
Congress has worked hard to establish and reform our nationõs immigration laws. 
Employment is most often the reason why individuals come to or stay in the United 
States illegally. The Form I-9 was developed for verifying that new hires are eligible to 
work in the United States. You should complete Form I-9 for everyone you have hired 
after November 6, 1986. To comply with the law, employers must verify the identity of 
any new hires. 

If you are an agricultural association, farm labor contractor or agricultural employer who 
has new hires, these requirements apply to you as well. 

If you employ an individual for domestic work in your private home on a regular basis 
these requirements apply to you. (Regular basis would be once a week, once every two 
weeks or once a month).

If you are self-employed you would not need to complete a Form I-9 on yourself; 
however, if you are an ofþcer of a corporation or employee of a business entity such as a 
partnership, then the business entity is required to complete a Form I-9 on you. 

It is important when completing Form I-9 and verifying employment eligibility that 
employers do not discriminate against individuals on the basis of national origin or 
citizenship, or require or request different documents from a particular individual.

Guidelines for Form I-9

1.    Ensure that all new hires complete and sign Section One of the Form I-9 when they 
start employment. New hires have three days from the start of employment to com-
plete an I-9.

2.    Make sure the documents reviewed establish each new hireõs eligibility to work in 
the United States and the new hireõs identity. 

3.    Properly complete and sign Section Two of Form I-9.

4.    Retain completed Form I-9 for up to three years from the date of hire or one year after 
the new hireõs termination of employment, whichever is later. 

5.    I-9 Forms must be easily available for inspection by an ofþcer of the Immigration and 
Naturalization Service (INS), the Department of Labor (DOL), and/or the Ofþce of 
Special Counsel for Immigration Related Unfair Employment Practices (OSC) upon 
request. Therefore, the employer should retain these þles at the same location that all 
employee þles are kept, however the employer should retain Form I-9 information 
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separate from all payroll þles and personnel þles. The employer should be given a 
72-hour advance notice by the above-mentioned agencies to review the I-9 Forms. On 
October 30, 2004, Congress passed and the President signed into law regulations al-
lowing both written and electronic signatures on Employment Eligibility Veriþcation 
Forms along with paper or electronic storage of the same forms. This means that the 
employer may also convert existing completed copies of Form I-9 into an electronic 
format for storage. 

6.    Many employers make the mistake of delegating the completion of Form I-9 to an 
individual who may not know the importance of or steps to take to complete the 
veriþcation process of Form I-9 properly. This results in many important points re-
garding compliance of the law being overlooked, ignored, or not understood to their 
full intent. In some cases, if Form I-9 is þlled out incorrectly or incompletely, it may 
generate a violation which is subject to a þne. This is true even if you have checked 
the individualõs authorization. It is the responsibility of the employer to make sure 
that the individual collecting and completing Form I-9 is aware of the requirements 
and regulations. 

Completing Section One:

It is important that all new hires and/or employees, citizens and non citizens, hired after 
November 6, 1986, complete Section 1 (òEmployee Information and Veriþcationó) of 
Form I-9 at the time employment starts. Although the new hire completes Section 1, the 
employer is responsible for ensuring that the new hire completes the section properly 
and timely. Remember to verify that the new hire signs Section 1 after completion.
In some cases you may need to provide a translator to assist the new hire in completing 
Form I-9; if this is the case, make sure section òPreparer and /or Translator Certiþcationó 
is completed.

Note: If an employee completes Section 1 and includes Alien number or Admission number, the 
employer should not request to see a document with the Alien number or Admission number. 
There is no requirement that employees present any document to complete Section 1.

continued

In some cases you may need to 
provide a translator to assist 

the new hire in completing 
Form I-9.



Completing Section Two:

òEmployer Review and Veriþcationó of the Form I-9 should be completed by the 
employer. The employer must review documentation presented by the new hire. The 
employer is also responsible for documenting the information received from the new 
hire presented to them from List A, List B or List C. Remember to double check that all 
sections of Form I-9 are completed, even those sections completed by the new hire. 

(Employers who fail to properly complete and retain Forms I-9 as required by law may face civil 
money penalties not less than $100.00 and up to $1,000.00 per Form I-9 not completed properly, 
retained or not made available.)

When gathering document(s) presented by the new hire from List A, List B or List C, 
the employer is responsible to examine the document(s) and accept them if they appear 
to be genuine. The new hires must present to the employer an original document(s) 
that establishes identity and employment eligibility within three business days of the 
date employment starts. The employer must record the title, issuing agency (authority), 
number and expiration date (only if present). The employer will þll in the date the new 
hire will start employment along with signing and dating the Form I-9. If the employee 
needs to request authorized documents, they have up to 90 days to provide you with 
the authorized documentation; however, they must still provide a receipt regarding 
authorized documentation within the three days of starting employment. To verify this, 
the new hire must have indicated by having checked an appropriate box in Section 1 
stating that they are eligible to be employed in the United States. When they provide the 
employer with a receipt showing that they have applied for a document(s) evidencing 
their eligibility, the employer should record the document title in Section 2 of the Form 
I-9 and write the word òreceiptó as well as any other information and document number 
in the Document # space provided. At the time the employer receives the authorized 
document(s), which should be within 90 days of start of employment, the employer 
should document by crossing out the word òreceiptó and any accompanying document 
number and insert the actual document(s) presented. The employer should initial and 
date the areas crossed out and areas containing new information.

The employer may photocopy document(s) received from new hires; however, it is not 
required by law. If the employer chooses to photocopy the document(s) they must do 
so as a general practice for all new hires to prevent the possibilities of discrimination. If 
the employer decides not to photocopy the document(s), they should do so as a general 
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