FORM 1-9 JOB AID

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

Most common avoidable risks

Form I-9 not complete by day < Data entry error by Team
three of employment Member or Leader

v Incorrect attestation selected ﬁ Failure to scan and attach
by Team Member [=1®* compliance documentation

1. Employee Information and Attestation (Employoes must and sign Section 1 of Farm 1-9 no fater g . .
i eivetigmis e oo sl ol Verify information entered in
Last Name (Famdy Name) Fisgt Name (Given Name) Middle Initial Othver Last Names Used (if any) H H H
Washington Gedie A N/A Section 1 is correct prior to
Address (Street Number and Name) Apt. Nueber | City of Town State | ZIP Coce Tea m M em be r su b m itting
123 Star Spangled Way 1 Westmoreland VA l 20002 hei k
Date of Binh (mmtdyyyy)  |US. Soca Security Numbsr I Employee's E-mail Address Emrployee’s Telephone Number t eir ta SK.

1 am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in | | Send Back ) < Save for Later )
connection with the completion of this form

| attest, under penalty of perjury, that | am (check one of the following boxes):

m 1. Achzen of the Unied States

[] 2. Ancnciizen national of the United Statee (Ses instructions)

Pro-Tip! Double check to make sure the

[7] 3. & lrwdul permanent resident  (Alien Registration Number/LSCIS Number)
L g

correct citizen classification has been
LIl sheriaiwisa i ootk oo (omption e, Ssoptoubie, ooty selected based on the documents provided
Some deng may wole "N/A” In the expiralon data fald. (See nstructions)
Abene authonzad 10 work must provide anly one of the folowing documant numbars 1o comglele Form 1-9: k::iz;lr:::;i* by Team' Member
An Alen Ragistraton NumbesUSCIS Number OR Form 84 Admissinn Number OR Foreign Passport Number,
1. Alen Registration NumberfUSCIS Nurrbes
OR *If incorrect information has
2. Fom 1-94 Admisson Number “«
OR been entered, use the “Send
3. Foreign Passpon Numbes .
RO B Back” button in Workday.
Sorawrs oIEn : This action will route the
Pg wre of Empliyee g W Today's Date (memvddtyyy) 01/22/2017 ]
[Preparer andlor Translator Certification (check one):

Form I-9 back to the new
Dlwwme, pares o - MA,.,_ (3) anddor translator(s) assisted the emplayee in completing Secbon 1 hire’s ”My Tasks” inbOX. The
(Frelds below must be complefed and signad when preparers andfor transiators assist an employee in completing Section 1)
I attost, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my new hire will be able to edit

knowledge the Information is true and correct.

SR 2 Prpay O Tsiaty s i the information in Section 1

Last Name (Famiy Name) First Name (Given Name) and resu bm|t.

Adams Abigail
Address (Street Number and Name) City or Town State 2P Code

123 American Way Weymouth MA | 20001 ( Send Back ) ( Save for Later )
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of Central & Northern Arizona



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 1-9 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.

Section 2: Employer or Authorized Representative Review and Verification

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

Document Title 1

Foreign Passpor

Document presented is a receipt

requirements for completing this form. o

slamp an

Select |ssuing Authority

Form I-9 Instructions Permanent Resident Card (Form I-551

Document Number (if any)

Expiration Date (if any) MM/ DD/ YYYY E

LISTS OF ACCEPTABLE DOCUMENTS
All decuments containing an expiration date must be unexpired.
* Documents extended by the issuing authority are considered unexpired.
Employees may present one selection from List A or a
combination of one selection from List B and one selection from List C.
Examples of many of these documents appear in the Handbook for Employers (M-274).

Document Title 2 (if any)

Select lssuing Authority

LISTA LISTE LSTC

Documents that Establish Both Identity OR that Establish
and Employment Authorization Authorization

Documents that Establish Identity AND .
Document Number (if any)

1. A Social Security Account Number card,

1. U.S. Passport or U.S. Passport Card 1. Drvers icense or 1D card isued by 2 Stte o |1 s the card incudes one of the alowing
lying possessian of the United States. R
2 Permanent Resident Card or Alien provided it contains a photograph or
Registration Receipt Gard (Form 1-551) information such as name, date of birth, {1} NOT VALID FOR EMPLOYMENT
3. Foreign passport that contains a gender, height, eye color, and address {2} VALID FOR WORK ONLY WITH Expiration Date (if any) MM/DD/YYYY [
temporary 1-551 stamp or lemporary 2. 1D card Issied by federal. siate or 1ocal INS AUTHORIZATION
1-651 printed notation on a machine- govemment agencies or entities, provided it {3) VALID FOR WORK ONLY WITH
readable immigrant visa contains a phetograph or information such as DHS AUTHORIZATION
4. Employment Authorization Document name. date of birth. gender, height, eye color,
thal contains a photograph {Form 1-766) and address 2. Centification of repart of birth issued by the

