
 Instructions for Completing the 

Employment Eligibility Verification Form I-9 
1/24/2013 1 



 

 Compliance with the United States (U.S.) immigration laws. 

 Prevent individuals from working in the U.S. illegally. 

 

 

Individuals who may work in the U.S. legally are defined as: 

 
 U.S. Citizens. 

 Noncitizen Nationals. 

 Lawful permanent residents. 

 Aliens authorized to work. 

 

NOTE: You cannot contract for the labor of an individual if you know 

that he or she is not authorized to work in the U.S. 
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 Hiring employees without complying with the employment eligibility 
verification requirements is a violation of the employer sanctions 
laws.  

 This law requires employees hired after November 6, 1986, to 
present documentation that establishes identity and employment 
authorization. Employers must record this information on Forms I-9.  

 Employers may not discriminate against employees on the basis of 
national origin or citizenship status.  

 DO NOT USE WHITE OUT ON THE FORM. 
 
Civil Penalties may Include the following: 

 
 Violations of I-9 requirements: fines range from $110 - $1,100 per  I-9.  
 Knowingly hiring or continuing to employ: fines range from $375 - $3,200 

per alien.  
 Pattern or practice: $3,300 - $11,000.  
 Debarment from government contracts for “knowingly employing an 

unauthorized worker”.  
 Criminal penalties: fines and/or imprisonment.  
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AGP must retain an employee’s completed Form I-9 for 
the employee: 
 

As long as the employee works for the employer plus  one year 
from date of termination. 

 
-OR- 

 
 Three years from the original date of hire. 

 
 
            WHICHEVER DATE IS LATER. 
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Section 1: first day worked. 
 
Section 2: within three (3) 
business days of the first day 
worked.  
 
Note: If you hire a person for 
fewer than three (3) business 
days, Sections 1 and 2 of Form 
I-9 must be fully completed by 
the employee’s first day of 
work. 
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Sample of the I-9 Employment Eligibility Verification Form 



1. Employee enters full legal name and maiden name, if applicable. 
 If you have two last names (family names), include both. If you hyphenate your last name, include the hyphen (-) between the names. 

 If you have two first names (given names), include both. If you hyphenate your first name, include the hyphen (-) between the names. 

 Include your middle initial, if applicable.  

2. Employee enters current address and date of birth. 

3. Employee enters his or her city, state, ZIP Code, and Social Security number. Entering the Social Security number 
is optional unless the employer also confirms employment authorization using E-Verify. 

4. Employee reads warning and attests to his or her citizenship or immigration status by checking the appropriate 
box. 

5. Employee signs and dates the form. 

6. If the employee uses a preparer or translator to fill out the form, that person must certify that he or she assisted 
the employee by completing the Preparer and/or Translator Certification block. 
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1. Supervisor/Designee records document title(s), issuing authority, document number, and 
the expiration date from original documents supplied by employee. 

 NOTE: You may use abbreviations for commonly used documents, e.g., DL for driver’s license  and SS for 
 Social Security. 

2. Supervisor/Designee enters date employment began. 

3. Supervisor/Designee attests to examining the documents provided by completing the 
signature block. If a designated agent or notary public completes this section, he or she 
must provide the employer’s name and address under his or her signature. 
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These are documents that establish both identity and 
employment authorization. Only one from the following is 
necessary for this option: 
 

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

2. Permanent Resident Card or Alien Registration Receipt Card (Form I-551). 

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. In the case of a nonimmigrant alien authorized to work for a specific employer 
incident to status, a foreign passport with Form I-94 or Form I-94A bearing the same 
name as the passport and containing an endorsement  of the alien’s nonimmigrant 
status, as long as the period of endorsement has not yet expired and the proposed 
employment is not in conflict with any restrictions or limitations identified on the 
form.  

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. 
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One from this list    -AND-     One from this list 
YOU MUST INCLUDE BOTH TYPES OF DOCUMENTS  

AND COMPLETELY FILL IN LIST A AND LIST C 

List B – Documents that Establish 
Identity 
 

1. Driver license or ID card issued by a State 
or outlying possession of the U.S. provided 
it contains a photograph or information 
such as name, date of birth, gender, 
height, eye color, and address. 

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. 

3. School ID card with a photograph. 

4. Voter’s registration card. 

5. U.S. Military card or draft record. 

6. Military dependent’s ID card. 

7. U.S. Coast Guard Merchant Mariner Card. 

8. Native American tribal document.  

9. Driver’s license issued by a Canadian 
government authority. 

List C – Documents that Establish 
Employment Authorization 

 
1. Social Security Account Number card other 

than one that specifies on the face that the 
issuance of the card does not authorize 
employment in the U.S. 

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 U.S. bearing 
an official seal.  

5. Native American tribal document. 
6. U.S. Citizen ID Card (Form I-197). 
7. Identification Card for Use of Resident 

Citizen in the U.S. (Form I-179) 
8. Employment authorization document 

issued by the Department of Homeland 
Security. 
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Leave this section blank. 



The information included in this presentation would be 
considered the typical processes for completing the I-9 form. If 
you have any odd looking document or have questions that are 
not answered in this presentation contact the AGP office for 
assistance. 
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 U.S. Citizenship and Immigration Services. Form I-9 found at: 
http://www.uscis.gov/files/form/i-9.pdf 

 U.S. Citizenship and Immigration Services. Revised version 
06/01/2011. Handbook for Employers: Instructions for completing 
Form I-9. http://www.uscis.gov/files/form/m-274.pdf 
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The following slides are picture examples of 
acceptable documents. 
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