
I-9 INSTRUCTIONS
The I-9 Office is located at 210 Kent Hall, open Monday – Friday, 9:00 am to 5:00 pm. 

1. Go to https://humanresources.columbia.edu/content/i9-everify and complete section one (this part can
be done remotely or at computer terminal at the I-9 Office).

2. Show original documents (see list below) to the I-9 office.
3. Bring the two-page receipt to the Dean’s Office, 405 Avery Hall.  If you are not a US citizen we must also

take a copy of your passport (picture/information page and visa page), your visa documents, and a
printout of the I-94 information which can be obtained once you enter the US here:
https://i94.cbp.dhs.gov/I94/request.html or a copy of your green card (front and back).

https://humanresources.columbia.edu/content/i9-everify
https://i94.cbp.dhs.gov/I94/request.html


GSAPP

smm32
Line

smm32
Line

smm32
Line


	i9 instructions.pdf
	Columbia Map -  Avery & Kent.pdf



