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Form I-9 ― What You Need to Know



Agenda
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• Form I-9 Requirements.

• A Little Background.

• Storage and Retention. 

• Form I-9 and E-Verify Work Together.

• Resources.



Working in the U.S.
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In 1986, in an effort to control illegal immigration, Congress passed the 
Immigration Reform and Control Act (IRCA).  

Individuals who may legally work in the United States:

• Citizens of the United States.

• Noncitizen Nationals of the United States. 

• Lawful Permanent Residents.

• Aliens Authorized to Work. 



To comply, an employer must:

▪ Verify the documents of employees hired after November 
6, 1986.

▪ Complete and retain a Form I-9. 

▪ Refrain from discriminating against individuals on the 
basis of actual or perceived national origin, citizenship or 
immigration status.

*The employment eligibility verification provisions, and sanctions, of IRCA are found in 
Section 274A of the Immigration and Nationality Act (INA).

Employment Verification

National Notary Association 2019 5

http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=9fd667ee5cb38210VgnVCM100000082ca60aRCRD&vgnextchannel=9fd667ee5cb38210VgnVCM100000082ca60aRCRD
http://www.uscis.gov/ilink/docView/SLB/HTML/SLB/0-0-0-1/0-0-0-29/0-0-0-8501.html


The anti-discrimination provisions of the INA prohibit 
four types of unlawful conduct: 

▪ Citizenship or immigration status discrimination.*

▪ National origin discrimination.*

▪ Document abuse during Form I-9 process.

▪ Retaliation.

* Actual or perceived

Preventing Discrimination
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http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=29da7f5c13f2e210VgnVCM100000082ca60aRCRD&vgnextchannel=29da7f5c13f2e210VgnVCM100000082ca60aRCRD


The anti-discrimination provisions of the INA are enforced by:

Department of Justice 

Civil Rights Division 

Immigrant and Employee Rights Section

• Employees may contact the IER to obtain additional information regarding 
employment discrimination and employee rights and responsibilities.*

1-800-255-7688 (TDD: 1-800-616-5525)

• Employers may also contact IER.*

1-800-255-8155 (TDD: 1-800-362-2735)

See “Employer Do’s and Don’ts.”

*callers may remain anonymous

Immigrant and Employee Rights Section (IER)
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https://www.justice.gov/ier
http://www.justice.gov/crt/about/osc/pdf/publications/e-verifydosanddonts3.pdf


Authorized Representative
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You may have an authorized representative* fill out Forms 
I-9 on your behalf. Some examples include:

*He/she must carry out full Form I-9 responsibilities; the employer is still liable for 
any violations.

*If an employer hires a Notary Public, the Notary Public is acting as an authorized 
representative of the employer, not as a Notary.

• Personnel officer.

• Foreman.

• Agent.

• Supervisor.

• Notary Public.

https://www.uscis.gov/faq-page/i-9-central-completing-form-i-9#t17103n47031


You are NOT required  to complete Form I-9 for:

▪ Casual domestic service employees working in a private 
household when work is sporadic, irregular or 
intermittent.

▪ Independent contractors for whom you do not set work 
hours, or provide tools to do the job.

▪ Employees working outside the United States.*

*50 States, District of Columbia, Guam, Puerto Rico, U.S.    
Virgin Islands, and the Commonwealth of the Northern 
Mariana Islands.

Form I-9 Exceptions
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Completing Form I-9
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Lists of Acceptable Documents Form I-9



Section 1: Employee Information 
and Attestation
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• Employee’s email address is an optional field.*

• Employees should enter N/A for skipped fields.

• Employers should not enter their business email address in Section 1.

*E-Verify requires SSN



Section 1: Employee Attestation
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• The employee MUST select one of the four categories, sign and date.

• Employees must complete Section 1 no later than the first business 
day of work for pay.

http://www.uscis.gov/i-9-central/complete-correct-form-i-9/complete-section-1-employee-information-and-verification/completing-section-1-employee-information-and-verification


Section 1: 
Preparer/Translator (PT) Certification
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▪ Required when Section 1 is prepared by someone other than the 
employee.

▪ Employees must check the first box if they don’t use a preparer or 
translator.

▪ Supplemental sheet available for paper copies.



Completing Section 2

• Completed by EMPLOYER.

• MUST be completed no later than 3
business days after the employee 
begins work for pay.

• EMPLOYER MUST examine original
documents.

• Documents MUST be UNEXPIRED.

Section 2:  Employer Certification of Document 
Review
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http://www.uscis.gov/i-9-central/complete-correct-form-i-9/complete-section-2-employer-review-and-verification/completing-section-2-employer-review-and-verification


Section 2: Hire Date Field
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• First day of employment for pay.

• Date does not need to match the signature date. 

• Form I-9 can be completed prior to first day of work for pay once job has been 
offered to and accepted by employee.



Section 2: Examining Documents
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You must accept a document presented by an employee if it reasonably 
appears to be:

• Genuine, and

• Relates to the individual presenting it.

The document must be original ― photocopies are NOT acceptable, except for 
a certified copy of a birth certificate.

https://www.uscis.gov/i-9-central/i-9-central-questions-answers/faq/birth-certificate-issued-hospital-acceptable-list-c-document


Who Issued this Document?
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Document Matrix

https://www.uscis.gov/i-9-central/acceptable-documents/who-issued-document


What should I do if…?
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Examining Documents

https://www.uscis.gov/i-9-central/acceptable-documents/examining-documents


1. A receipt showing that your employee has applied to replace 
a document that was lost, stolen or damaged.  
▪ Employee must present a replacement document within 90 days of the 

hire date.

▪ You cannot accept receipt if employment is less than 3 days. 

Receipts
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• Enter the word “Receipt” followed by the title of the 
document in Section 2 under the list that relates to the 
receipt. 

