INSTRUCTIONS FOR COMPLETING THE I-9 FORM

SECTION 1:  The employee must fully complete this section including signature and date.  Ensure the employee has checked ONE of the three boxes indicating “citizen or national, lawful permanent resident, or an alien authorized to work.”

SECTION 2:  The employer representative must fully complete this section after examining one document from List A OR one document from List B AND one from List C as listed on the reverse side of the I-9 form.

Each document recorded in List A, OR List B AND C requires: Document title, Issuing authority, Document number, Expiration date (if any), in that order.

Certification:  After recording the appropriate documentation, enter the employee’s date of hire, sign your name, print your name, title, and date.

PENALTIES:  Failure to enter information completely and accurately can result in fines ranging from $250.00 to $20,000.00.

