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Accurate Start Dates on New Hire Forms
Why are accurate start dates important? 
Ensures on-time payment
Reduces workflow
· Reduces back and forth communication between departments and HR
· Eliminates double work, such as recalling and editing transactions, which can impact employment status and cause under or over payments 
I-9 Compliance

Why is I-9 Compliance important?
I-9s are a Federal Regulation
Step 1 of the I-9 process MUST be completed no later than the first day worked/start date*
· An I-9 can be initiated up to 90 days before the first day worked/start date with a signed offer letter 
Step 2 (the document validation step) MUST be completed no later than 3 business days after the first day worked/start date

What are some common issues?
· Retroactive hiring requests 
· New employees who are hired retroactively are IMMEDIATELY OUT OF COMPLIANCE 
· The first day worked IS the effective date/start date for the position
· If employees do not complete I-9 paperwork by the first day worked/start date, they will be OUT OF COMPLIANCE 
· When departments neglect to inform HR of a change in the first day worked/start date, the transaction does not get updated, and employees in such a situation will be OUT OF COMPLIANCE**

What are some consequences of being out of I-9 compliance?
· Any I-9 compliance issue can trigger an audit
· Audit Consequences 
· Fines – fines related to I-9 compliance can range between roughly $300 and $2000 PER OCCURRENCE
· ex – Dept. A has 68 retro transactions in a 2-month period, if audited that could result in fines ranging from roughly $20,400 - $136,000 
· ex – Dept. B has 6 retro transactions in a 2-month period, if audited that could result in fines ranging from roughly $1,800 - $12,000 
· The examples above of retro transactions are from actual departments in CLAS – even relatively few retro transactions can lead to huge fines
· Any retro transaction that requires an I-9 can open up CLAS to potential audits and fines 
· Any issue with I-9 compliance can trigger an audit and fines 

*First day worked should ALWAYS match the start date/effective date that appears on the New Hire Request form
**Start dates can be updated if HR is informed BEFORE the employee’s start date. If an employee has already begun working, we should no longer update their start date. Not completing their I-9 within the required timeframe FOR ANY REASON will cause them to be OUT OF COMPLIANCE  
***If you do not know the exact start date of an employee, but you do have a general idea, please note on the New Hire request form that this is an “estimated start date” – in such cases, HR will reach out to the employee to complete the I-9 before submitting the transaction, in order to confirm the actual start date from the employee in question 
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