New Employee Registration (NER) Form
MU Budget Office

Staff & Faculty Hires
_____________________________________________________________________________
Hiring Supervisors/Departments:

1. Please wait at least 24 hours for the hiring information to arrive at the CAPS center before sending the employee to fill out paper work.

2. The hiring supervisor must ensure that the new employee attends NER within 2 days of start date of employment.

3. Inform the employee that ALL of the following items MUST be brought to NER or paperwork cannot be complete (***Failure to produce the required documents at NER will result in a delay of the processing of the of the hire date***)
· Social Security Card
Card must be provided in addition to the Employment Eligibility Verification identification item(s) listed below

· Canceled/voided check (for checking accts) OR deposit slip (for savings accts)
· Employment Eligibility Verification Identification
(See second sheet; may also refer to Form I-9, List of Acceptable Documents)

In addition to the items listed above, provide the following information in order to complete all paperwork at NER:


Date of the first day of work ______________________________________________________
(Supervisor Completes)



Job Title ______________________________________________________________________
(Supervisor Completes)



New work address and phone number _______________________________________________
(Supervisor Completes)


New Employee’s Name __________________________________________________________









(Supervisor Completes)

If you have any questions contact Rebecca Peters (882-2094) or Margaret Marshall (882-0493)

   List of Acceptable Documents for Employment Eligibility Verification Identification: 

           One from List A:                     OR                               One from List B and One from List C
                      List A                                                           List B                                                                List C
1. U.S. Passport                                                              1.   Driver’s license                                                          1.  U.S. social security card  

          2.      Certificate of U.S. Citizenship                                   2.   State-, federal-, or local                                             2.   Certification of Birth Abroad  

                    (INS Form N-560 or N-561)                                           government agency issued ID                                         issued by the Dept. of State                

                                                                                                             containing photograph or                                                (Form FS-545 or DS-1350)

          3.     Certificate of Naturalization                                              information such as name, 

                  (INS Form N550 or N-570)                                               date of birth, gender, height, etc.                             3.   Original or certified copy of a

                                                                                                                                                                                                    U.S. birth certificate bearing an

          4      Unexpired foreign passport with                                 3.   School ID with photograph                                            official seal

                   I-551 stamp or attached INS Form

                   I-94 indicating unexpired                                           4.   Voter’s registration card                                           4.   Native American tribal document

                   employment authorization

                                                                                                       5.   U.S. Military card or draft record                             5.   U.S. Citizenship ID Card (INS

5. Alien Registration Receipt Card                                                                                                                               Form I-197)

                   with photograph (INS Form                                       6.   Military dependent’s ID card

                   I-151 or I-551)                                                                                                                                                    6.   Resident Citizen in the U.S. ID 

                                                                                                       7.   U.S.  Coast Guard Merchant                                           card (INS Form I-179)

          6.     Unexpired Temporary Resident                                         Marine card

                  Card (INS Form I-688)                                                                                                                                        7.   Unexpired employment 

                                                                                                       8.   Native American tribal document                                   authorization document issued 

7. Unexpired Employment                                                                                                                                            INS (other than those listed

                   Authorization Card (INS Form                                   9.   Canadian issued driver’s license                                     under List A)

                    I-688A)

                                                                                                       For persons under age 18 who are
8. Unexpired Re-entry Permit                                         unable to present a document listed 

(INS Form I-327)                                                        above:
9. Unexpired Refugee Travel                                         10.  School record or report card

Document (INS Form I-571)

                                                                                                       11.  Clinic, doctor or hospital record

10. Unexpired Employement

Authorization Document issued                                 12.  Day-care or nursery school record          

By the INS which contains a

photograph  (INS Form I-688B)
Location:  305 Jesse Hall





Hours:	8 am – 12 pm & 1 pm – 5 pm (3:30 on Fri)





Monday through Friday








2/3/2017