• When your employee presents the original replacement 
document, cross out the word “Receipt,” then enter the 
information from the new document into Section 2. 

Documenting the Replacement of Receipts
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Receipt
Who may present 
this receipt?

Is this receipt 
proof of 
employment 
authorization and/ 
or identity?

How long is this 
receipt valid?

What must the 
employee present 
at the end of the 
receipt validity 
period?

The arrival portion of 
the Form I-94 or I-
94A containing a 
Temporary
I-551 stamp and 
photograph.

Lawful permanent 
residents.

Employment 
authorization and 
identity (List A).

Until the expiration 
date of the 
Temporary I-551 
stamp, or if no 
expiration date, one 
year from date of 
admission.

The actual Form I-
551 (Permanent 
Resident Card or 
“Green Card”).

The departure 
portion of Form I-94 
or I-94A with an 
unexpired refugee 
admission stamp.

Refugees.
Employment 
authorization and 
identity (List A).

90 days from date of 
hire or, for 
reverification, 90 
days from the date 
employment 
authorization 
expires.

An unexpired EAD 
(Form I-766) or a 
combination of a 
valid List B document 
and an unrestricted 
Social Security card.

Other Receipts
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Document Tips:
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▪ All documents must be unexpired when presented.

▪ Documents must be issued by a federal/state/local government agency. 
(School IDs acceptable for students/minors.) 

▪ For E-Verify participants, a photo ID is required for List B documents. 

▪ A Social Security card is not acceptable if it contains restricted notations.

https://www.uscis.gov/i-9-central/i-9-central-questions-answers/faq/my-employees-employment-authorization-document-form-i-766-expired-and-employee-now-wants-show-me-social-security-card-do-i-need-see-current-dhs-document


Section 2: Copying Documents
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You may choose to make copies of documents employees 
present for Section 2.

▪ If you choose to photocopy 
documents:
✓ You must do so for ALL

employees.
✓ Be consistent and copy all

documents employees 
provide. 



Section 3: Reverification 
and Rehires
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▪ You MUST reverify an employee using Section 3 if his or her temporary employment 
authorization has expired. Name changes must be updated during reverification.

▪ You MAY also complete Section 3 if you:
▪ Rehire the EMPLOYEE within 3 years of initial execution date of the Form I-9.
▪ Update the biographic information of an employee.

http://www.uscis.gov/i-9-central/complete-correct-form-i-9/complete-section-3-updating-and-reverification/completing-section-3-reverification-and-rehires


Section 3: When to Reverify
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• Always check completed Form I-9 for incorrect or 
missing:

▪ Name.

▪ Address.

▪ Attestation.

▪ Document numbers.

▪ Date of hire.

▪ Signatures.

▪ Required List A, or combination List B & C documents.

Staying Compliant with Form I-9
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Correcting Form I-9
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For mistakes you can:

▪ Correct the existing Form I-9: Line out 
the incorrect portions, enter the correct 
information, and initial and date the 
correction. 

• Section 1, the employee must make 
the corrections, initial and date.

• Section 2, the employer must make 
the corrections, initial and date.

OR

▪ Complete a new Form I-9 and retain it with the old form. Attach a short 
memo to the new and old Forms I-9 stating the reason for your action.



Missing Forms I-9
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For an employee’s missing Form I-9:

▪ Immediately provide the 
employee with a current Form I-9.

▪ DO NOT backdate completion 
date on the Form I-9; use original 
hire date.

▪ Best practice:  Memo.



Storage and Retention
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Storage and Retention
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Form I-9 must be on file for all current employees and stored securely in a way 
that meets your business needs ― on-site, off-site, storage facility or 
electronically.

▪ Store Forms I-9 and document copies together or with personnel file. 

▪ Ensure that only authorized personnel have access to stored Forms I-9.

Retain Forms I-9 for:

• 3 years after the date you hire an employee, or 

• 1 year after the date employment terminates, whichever is later.

http://www.uscis.gov/i-9-central/retain-store-form-i-9/storing-form-i-9
https://www.uscis.gov/i-9-central/retain-store-form-i-9/retaining-form-i-9


Employment Verification
Form I-9 Reminders
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Employees:

• Complete Section 1 of Form I-9 by first day of work for pay.

• Present acceptable documents by third day of work for pay.

All U.S. Employers:

• Retain Form I-9 for all employees hired after November 6, 1986, current 
and within retention period.

• Revision date July 17, 2017 for new hires and reverifications.

• Complete Section 2 by 3rd business day after work for pay.

• Verify identity and employment authorization documents.

• Not use Form I-9 to prescreen.



Additional Resources

Engage with us online and via social media

• Visit our public website www.E-Verify.gov

• Check out our videos, E-Verify User Manual, job aids, fact sheets, 

and reports on the Employer Resources page

• Additional websites: I-9Central, myE-Verify

• Subscribe to our E-Verify Connection newsletter

• Follow #E-Verify on www.Twitter.com/EVerify

• Watch us on www.youtube.com/uscis
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http://www.e-verify.gov/
https://www.e-verify.gov/employers/employer-resources
http://www.uscis.gov/I-9Central
http://www.uscis.gov/mye-verify
https://public.govdelivery.com/accounts/USDHSCIS/subscriber/new?topic_id=USDHSCIS_53
http://www.twitter.com/EVerify
http://www.youtube.com/uscis


Contact Us
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E-Verify Outreach

Thank you for attending our session!

Contact me at NVOCout@uscis.dhs.gov

mailto:NVOCout@uscis.dhs.gov
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Rate This 

Workshop

Please tap the NNA 2019 App to rate this 
presentation. If you have questions about 
the app, visit us at the NNA Hub.

Thank you for attending!


