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EmployeeUnit Administrators AST: I-9 Coordinators

Approval of 
Employee's 
Hire/Re- Hire 
in Workday

Employee is 
authorized to 

work

Has Employee 
started 

Onboarding?

Is employee 
based in 
Seattle?

Employee books 
appointment

Employee 
based in US?

AST I-9 coordinator 
verifies I-9 documents in 

Workday

AST I-9 Coordinators, 
notifies employee to 

book an appointment to 
review their I-9

AST I-9 Coordinators, 
notifies employee to 

complete their 
onboarding and book 

appointment

Employee emails AST I-9 
Coordinators at 

teamcas- i9@uw.edu to 
start the remote I-9 

process

I-9 is not needed for 
employees that work 

outside of the US

Has employee 
been re- hired 

within the 
past 3 years?

AST I-9 Coordinators 
reviews Section 3

Are Form I- 9 
acceptable 
documents 
still valid?

CAS: Administrative Support Team, I-9 Services
teamcas- i9@uw.edu | Communications Building, University of Washington Seattle, WA 

98195

Process DecisionStart / End

Form I-9 Verification Process:
Swimlane Workflow as of 6.7.2023

Yes

No

No

Yes

No

Yes

No

Yes

YesWork location 
is updated 
and I-9 is 
cancelled

Department or 
employee can email 

teamcas- i9@uw.edu to 
update work location

No

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

