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[bookmark: _GoBack]I-9 SUMMARY SHEET
	SUBMIT TO UFS (IN THIS ORDER, TOP TO BOTTOM AND STAPLED IN THE UPPER RIGHT HAND CORNER):
· I-9 FORM
·  SUPPORTING DOCUMENTATION (FNIF, COPIES OF IDENTIFICATION, ETC.) 
· SUMMARY SHEET TO EACH I-9 FORM
SUBMIT TO FAS PAYROLL:
· TAX FORMS (W-4, M-4)
· DIRECT DEPOSIT FORMS OR
·  INSTRUCT EMPLOYEE TO COMPLETE THE FORMS IN PEOPLESOFT SELF SERVICE AFTER THEIR START DATE. 
                                         ☐ I-9 FORM FOR NEW EMPLOYEE           ☐ UPDATED I-9 FORM
	EMPLOYEE NAME:
	[bookmark: Text1]HUID (IF KNOWN):             

	HIRE DATE:  
	DATE I-9 DELIVERED TO UFS:  

	DEPARTMENT CONTACT:       
	FAS DEPARTMENT/CENTER/UNIT:       

	DEPARTMENT CONTACT  PHONE:       
	DEPARTMENT CONTACT EMAIL:       

	EMPLOYEE TYPE:

     ☐ ACADEMIC          ☐ STAFF

     ☐ TF                            ☐ LHT               

     ☐ TA                          ☐ TEMP

     ☐ STUDENT TEMP

	FAS PAYROLL COORDINATOR CONTACT


☐  CONNIE HOLT             connie_holt@harvard.edu

☐  JOANNE SPERAZZO    joanne_sperazzo@harvard.edu

☐  RITA CUTRONI            rcutroni@fas.harvard.edu
                   


       NOTE TO UNIVERSITY FINANCIAL SERVICES:  PLEASE NOTIFY THE FAS PAYROLL COORDINATOR     
                                        LISTED ABOVE REGARDING ANY INCORRECT OR INCOMPLETE I-9 FORMS.
PLEASE KEEP COVER SHEET WITH I-9 FORM.
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