
 

 
 
 

Form I-9 not complete by day 
three of employment 

 

Incorrect attestation selected 
by Team Member 

 

Data entry error by Team 
Member or Leader 

 

Failure to scan and attach 
compliance documentation 

 
 

Verify information entered in 
Section 1 is correct prior to 
Team Member submitting 
their task.  

 

 

 

*If incorrect information has 
been entered, use the “Send 
Back” button in Workday. 
This action will route the 
Form I-9 back to the new 
hire’s “My Tasks” inbox. The 
new hire will be able to edit 
the information in Section 1 
and resubmit. 

FORM I-9 JOB AID  

 

 

 

 

IMPORTANT! Penalties and fines for Form I-9 paperwork violations, range from $281 to 
$2,789 for the first offense, and for substantive violations or uncorrected technical errors. 
 

Pro-Tip!  Double check to make sure the 
correct citizen classification has been 
selected based on the documents provided 
by Team. Member 

Most common avoidable r isks  
 

Section 1: Employee Information and Citizenship Selection 

https://www.foley.com/insights/publications/2024/07/employers-i-9-fine-increases-inspections/
https://www.foley.com/insights/publications/2024/07/employers-i-9-fine-increases-inspections/


 

 

 
 
 

 
 
 

 

 

 

FORM I-9 JOB AID  

 

 

 

 

IMPORTANT! Employers/authorized representative must complete and sign Section 2 within three business 
days after the employee's first day of employment and must physically examine documents.  
 

Pro-Tip START HERE: Employers must ensure the form 

instructions are available to employees when completing this 
form. Employers are liable for failing to comply with the 

requirements for completing this form. 

 
  

IMPORTANT! First Day of Employment is same 
as First Day Worked, same as Hire Date and 
same as First Time Punch. 
  

Section 2: Employer or Authorized Representative Review and Verification 

Pro-Tip!  Only mark off the “Document presented is 
a receipt” box IF a receipt is provided for a lost, 
damaged or stolen document. 
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FORM I-9 JOB AID 
Document Examples 

 

 

SCAN HERE: Reach out to 
HR Support via Jira ticket 
for questions regarding 
documents provided for 
employment authorization 
or verifications. 
 

This is a restricted social security card 
and CANNOT be used or accepted as 
employment authorization, please ask 
Team Member to provide another 
document to show authorization for 
employment.  
 

The I-797, is a Notice of 
Action and can only be 
accepted with an expired 
employment 
authorization document, 
such as an Employment 
Authorization Document/ 
Card or Permanent 
Resident Card 
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FORM I-9 JOB AID 
Document Examples 

 

 

  

 

 

Don’t forget to 
upload DHS 
and List A 
Documents 

U.S. Passport Book 
FRONT and BACK Barcode 

Issuing authority  
The United States Department of State 

Most common attachments  

U.S. Passport Card 
FRONT and BACK 
Issuing authority  

The United States Department of State 

Employment Authorization Card 
FRONT and BACK 
Issuing authority  

The United States Citizenship and 
Immigration Services (USCIS) 

Permanent Residence Card 
FRONT and BACK 
Issuing authority  

The United States Citizenship and 
Immigration Services (USCIS) 


