
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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