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FORM I-9 REFERENCE GUIDE
The I-9 form is used to document verification of the identity and employment authorization of each new employee (both U.S Citizen and alien) hired to work in the United States. 

SECTION 1: EMPLOYEE INFORMATION AND ATTESTATION 
*Section 1 must be completed by the employee no later than the first day of employment*
Step 1: Employee must provide current legal name (name that appears on your Social Security Card), complete address, and date of birth. Providing Social Security number is voluntary; do not enter an Individual Taxpayer Identification Number (ITIN) as your Social Security number. 
Step 2: Employee must attest to their citizenship or immigration status. The options are:
1. A citizen of the United States
2. A noncitizen national of the United States: born in American Samoa, former citizen of the former Trust Territory of the Pacific Islands, and children of noncitizen nationals born abroad. 
3. A lawful permanent resident: individual who is not a U.S. Citizen and who resides in the United States under legally recognized and lawfully recorded permanent residence as an immigrant. Documentation example: Form I-551 Permanent Resident Card. 
· Conditional residents should select this status. Asylees and refugees should NOT select this status. 
· If this status is selected, employees must enter USCIS Number (A-Number). 
4. An alien authorized to work (noncitizen as noted in Workday): individual who has authorization to work, but the above options do not apply. Documentation example: Form I-766 Employment Authorization Document (EAD). 
· If this status is selected, employee must enter either USCIS Number (A-Number), Form I-94 Admission Number (Arrival/Departure Record), or Foreign Passport Number & Country of Issuance. 
SECTION 2: EMPLOYER REVIEW AND VERIFICATION (I-9 COORDINATOR) 
*Section 2 must be completed by the I-9 Coordinator within three business days after the employee’s first day of employment* 
Step 1: Please review section 1 with the employee to ensure no errors were made. If so, the I-9 action must be sent back to the employee in Workday for corrections prior to the I-9 Coordinator completing section 2. 
The Employer cannot specify which documentation an employee may present from the List of Acceptable Documents. The documents must be physically examined; photocopies (except for certified birth certificates) are not accepted. 
Employees must present a selection from List A or a combination of one selection from List B and one selection from List C. 
List A: documentation shows both identity and employment authorization
List B: documentation shows identity only
List C: documentation shows employment authorization only
**If employee provides a Social Security card, please note, a card that includes any of the following restrictive wording is not an acceptable List C document:
1. NOT VALID FOR EMPLOYMENT
2. VALID FOR WORK ONLY WITH INS AUTHORIZATION
3. VALID FOR WORK ONLY WITH DHS AUTHORIZATION

Step 2: Additional Information if necessary. Please use the additional information field to record any information required to complete Section 2. For example, employment authorization extensions, if a receipt was presented for replacement documentation, etc. 

SECTION 3: REVERIFICATION AND REHIRE (SUPPLEMENT B)

Reverification
· Reverification must be completed by the earlier of the employment authorization expiration date in section 1 (if any) or the expiration date of the List A or List C employment authorization document in section 2. 
· Employees are not required to show the same type of document they presented previously. 
· Reverification is not needed for U.S. Citizens, Noncitizen Nationals, or lawful Permanent Residents who presented a Permanent Resident Card (Form I-551) or other employment authorization document (like the Social Security Card) that is not subject to reverification. 
· Reverification does not apply to List B documentation. 

Rehires
· The supplement B must be completed if an employee is rehired within three years from the date of their first Form I-9. 
· If the employee remains employment authorized, as indicated on the original Form I-9, record the date of the rehire and any name changes (legal name must match what is on their Social Security card). 
· If the employee’s employment authorization or List A or List C documents have expired, we must reverify the employee as described above. 
· Alternatively, a new I-9 form could be completed for rehired employees. 

Link: List of Acceptable Documents
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