
If  the employee chooses to not contest the 
“Tentative Non-Confirmation,” and the employer 
receives a final notice of non-confirmation, the 
University may be at risk of losing its federal contract.

If the employee contests the tentative non-
confirmation, HR prints a “Referral” instructing 
employee to contact SSA or DHS within 8 federal 
government working days. It is the employee’s 
responsibility to follow up in attempting to resolve the 
“Tentative Non-Confirmation” status.

E-Verify Flow Chart

UC is required to participate in E-Verify for any federal contract or subcontract awarded to UCB that contains the E-Verify 
clause. To be compliant, UC must E-Verify current employees that are assigned to the federal contract/subcontract within 
30 days and each new hire within 3 days. The process is outlined below in a flow chart.

Step 1: The E-Verify Implementation

Federal Projects reviews 
contract and look for FAR 

clause 

Federal Projects notifies: 
HUMAN RESOURCES (HR), 
PAYROLL & DEPARTMEMT

Department provides HR with 
Excel spreadsheet that list ALL 

employee(s) that contribute to the 
contract

HR identifies and notifies the 
department of the appropriate

 E-Verify notice letter for  
employee (s) 

Step 2: The E-Verify Process

HR verifies  
I-9 and Eligibility 

Form (I-9 process will 
now require valid SSN 

and photo ID)

HR enters 
Form I-9 information 
into E-Verify website 

within 3 business days 
after newly hired & 30 

days for existing 
employees

If new employee has no SSN at 
time of Form I-9 completion, but 

shows acceptable proof of 
identity and eligibility, employer 
waits to run the E-Verify query 

and employee continues working

Match

Tentative

HR prints referral 
to SSA or DHS

Employee continues to work until a “Final 
Confirmation or a “Final Non-Confirmation” is 
issued. Once a “Final Confirmation” is issued, 

the E-Very process is complete

“Final Non-Confirmation” issued

Step 3: Query Responses

Employee contests 
information

Employee does not 
contest information

HR records on Form I-9 the 
verification ID number and result of 
“Employment Verified” and prints a 

copy of the transaction to be 
retained with the Form I-9

HR prints a “Notice” and provides to 
the employee who can choose to 

contest or not contest the 
information

If employment authorization cannot be 
immediately confirmed, a response as 
“Tentative Non-Confirmation” will be 
given (Check for typos or 
misinformation keyed into the system).

If information provided is a match 
in the databases, a “Confirmation” 
response is given.

Once the SSN has been issued, 
start the Query

HR updates PPS 
E-Verify process is now complete
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