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ADDITIONAL INFORMATION: 

• Employees hired on or before November 6, 1986 do not need an I-9. 

• All dates need to be written in MM/DD/YYYY format (i.e. 05/31/2018). 

• All empty boxes need an “N/A” written. 

• Check that form is current (07/17/17 at the bottom left corner & Expires 08/31/2019 at top right corner).  

• Employee completes Section 1 no later than first day of work for pay (1st day of employment). 

• *The law requires that the employer completes Form I-9 only when the person actually begins working for pay. However, 

you may complete the form earlier, as long as the person has been offered and has accepted the job. You may not use the 

Form I-9 process to screen job applicants or to delay the actual start date of work. 

• If an employee needs to make a correction, have them draw a line, initial, and date (use same color ink)  

• Whiteout cannot be utilized. 

1.  Check for the following: 

• Full Legal Name 

• Full Address (PO Box is OK), 

including City, State, and 

ZIP Code 

• Date of Birth 

(MM/DD/YYYY Format) 

• Social Security # (required 

for e-Verify), Email 

Address, Telephone # are 

all optional fields.  

• If any optional fields are 

not used, the employee 

must write “N/A”. 

2. One of the four attestation 

boxes must be checked to 

indicate Citizenship status. 

3.  The Employee’s Signature & 

Date can be completed once the 

employer has made a job offer 

and the individual has accepted 

the job offer*. Date must be in 

MM/DD/YYYY format. 

4.  One box should be checked 

whether the employee used a 

Preparer/Translator or not. If a 

Preparer/Translator was used, 

that individual should complete 

each of the fields below the 

attestation statement.  

Section 1: Employee Information and Attestation 
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ADDITIONAL INFORMATION: 

• Acceptable List A, B, and C Documents can be found on Page 3 of Form I-9. 

• If a minor (under age 18) is unable to provide a List B Document for Section 2, write 

"individual under age 18” at the top of the I-9 and only require a List C document. 

• Employer has 3 business days from the date of hire (i.e., commencement of labor or 

services in exchange for remuneration) to complete Section 2 of the Form I-9. 

• If Section 2 is completed after the employee accepts the job offer but before he or she 

will begin employment for wages or other remuneration, enter the date the employee 

expects to begin such employment. If the employee begins employment on a different 

date, cross out the expected start date and write in the correct start date. Date and initial the correction. 

• If the employer representative needs to make a correction, they should draw a line, initial, and date (use same color ink)  

• Whiteout cannot be utilized. 

  

Section 2: Employer Authorized Representative Section 

7. Employee’s 1st Day of Work 

for pay (commencement of 

labor or services in exchange  

for remuneration) in 

MM/DD/YYYY format 

8. Must Contain the Following: 

• Signature of Employer 

Representative (who 

viewed documents) 

• Today’s Date in 

MM/DD/YYYY Format 

• Title of Employer/Rep 

• Last Name 

• First Name 

• Business Name 

• Business Address (no P.O. 

Box) including City, State, 

& ZIP Code 

5.  Legal Last Name, First Name, 

Citizenship/ Immigration Status 

(List # Only) 

6.  Check for the following: 

• Either 1 List A 

Document OR 1 List B 

Document and 1 List C 

Document 

• Document Title 

• Issuing Authority 

• Document # 

• Expiration Date in 

MM/DD/YYYY format 

• Use “N/A” for SSC 

Expiration Date 

• Cannot use Expired 

Documents 
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Section 3: Reverification and Rehires Section 

9. Only sign Section 3 (Below) if a Reverification or Rehire is necessary. The signature in this 

section only pertains to Section 3 and is not required if the rest of Section 3 is not completed.  
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Click here to view examples of the acceptable documents (listed below). 
 

  

List of Acceptable Documents for Section 2 

https://www.uscis.gov/i-9-central/acceptable-documents
https://www.uscis.gov/i-9-central/acceptable-documents
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Each of the following clickable links direct to the United States Citizenship and 

Immigration Services (USCIS) website. The USCIS is a division of the United States 

Department of Homeland Security and is charged with the administration of the 

nation’s lawful immigration system, which includes Form I-9 compliance.  

 

Form I-9 Resources 

• I-9 Central – USCIS Hub for all information concerning Form I-9. 

• Examples of Acceptable Documents – A list of all acceptable documents for 

I-9 purposes is available on Page 3 of Form I-9. Examples of these documents 

are available for viewing on this web page. 

• Questions & Answers – Commonly asked Form I-9 Questions and Answers  

• Form I-9 Instructional Resources – Additional learning opportunities from 

USCIS, including brief instructional videos, webinars, and more. 

 

Downloadable Forms 

• Current Form I-9 – Click here to download a .PDF copy of the current Form I-9. 

• Instructions for Form I-9 (English) – Click here to download .PDF instructions 

for Form I-9 in English. 

• Instructions for Form I-9 (Spanish) – Click here to download .PDF instructions 

for Form I-9 in Spanish. 

ADDITIONAL RESOURCES 

https://www.uscis.gov/i-9-central
https://www.uscis.gov/i-9-central/acceptable-documents
https://www.uscis.gov/i-9-central/questions-and-answers
https://www.uscis.gov/i-9-central/learning-resources
https://www.uscis.gov/system/files_force/files/form/i-9.pdf?download=1
https://www.uscis.gov/system/files_force/files/form/i-9instr.pdf?download=1
https://www.uscis.gov/system/files_force/files/form/I9-INS-Spanish.pdf?download=1

