
Employee:
Completes I-9 on or before 1st day of work for pay

Agency:
Collects appropriate documentation to validate 

information provided on I-9

Agency:
Completes Employee Master on or before the 

employee’s first day of work for pay.

State Personnel:
Run New Hire report on daily basis in the PM.

State Personnel:
Submit initial inquiry to E-Verify on or before employee’s 

third day of work for pay.

E-Verify:
Employment Authorized

E-Verify:
Tentative Non-Confirmation

State Personnel:
Enters Case Number into NIS

State Personnel:
Send copy of notification to Agency contact 

Agency:
Meet with the employee

Instruct employee to decide to contest or to not contest results.
Employee must sign the “Notification to Employee” letter

Employee:
Signs the “Notification to Employee” letter

Agency:
If employee does not contest, employee must be 

terminated immediately.

Agency:
If employee does contest, employee continues to work 

until the case is resolved.
Notify State Personnel of decision.

Employee:
Decides to contest the TNC

Employee:
Decides not contest the TNC.

State Personnel:
Enters case number into NIS

State Personnel:
Once resolved, enters case number into NIS
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