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Please report to your processing appointment with all original documentation listed below: 

• I-9 Requirement: Please refer to the attached Lists of Acceptable Documents and
select from List A OR a combination of one selection from List B and one
selection from List C.

• Social Security Card: (If you had a Name or Social Security Number change you must
provide the legal documents to support the change).

• Claimed educational documents supported by original transcripts, diplomas,
certificates, degrees etc. A letter from the institution with a seal or on school
letterhead is also acceptable. (All foreign diploma(s) must be evaluated by an
approved foreign education evaluation agency accepted by the City of New York. All
foreign education evaluation must have your social security number on it;
otherwise it will not be accepted. Below you will find an attached list of approved
evaluation agencies. The evaluation must be mailed directly from the approved
agencies).

• Two (2) Proofs of Residency (i.e. rent receipts, mortgage payment notices motor
vehicle registration motor vehicle insurance receipts, bank statements, credit card
statements, utility bills, withholding tax statements or voter’s registration card.)
Prospective candidates name has to appear on the bill. No P.O. Boxes are accepted.

• Updated resume.

• Nine (9) dollar Money Order made payable to the “New York City Clerk’s Office”.

• Form DD-214, when applicable.

Thank you, 

Human Resources Department, Staff Resources 

11¥1: I 
Office of Technology & Innovation 

http://www.nyc.gov/doitt


LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A  

or a combination of one selection from List B and one selection from List C.

LIST A

2. Permanent Resident Card or Alien

Registration Receipt Card (Form I-551)

1. U.S. Passport or U.S. Passport Card

3. Foreign passport that contains a

temporary I-551 stamp or temporary

I-551 printed notation on a machine-

readable immigrant visa

4. Employment Authorization Document

that contains a photograph (Form

I-766)

5. For a nonimmigrant alien authorized

to work for a specific employer

because of his or her status:

Documents that Establish 
Both Identity and 

Employment Authorization

6. Passport from the Federated States of

Micronesia (FSM) or the Republic of

the Marshall Islands (RMI) with Form

I-94 or Form I-94A indicating

nonimmigrant admission under the

Compact of Free Association Between

the United States and the FSM or RMI

b. Form I-94 or Form I-94A that has

the following:

(1) The same name as the passport;

and

(2) An endorsement of the alien's

nonimmigrant status as long as

that period of endorsement has

not yet expired and the

proposed employment is not in

conflict with any restrictions or

limitations identified on the form.

a. Foreign passport; and

For persons under age 18 who are 
unable to present a document 

listed above:

1. Driver's license or ID card issued by a

State or outlying possession of the

United States provided it contains a

photograph or information such as

name, date of birth, gender, height, eye

color, and address

9. Driver's license issued by a Canadian

government authority

3. School ID card with a photograph

6. Military dependent's ID card

7. U.S. Coast Guard Merchant Mariner

Card

8. Native American tribal document

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

2. ID card issued by federal, state or local

government agencies or entities,

provided it contains a photograph or

information such as name, date of birth,

gender, height, eye color, and address

4. Voter's registration card

5. U.S. Military card or draft record

Documents that Establish
Identity

LIST B

OR AND

LIST C

8. Employment authorization

document issued by the

Department of Homeland Security

1. A Social Security Account Number

card, unless the card includes one of

the following restrictions:

2. Certification of Birth Abroad issued

by the Department of State (Form

FS-545)

3. Certification of Report of Birth

issued by the Department of State

(Form DS-1350)

4. Original or certified copy of birth

certificate issued by a State,

county, municipal authority, or

territory of the United States

bearing an official seal

5. Native American tribal document

7. Identification Card for Use of

Resident Citizen in the United

States (Form I-179)

Documents that Establish
Employment Authorization

6. U.S. Citizen ID Card (Form I-197)

(2) VALID FOR WORK ONLY WITH

INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH

DHS AUTHORIZATION

(1) NOT VALID FOR EMPLOYMENT
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Examples of many of these documents appear in Part 8 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.
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FOREIGN EDUCATION EVALUATION GUIDE

HUMAN CAPITAL 

Exam Support Group  
One Centre Street, 14th Floor 
New York, NY  10007 
Automated Telephone: (212) 669‐1357   

 In order  to  receive  credit  in  the examination  for your  foreign education, you must have your  foreign
education evaluated by one of the approved services listed on the reverse side.

 Refer to the Notice of Examination to find out whether you need a "document‐by‐document" (general)
evaluation or a "course‐by‐course" evaluation (which includes a "document‐by‐document" evaluation) of
your foreign education.

 Evaluation fees must be paid by the applicant.

 Your evaluation must be received no later than 8 weeks from the last day to apply for this examination.  If
your evaluation is not received by this time, your foreign education will not be rated.  An extension of this
time limit is available if the evaluation service submits an acceptable reason in writing for the delay.

 All acceptable foreign education evaluation documents submitted directly by the evaluation service to the
address below will be retained by Department of Citywide Administrative Services (DCAS) in a permanent file
for future reference.

‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐ 

1. Photocopies sent by candidates will not be accepted.

2. Only evaluations which have the raised seal or original stamp of the evaluation service on the document
and are submitted directly to the DCAS by an approved evaluation service will be accepted.

3. If you previously had an evaluation done by one of the approved services listed on the reverse side, you may
request that the service send a certified duplicate original directly to DCAS.

4. In order to obtain confirmation that DCAS has received your evaluation from the service, have a stamped,
self‐addressed post card sent to us by the service along with your evaluation. We will return the post card to
you to acknowledge that your evaluation has been received. We cannot respond to telephone inquiries.

Have the evaluation service include:

 Your name and social security number with the evaluation; and

 The title and examination number of the examination you are applying for on the envelope.

 A stamped, self‐addressed stamped post card (as mentioned in # 4 above).

Have the evaluation service mail your completed original evaluation to: 

 New York City Department of Citywide Administrative Services
Exam Support Group
1 Centre Street, 14th Floor
New York, NY 10007
ATTN: (Exam Title), (Exam #)

TURN OVER FOR APPROVED FOREIGN EDUCATION EVALUATION SERVICES 

CHJ,wide Adminiatrative 
rvl 



APPROVED FOREIGN EDUCATION EVALUATION SERVICES 

Center for Applied Research, 
Evaluation & Education, Inc. 
Int ernational Evaluation Service 
P.O. Box 18358 
Anaheim, CA 92817 
Phone: (714) 237-9272; 237-9276 
Fax: (714) 237-9279 
E-mail: evalcaree@yahoo.com 
Web: http//www.iescaree.com 

Center for Educational Research 
& Evaluation (CERE) 
140-30 Beech Avenue, Suite #lR 
Flushing, Queens, NY 11355 
Phone: (718) 445-2790 
Fax: (718) 879-5871 
E-mail : MJafry8@aol.com 

Web: http://www.degreeevaluation.com 

Education International, Inc. 
29 Denton Road 
Wellesley, MA 02482 
Phone: (781) 235-7425 
Fax: (781) 235-6831 
E-mail : edlnt@gis.net 
Web: http:ljwww.educationlnternatlonal.org 

Evaluation Service, Inc. 
333 W. North Avenue #284 
Chicago, II. 60610 
Phone: (847) 8569 
Fax: (312) 587-3068 
E-mail: lnfo@evaluationservlce.net 
Web: www.evaluationservlce.net 

Educational Perspectives, NFP. 
P.O. Box 618056 
Chicago, IL 60661-8056 
Phone: (312) 421-9300 
Fax: (312) 421-9353 
Email: info@edperspectlve.org 
Web: http://www.edperspectlve.org 

Educational Records Evaluation Service, Inc. 
601 University Avenue, Suite 127 
Sacramento, CA 95825-6738 
Phone: (916) 921-0790 
Fax: (916) 921-0793 
E-mail: edu@eres.com 
Web: http:/ /www.eres.com 

Foreign Academic Credentials Services, Inc. 
P.O. Box 400 
Glen Carbon, IL 62034 
Phone: (618) 656-5291 
Fax: (618) 656-5292 
E-mall : facs@aol.com 
Web: www.facsusa.com 
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Foundation for International Services, Inc. 
505 Fifth Avenue South 
Suite 101 
Edmonds, WA 98201 
Phone: (425) 248-2255 
Fa><: (425) 248-2262 
E-mail: lnfo@fis-web.com 
Web: www.fis-web.com 

Globe Language Services, Inc. 
305 Broadway, Suite 401 
New York, New York 10007 
Phone: (212) 227-1994 
Fax: (212) 693-1489 
E-mail: lnfo@globelanguage.com 
Web: www.globelanguage.com 

Institute of Foreign Credential Services 
12 Cedar Street 
Dobbs Ferry, NY 10522 
Phone: (914) 693-2840 
Fax: (914) 231-7782 
E-mail: lnfo@ifcsevals.com 
Web: http:ljwww.lfcsevals.com 

International Consultants of Delaware, Inc. 
3600 Market Street, Suite 450 
Philadelphia, Pa. 19104 
Phone: (215) 387-6950 Ext 603 
Fax: (215) 349-0026 
E-mail: lcd@icdeval.com 
Web: http://lcdeval.com 

International Education Research Foundation (IERF) 
PO Box3665 
Culver City, CA 90231-3665 
Phone: (310) 258-9451 
Fax: (310) 342-7086 
Email: lnfo@ierf.org 
Web: www.lerf.org 

Josef Sllny & Associates, Inc. 
International Education Consultants 
7101 S.W. 102nd Avenue 
Miami, Fl 33173 
Phone: (305) 273-1616 
Fax: (305) 273-1338 
E-mail: Jnfo@lsllny.com 
Web: http://www.Jsllny.com 

Span Tran: The Evaluation Company 
450 Fashion Avenue, Suite 1004 
New York, NY 10123 
Phone: (646)475-2570 
Fax: (713) 789-6022 
E-mail: status@spantran.com 
Web: http://www.spantran.com 
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