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MEMORANDUM HR15-2022 

 

To:   Agency Administrators 
From:   Carolyn Horwich, Esq., Director of Human Resources 
Subject: Hiring Nonresident Aliens 
Date:   September 2, 2022 
   
New Hire Packets must contain a copy of the employee’s Social Security card. There are three 
types of cards: 
 

 
 
Depending on the verbiage on the card, you may need to research whether the employee can 
lawfully work in the United States.  Two websites that are helpful in making that determination are 
the U.S. Citizenship and Immigration Services and the Social Security Administration.  As a 
reminder, JAC staff cannot provide guidance regarding an employee’s legal immigration or work 
status. 
 
When hiring a Nonresident Alien, there may be extra steps you must take.  It is important to collect 
and review all relevant documents at the very earliest stages when hiring such a person.  This is 
not only to ensure the person is legally authorized to work in the United States, but also to ensure 
the individual is taxed in a manner consistent with their immigration status. 

file:///C:/Users/Carolyn.Horwich/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/XMA8WV4Y/www.justiceadmin.org
https://www.uscis.gov/working-in-the-united-states/information-for-employers-and-employees/employer-information/employment-authorization
https://www.ssa.gov/ssnumber/cards.htm
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When you submit a card with “Valid for Work Only with DHS Authorization” on it, please provide 
a copy of the actual work Employment Authorization Document (“EAD”) with the packet.  We 
request this because the EAD can contain special “terms and conditions” on it that may impact 
whether the employee is responsible for paying Social Security and Medicare taxes (FICA).  The 
terms and conditions will depend on the type of Visa the individual holds.  
 
If a Nonresident Alien meets the required criteria, they will not be required to pay FICA taxes.  The 
attached extracted pages from the Bureau of State Payrolls (”BOSP”) Payroll Manual provide 
additional information regarding that scenario. 
 

In order to be exempt from FICA taxes, and to have the correct retirement code entered in People 

First, any employee claiming Nonresident Alien status should have the following documents on 

file with the Bureau of State Payrolls Taxation section:   

1. Foreign National Information Form, (DFS-A3-1941) 

2. Form I-94 Arrival and Departure Record 

3. Visa 

4. Form I-20 Certificate of Eligibility for Nonimmigrant Student Status 

5. Form I-688B Employment Authorization Document 

As mentioned, your office should ensure the employee completes the appropriate documentation 
before or upon hire.  JAC staff will forward the packet to BOSPTaxation@myfloridacfo.com.  Once 
the documents have been reviewed by BOSP, JAC will be notified which retirement code to enter 
in People First for the employee.  The retirement code, which is determined by the type of Visa 
the employee holds, is what drives whether the employee’s wages are subject to Social Security 
and/or Medicare taxes. 
 
Once the filing status has been approved by BOSP, only JAC or the HR manager in your office 
can check that box in People First on the W-4 page: 
 

 
 
If the box is not checked, and the employee should have been exempt from having Social Security 
and Medicare taxes deducted from their paycheck, the refund process can take some time. 
 
Thank you. 
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