPLVVLRQ LQIRUPDWLRQ, SUHVHQW \RXU DGPLVVLRQ (I­94) QXPEHU DORQJ
ZLWK DQ\ DGGLWLRQDO UHTXLUHG GRFXPHQWV UHTXHVWHG E\ WKDW HPSOR\HU RU DJHQF\.

 NRWH: FRU VHFXULW\ UHDVRQV, ZH UHFRPPHQG WKDW \RX FORVH \RXU EURZVHU DIWHU \RX KDYH ILQLVKHG UHWULHYLQJ \RXU I­94
QXPEHU.

MRVW RHFHQW I­94

AGPLVVLRQ (I­94) RHFRUG NXPEHU : 
MRVW RHFHQW DDWH RI EQWU\: 2016 DHFHPEHU 13 
CODVV RI AGPLVVLRQ : P2 
AGPLW 8QWLO DDWH : 01 / 02 / 2017 
DHWDLOV SURYLGHG RQ WKH I­94 IQIRUPDWLRQ IRUP: 

2MB 1R. 1651-0111 
E[SLUDWLRQ DDWH:01/31/2017

FRU LQTXLULeV RU TXeVWLRQV UegaUdLQg \RXU I-94, SOeaVe cOLcN heUe  
 

AcceVVLbLOLW\_PULYac\ PROLc\
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For	those	arriving	in	the	USA	at	a	land	border	port	of	entry,	they	may	still	receive	a	paper	
Form	I-94.	 	 It	must	contain	the	blue	oval	stamp	showing	date	of	admission	 into	the	USA,	
visa	type,	and	the	date	showing	how	long	they	may	stay	in	the	country.	 	Here	is	what	one	
looks	like:	
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Permanent	Resident	Card	
Another	 common	 document	 that	 is	 acceptable	 for	 establishing	 both	 identity	 and	
authorization	to	work	is	a	Permanent	Resident	Card,	or	“green	card”	(formerly	known	as	
an	Alien	Registration	Receipt	Card	or	Form	I-551).		There	are	a	few	different	versions	of	the	
card	that	are	acceptable,	depending	on	when	it	was	issued:	
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Employment	Authorization	Card	
Also	acceptable	is	an	Employment	Authorization	Card:	
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Temporary	I-551	Stamp	or	Notation	
The	 majority	 of	 employees	 that	 we	 will	 encounter	 are	 “nonimmigrants”¾persons	 with	
permanent	residence	outside	the	United	States,	but	wish	to	be	in	the	USA	on	a	temporary	
basis	 for	 tourism,	 medical	 treatment,	 business,	 temporary	 work	 or	 study,	 etc.	 	 We	may,	
however,	 occasionally	 come	 across	 an	 “immigrant”	 which	 is	 a	 person	 wishing	 to	 live	
permanently	 in	 the	 USA.	 	 In	 that	 case	 we	 are	 likely	 to	 encounter	 the	 following	 two	
acceptable	documents:	
	

1. A	 foreign	 passport	 with	 a	 temporary	 I-551	 stamp.	 	 Here	 are	 some	 acceptable	
samples:	
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2. Temporary	I-551	printed	notation	on	a	machine-readable	immigrant	visa:	
	

 

 

	
	
	
Please	 note…this	 immigrant	 visa	 with	 the	 temporary	 I-551	 notation	 is	 the	 ONLY	
situation	in	which	a	visa	is	considered	to	be	an	acceptable	document	for	establishing	
identity	and	authorization	to	work¾no	other	type	of	visa	is	acceptable.	 	According	
to	the	US	Department	of	State,	having	a	US	visa	only	allows	a	visitor	 to	 travel	 to	a	
port	 of	 entry,	 airport,	 or	 land	 border	 crossing,	 and	 request	 permission	 of	 the	
Department	 of	 Homeland	 Security	 (DHS)	 Customs	 and	 Border	 Protection	 (CBP)	
inspector	to	enter	the	United	States.		Having	a	visa	does	not	guarantee	entry	into	the	
USA	and	does	not	provide	authorization	to	work.	

	

Visa	MUST	contain	
“Temporary	I-551”	
notation.	



 
 
 
 
 

Form W-4 for Nonresident Aliens 
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