
 

 

 

EMPLOYMENT ELIGIBILITY VERIFICATION 

INSTRUCTIONS (FORM I-9) 
 

All employees are required to complete the Employment Eligibility Verification in order to verify identity and 

employment eligibility.  Please follow the steps below to complete SECTION 1 prior to your first day. 

 You will receive an e-mail invitation to complete your online Employment Eligibility Verification 

(Form I-9).  The email invitation will contain the web site and login information. 

 Fill out Section 1, check off the ‘Signature Validation’ box and click ‘Save’  

 
 

 You will be prompted to answer a security question in order to sign the document electronically. You 

may choose a question from the drop down menu and put the answer in the blank box to the right.  

Please read the attestation and click on “E-Sign Document” if you consent. 

 

 You will see the message below if you have completed the form successfully. 

    
 

 To complete SECTION 2, you will be required to bring original documents for verification. See “LIST 

OF ACCEPTABLE DOCUMENTS FOR E-VERIFY” for a list of acceptable documents. 
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LIST OF ACCEPTABLE DOCUMENTS FOR E-VERIFY 

 

All employees are required to complete the Employment Eligibility Verification (Form I-9) in order to verify identity and 

employment eligibility.  You must provide either one piece of identification from List A, OR one piece of identification 

from List B and one piece from List C.  For example, you must provide a U.S. Passport -OR- both a Driver’s License and 

a Social Security Card. 
 

You must bring the ORIGINAL documents on your first day of work (New Beginnings). 
 

DOCUMENTS MUST BE ORIGINAL AND UNEXPIRED - NO PHOTO COPIES WILL BE ACCEPTED. 
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