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INTRODUCTION

• Founded in 2014, Meltzer Hellrung leverages technology, a service-
oriented mindset, and a compassionate approach to assist high-
growth corporations in scaling their immigration programs, 
increasing their access to talent, and expanding operations into new 
markets. 

• 200+ corporate clients w/3000+ matters handled per year –  
venture-backed, high-growth unicorns in EdTech, FinTech, SaaS, and 
Logistics and Fortune 500 companies in insurance, transportation, 
and manufacturing. 

• Recognized in 2020 and 2021 Inc. 5000 Fastest-Growing U.S. 
Companies.
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VOYAGER®

• Voyager is an immigration program management software platform 
that is designed to provide a seamless immigration experience for 
employers and employees. 

• The Voyager proprietary platform was created for our clients and 
their employees and is used by our exceptionally skilled attorneys, 
paralegals, and legal assistants to fulfill our mission of improving the 
immigration experience. 

• Voyager was created to drive efficiency, transparency, and 
information accessibility throughout the immigration process.
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VOYAGER® (continued)

• Our all-inclusive platform provides:

– Transparency throughout all immigration processes

– Efficient workflows that will save the user time

– Lifetime information and data storage

– Intuitive user experience for employers and employees

– Comprehensive Knowledge Center

Learn more about Voyager at meltzerhellrung.com/voyager
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VOYAGER® PROGRAM DASHBOARD
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PRESENTERS
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MATTHEW HELLRUNG
Co-Founder and Managing Partner 

Specializes in scaling immigration 
programs for high-growth clients via 
immigration policy creation and 

stakeholder training. 

MATTHEW MELTZER 
Co-Founder and Managing Partner 

Specializes in assisting foreign companies 
to enter the U.S. market and building 
custom solutions for entrepreneurial and 

high net-worth clients. 
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AGENDA

● What is Form I-9?

● Who Must Complete Form I-9? 

● Form I-9 Completion Requirements

● Form I-9 Retention

● Form I-9 Purging

● Best Practices

● What is E-Verify?

● New Form I-9 and Document Verification Rule

● Pros and Cons of Registering for E-Verify

● E-Verify Workarounds for Employee Document Inspection
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WHAT IS FORM I-9? 

• To comply with federal law and certify that each new employee 
has U.S. work authorization, every employer must: 
○ Complete and retain a Form I-9 for each employee
○ Verify the identity and work authorization of each employee by inspecting 

provided documents
○ Refrain from discriminating against employees on the basis of national 

origin or citizenship
● Instruction for employers on how to complete Form I-9 is 

summarized in USCIS’ M-274 Handbook
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WHO MUST COMPLETE FORM I-9? 

● All Employees
○ All part-time and full-time W-2 employees working in U.S.
○ All remote part-time and full-time employees working in U.S.

● Who Shouldn’t Complete Form I-9? 
○ Private home/casual domestic workers who work on a sporadic, 

intermittent, or irregular basis
○ Independent contractors
○ Workers provided by temp agencies
○ Unpaid interns
○ Employees not physically working in the U.S. 
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FORM I-9 COMPLETION REQUIREMENTS
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● Step 1: After offer acceptance and no later than 1st day of employment: 
○ Employee should complete Section I of Form I-9 provided by Employer

● Step 2: Within 3 business days of 1st day of employment:
○ Employee must present in-person to Employer original, acceptable List A, B, and/or C 

documents proving identity and work authorization
○ New remote document verification with E-Verify registration gets around the “in-

person” Employer List A, B, or C document verification

● Step 3: Within 3 business days of 1st day of employment: 
○ Employer must inspect in-person original List A, B, and/or C documents provided by 

Employee and, in good faith, verify their authenticity 
○ If authenticity is verified, Employer or representative must complete Section 2 of 

Form I-9
○ TIP: If an Employee presents a work authorization document that expires, Employer 

must remember to reverify Employee in Section 3 of Form I-9 prior to current work 
authorization expiration



FORM I-9 
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FORM I-9 RETENTION

● Employer must keep completed Form I-9 for duration of Employee’s 
employment
○ TIP: Employers can store completed Form I-9 as well as copies of List A, B, or C 

documents provided by Employee for identity and work authorization verification 
or choose to store only the completed Form I-9

● Employer can store Form I-9 and verification documents in paper form 
or digitally
○ Documents can be stored in one central location or organized by office/worksite 
○ Form I-9 completion software use is acceptable as long as it adheres to 

completion guidelines and provides a printable audit trail

● Upon Employee termination, Employer should ready Form I-9 and 
verification documents for purging when possible
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FORM I-9 PURGING

● Employers may purge a terminated Employee’s Form I-9 and verification 
documents, digitally or manually, 3 years from the date of employment 
OR 1 year from the date of termination, whichever is greater
○ TIP: Employers should create an internal process that lists or tags I-9 files for 

terminated employees as part of your company’s employee off boarding process. 

