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Meeting Minutes – 06/03/2026
Wednesday, June 03, 2026; Teams Meeting		
ITOS Attendees: Anna and Beto
 
Working Group Members – Roll Call Y or N 
	Name
	
	Name
	
	Name
	

	Alissa Meyer (TAMUSA)

	Y
	Elizabeth Tschatschula-Jones (TDEM) 
	Y
	Marissa Perez (TAMUCT) 
	Y

	Alicia Michalak (TFS)
	Y
	Johnny Watson-Mendoza (TAMUT)
	Y
	Megan Groff (WTAMU)

	

	Araceli Sandoval (TAMIU)
	Y
	Derek Gonzales-(TAMUK)
	Y
	Sofia Rangel (TEES)
	Y

	Sarah Mireles (TAMU, TAMUG, HSC) 
	Y
	Lindsey Hatfield & Claudia Azua (TARL)
	Y
	Jessica Salazar (TTI)
	Y

	Christy White (ETAMU)
	
	Maria Pedigo (TAMUCC)
	
	Tanesha Davis (PVAMU)
	Y

	Christin Spivey & Shaifali Mathur  (AGEXT, AGRSCH, TVMDL)
	Y
	Meg Kleppel (TEEX)
	Y
	Vera Hobma & Kiera Brann (TAMUS)
	Y

	Evelyn Benoit and (TAMUV)
	Y
	
	
	
	




Discussion/Questions

Expired Visas

· Handling Expired Visas and Work Authorization Extensions: Facilitated a discussion regarding best practices for managing employees with expired visas in Guardian, focusing on extension processes, legal work status, and audit considerations.
· Extension Process and Legal Status: It was shared that employees in the process of extending their visas are generally allowed to continue working and remain in the U.S. legally, depending on the visa type, and that no termination is required during the extension period.
· I-9 Compliance During Extensions: Clarification that no action should be taken on the I-9 until new approval dates are available, and that Section 3 of the I-9 is updated once new documents are received.
· Approaching 240-Day Limit: It was noted that if the 240-day extension period is nearing its end, Immigration Affairs should be consulted to determine if premium processing or other actions are needed, and HR involvement is considered if no further actions are possible.
· Audit and Payroll Considerations: The group discussed the importance of avoiding having an active worker without legal authorization, as this could result in audit issues, and explored options such as using leave or other best practices for payroll continuity.

 



FNC Reports?

· FNC and E-Verify Case Closure Notifications: A question was raised about receiving emails listing E-Verify case numbers to be closed, prompting others to share their experiences and reporting practices regarding FNC and case closure in Guardian.
· Receiving Case Closure Emails: A scenario was described were a I9 User received a lengthy email with E-Verify case numbers that needed to be reviewed and closed, and asked if others had similar experiences.
· Reporting and Purged I-9s: Sofia confirmed receiving similar emails and mentioned that there is a report available to track such cases, but noted that once I-9s are purged, they cannot be retrieved.  Sofia will send report details via email to the group. 


HR Roles in Guardian

· Guardian HR Role Administration and Transition to I-9HQ: Anna informed the group about a new HR role administration feature in Guardian, clarified that no further information or use is expected due to the upcoming transition to I-9HQ, and outlined the timeline and preparations for the system migration.
· Caution on Guardian Settings: Anna reminded admin users to avoid changing Guardian settings that could impact the group, advising that only user creation should be performed and other changes should be coordinated through ticket requests.


Enabling Virtual I9 Workflow Steps and Document Retention

· Virtual I-9 Enablement and Document Retention Practices: We discussed the process for enabling virtual I-9s, the opt-in requirements for each member, and best practices for retaining documents received during virtual I-9 processing, referencing Guardian and Laserfiche usage.
· Virtual I-9 Enablement Process: Anna clarified that while virtual I-9s are enabled system-wide, each member must opt in individually by submitting a request, and templates are not updated unless the member intends to use the feature.
· Document Retention Outside Guardian: We discussed that retention of I-9 documents, especially for virtual I-9s, is not managed within Guardian for list B and C documents and must be handled according to standard retention rules outside the system.
· Use of Laserfiche and Guardian Uploads: Johnny described how he is using Guardian's upload feature for document retention, while Shaifali explained their process of using Laserfiche secure uploads after IT consultation, ensuring documents are available for audit and payroll purposes.
· Retention Policy Clarification: Anna referenced Guardian Knowledge articles, confirming that only list A documents must be retained in Guardian, while list B and C documents are not required to be kept electronically in Guardian, but must be available for audits as per standard retention policies.
· Virtual I-9 Document Retention Guidance: Attach the knowledge article link and previous meeting minutes regarding virtual I-9 document retention to today's minutes for group reference. (Anna)


Additional Discussion Items 

Processing I-9s for International Employees with Restricted Social Security Cards:

· Alissa (Ali Meyer) asked the group how to process I-9s for international employees presenting Social Security cards marked 'valid for work authorization only,' with Sarah providing detailed guidance on document acceptance and alternative documentation.
· Section 1 and Section 2 Document Handling: Sarah explained that while such Social Security cards can be entered in Section 1, they are not valid for Section 2 work authorization, and employees must present alternative documents to establish work eligibility.
· Guidance for International Employees: Sarah advised reviewing the employee's Section 1 selections and requesting additional documents, such as those for F-1 visa holders, to ensure proper I-9 completion.


Remote Agent Links

· Remote Agent Section 2 Signature and Link Reset Process: Jessica asked the group about resolving issues with remote agents failing to sign Section 2 of the I-9 and expired access links, with Anna and Christin providing step-by-step instructions for resending links and maintaining entered information.
· Resending Remote Agent Links: Christin detailed the process of deleting the original email with the expired link under the 'on docs' tab and resending the agent instructions to generate a new link without resetting Section 2 data.
· Remote Agent Section 2 Link Issue: Send an email to Anna if resetting the remote agent's login information or resending the link does not resolve the Section 2 access issue, so Anna can escalate to Guardian for further assistance. (Jessica)


Announcements


· I-9HQ Transition Timeline: Anna explained that the transition to I-9HQ is scheduled to begin in the fall with IT integrations and resource assignments, aiming for full implementation and use in early 2027.
· Training and Support Plans: Anna shared that the IT education and training team will be involved in demos and job aid development, with plans for comprehensive training materials to be made available through multiple channels.
· Support for Unresolved Issues: Anna offered to assist further by email and to escalate to Guardian support if the standard process does not resolve the issue.
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