
 
 
 
 
 
 

Instructions for Completing the 
Notice to Employer of Referred Workers 

 
 

State Workforce Agencies (SWAs) participating in E-Verify are required to complete the 
Notice to Employer of Referred Workers when referring workers to potential employers. 
The Notice informs employers that the SWA has confirmed or is in the process of 
confirming the employment eligibility of the workers prior to their referral. Before 
completing the Notice, ensure that you have begun a verification query for each worker 
you plan to refer. 

 
To complete the Notice, follow these steps: 
 
1. List the name of the State Workforce Agency on the first line of the Notice. 
2. List the name(s) of the worker(s) being referred on the second line of the Notice. 

Multiple names should be separated by a comma with the names written in First 
Name, Last Name order.  

3. Send the Notice to the potential employer at the time of referral.  
4. Complete this Notice every time your Agency refers workers to an employer. For 

example, on Monday you send a Notice to Employer of Referred Workers, referring 
10 workers to a company. On Wednesday you must complete an additional Notice to 
refer another worker to the same company.  

 
If you have any additional questions about completing the notice while participating in E-
Verify, you may reference the Frequently Asked Questions and Quick Reference Guide 
in E-Verify’s On-line Resources, or call 888-464-4218 for Customer Support.  
 
 
Note: Proper use of the Notice to Employer of Referred Workers is a condition agreed to 
by the State Workforce Agency in its Memorandum of Understanding with the 
Department of Homeland Security and the Social Security Administration. 
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NOTICE TO EMPLOYER OF REFERRED WORKERS 
 
 
 
Name of State Workforce Agency: ________________________________________________ 
 
Name(s) of Worker(s): 
 
 
 
 

 
 
 
The State Workforce Agency (SWA) listed above uses E-Verify to confirm 
eligibility of the worker(s) for employment in the United States. E-Verify is an 
electronic system which checks information provided by the worker(s) on the 
Employment Eligibility Verification Form I-9 (Form I-9) against government 
records. 
 
Although the verification process may be incomplete at the time of referral,  
E-Verify has been initiated for the worker(s), and the Form I-9 has been 
completed. The worker(s) may not be fired, suspended, have training delayed, pay 
withheld, pay lowered, or any other adverse action taken against him or her on the 
basis that the verification process is incomplete.  
 

The SWA will provide further information on the verification status or certification 
for the worker(s) within 21 business days after the worker is hired. The referral of 
the worker(s) may serve as evidence of compliance with the Immigration and 
Nationality Act’s verification requirements for up to 21 business days.  
 
E-Verify is committed to protecting privacy and has a privacy official responsible 
for ensuring that information is collected, used, and disclosed in an authorized 
manner. More information on E-Verify, including privacy practices and program 
rules, may be found at http://www.dhs.gov/E-Verify. 
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