● Employers should purge eligible Form I-9 employee files on an annual 
basis at a minimum
○ Employers can be fined on purgeable Form I-9 employee files if mistakenly 

provided to ICE during an I-9 audit

● Employers should perform Form I-9 “spot” audits periodically to ensure 
proper completion procedures are adhered to, especially during a 
personnel or paper-to-software completion transition
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FORM I-9 BEST PRACTICES 

• Develop a consistent process and company point of contact responsible for 
Form I-9 completion and employee verification review
○ A written policy is desirable
○ Train new employees who administer I-9 thoroughly on the policies

• Make sure you are using the most up-to-date version of Form I-9 when 
completing it

• Keep all Form I-9s centralized, if possible, either in paper form or electronically

• Audit your Form I-9 completion and retention process annually with “spot” 
audits

• Purge Form I-9 employee files annually to avoid excess liability during an ICE 
audit

• If you’re considering Form I-9 completion software, do your homework. 
Employers are liable for selecting non-compliant I-9 software and/or processes
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WHAT IS E-VERIFY? 

• E-Verify is a free online federal system created to assist employers in verifying 
an employee’s employment eligibility information against several federal 
databases

• E-Verify helps ensure employers hire eligible individuals to avoid future 
possible legal liabilities. 

• E-Verify is mandatory in certain states and localities and for organizations 
engaging in federal contracting. 

• E-Verify can be used on a per worksite basis. The company does not need to 
adopt it across all worksites.

• E-Verify is supplemental to I-9 verification and is not used in place of the Form 
I-9 process.

• E-Verify is required to hire employees on F-1 STEM OPT.
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NEW FORM I-9 EMPLOYEE DOCUMENT VERIFICATION RULE

● Current Rule
○ Employers or their agents must review an employee’s original List A, B, 

and/or C documents in the presence of the employee to verify, in good 
faith, authenticity

● New Rule
○ Employers enrolled in E-Verify and in good standing will be able to review 

an employee’s List A, B, and/or C documents electronically, in good faith, to 
verify authenticity

○ E-Verify Employers can review electronic copies of documents, conduct a 
live stream video, and create an E-Verify case

○ With this process, documents MUST be retained for ICE I-9 audit purposes

● New Form I-9 Completion
○ USCIS released a new version of Form I-9 on August 1st that allows E-Verify 

employers to check a box confirming electronic review of an employee’s List 
A, B, and/or C documents
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RULE EXCEPTIONS, IMPLEMENTATION, AND HYBRIDIZATION

● Qualifying employers are not required to use the new electronic 
verification process and can continue to use current in-person 
review processes

● If new E-Verify verification process is used, however, it must be 
applied equally to all E-Verify employees at the designated E-
Verify worksite
○ Employers can register specific worksites for E-Verify versus all company 

worksites

● Employers can opt for a hybrid model, using E-Verify electronic 
review for remote employees only, maintaining current in-person 
document review procedures for on-site employees
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NEW FORM I-9 RULE AND COVID FLEXIBILITIES

● Employers that were enrolled in E-Verify during the COVID-19 
flexibilities can use the new process to meet requirement of 
verifying Form I-9 employee documentation by August 30, 2023 
that had previously been reviewed remotely

● Exemption applies to employers who
○ Were enrolled in E-Verify when remotely reviewing an employee’s I-9 

documentation for Section 2 or reverification
○ Created an E-Verify case for that employee (except for reverification) AND
○ performed the remote document inspection between March 20, 2020 and 

July 31, 2023
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NEW FORM I-9 EMPLOYEE AND COVID FLEXIBILITIES

● Employers that are not enrolled in E-Verify must conduct an 
examination of original identity and employment authorization 
documents in-person by August 30, 2023 for employees:
○ who were hired on or after March 20, 2020 AND
○ whose documents were examined only virtually or remotely pursuant to the 

temporary flexibilities provided during the COVID-19 pandemic
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Pros and Cons of Registering for E-Verify

● Pros
○ Ability to inspect documents for remote employees without in-person review
○ Hire STEM OPT employees
○ Lower risk of ICE inspection

● Cons
○ Higher administrative burden
○ Tentative non-confirmation can cause anxiety on HR and employees
○ For worksites with possible non-compliance or concerns over fraudulent 

documents, hiring challenges may increase

● How to register for E-Verify
○ https://www.e-verify.gov/employers/enrolling-in-e-verify
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E-VERIFY WORKAROUNDS FOR EMPLOYEE DOCUMENT INSPECTION

● Hire an outsourced agency to conduct in-person employee 
document verification
○ Credit agencies, HR services, etc. have agents that will travel to 

employee’s house
○ Notaries can be used but certain risks

● Execute an agency agreement with employee’s family member 
for purposes of Form I-9 completion and document verification

● Coordinate Form I-9 completion with remote employee 
onboarding at a centralized office
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QUESTIONS?

MATTHEW HELLRUNG
Co-Founder and Managing Partner 

 mhellrung@meltzerhellrung.com

MATTHEW MELTZER
Co-Founder and Managing Partner 

 mmeltzer@meltzerhellrung.com

Meltzer Hellrung

Follow us on:
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VOYAGER
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VOYAGER
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VOYAGER
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VOYAGER
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VOYAGER
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VOYAGER
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VOYAGER
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VOYAGER
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VOYAGER
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