p Department of Stats (Forms DS-1350,
5 For an indwidual emporarly auhorized 3. Scheol ID card with a photograph o cicTres (R -
to work for a specific employer because AT = -
of his or her status or parole: el chellh 3. Original or certified copy of birth certficate
a Foreign passport; and 5. U.S. Military card or draft record fj[‘:éf“:)’ :ri'fr‘;‘;s:;'g'a'ﬂ‘;’i‘gfg'[am Document Title 1 Search =
b. Form [-94 or Form 1-84A that has 6. Milltary dependents ID card bearing an official seal
the following: - 4. Native American tribal document ) U.S. Driver's License
o " 7. LLS. Coast Guard Merchant Mariner Card Document presented is a receip
(1) The same name as ths
) - - & U.S. Citizen ID Card {Form I-187)
passport; and 8. Native American tribal dacument ) U.S. State ID Card
(2) An endorsement of the — - 6. Card for Use of Resident
individual's status or parole as 9. Drivers license issued by a Canadian Gitizan in the United States (Form 1179)
long as that period of govemment authority ) School ID Card with photograph
endorsement has not yet F 3 18 wh 7. Employment authorization document
expired and the proposed or pérsens underage 18 who ara issued by the Department of Homeland
employment is not in conflict unable to present a decument Security ) Voter Registration Card
with any restrictions or listed above:
limitations identified on the form. [Fonsxampiseless|Sactian iand
10. Scheol record or report card Ssctlon 13 of the M-274 on ) Government Agency ID Card
6. Passpon from the Federated States of o — uscie. 1
Mi ia (FSM) the R blic of the . Clinic, doctor, or hospital recor
icronasia (PEM) ov the Repuniic of he The Form I-766, Employment ) U.S. Military Dependent’s ID Card
arshall Islands (RMI) pmicaiey Authorization Document, is a List A, ltem
Form 1-84A indicating nonimmigrant 12. Day-care of nursery school record Number 4. cocument. not a List C
admission under the Compact of Free document. ) U.S. Military Card or Draft Record
Association Between the United States Document Number (if any) / Y

andthe FSM or RMI
™) U.S. Coast Guard Merchant Mariner
Acceptable Receipts o i ~ card

Expiration Date (if any)

May be presented in lieu of a document listed above for a temporary period.
For receipt validity dates, see the M-274.

Canadian Driver's License

= Receipt for a replacement of a lost, Recaipt for a replacement of a lost, stolen, or Receipt for a replacement of a lost, stolen, or AND y Native American Tribal Document (List
stolen, or damaged List A document. | % | damaged List B document. damaged List € document. B)

» Form 1-94 issued to a lawiul List C
permanent resident that contains an y Day-care or Nursery School Record
1551 stamp and a photograph of the (under age 18)
individual.

. 5 Document Title 1 y Clinic, Doctor, or Hospital Record

» Form |-94 with *RE” notation or

refuges stamp issued to a refuges
*Refer to the jons page on 19 Cantral for more Document presented is a receipt vV I

First Day of Employment (mm/dd/yyyy): 84/19/2024 EI (See instructions for exemptions)

IMPORTANT! First Day of Employment is same Pro-Tip! Only mark off the “Document presented is

as First Day Worked, same as Hire Date and a receipt” box IF a receipt is provided for a lost,
same as First Time Punch. damaged or stolen document.
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FORM 1-9 JOB AID

Document Examples

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

Form |-9 Assistance

Use this option to request
assistance with completing a
Form I-9 or send in missing Form
I-9 documents.

Department of Homeland Security % &
U.S. Citizenship and Immigration Services 1‘797, Notice of Action

RECEIPT NUMBER CASETYPE 1821 /I-821D

10E123000005000
RECEIPT DATE PRIORITY DATE APPLICANT
August 29, 2012 SMITH, JOHN
NOTICE DATE PAGE

October 12, 2012 |1 of 1

Notice Type: Approval Notice

John Smith
Valid from 10/12/2012 to 10/11/2014

100 Main Street
Anytown, D.C. 12345

e e = et e

Notice of Deferred Action:

This notice is to inform you regarding U.S. Citizenship gnd Immigration Services's (USCIS) decision on. your Form I-821D,
“hildohood Arrivals, ™

Consideration of Dererred Action ror

Deferred action is an

This is a restricted social security card
e and CANNOT be used or accepted as
i s L s s employment authorization, please ask
1 e e i e o psrss G, o i, Team Member to provide another
YR document to show authorization for

employment.

USCIS, in the exercise of its prosecutorial discretion, has decided o defer sction in your Case.
exercise of prosecutorial discretion

1 in effect for 2 year

not provide permission to travel outside of th

You are required to notify USCIS if you change your address
report a new address. That form may be found at www.uscis.g

NOTICE: 'USCES and the U.S. Department of Homeland Secur 3)| zeserve the right to verify tr
this request and/or supgor y with applicable laws,
authorities. Methods used for ver N clude, but are mot 1

e provided an o
roceedings are initia

Bl ' The I-797, is a Notice of
Action and can only be
accepted with an expired
employment
authorization document,
such as an Employment
Please see the additional information on the back. You will be notified separately about any other cases you filed. AUth o rlzatlo n DOC ume nt/
W s ) Card or Permanent

P O BOX 851488 - DEPT A .
MESQUITE ~TX‘ 75185-1488 Resident Card

Customer Service Telephone: (800) 375-5283

Form 1-797 (Rev. 01/31/05) N
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FORM 1-9 JOB AID

Document Examples

Attachments

Don’t forget to
upload DHS —
and List A e
Documents <>
Most common attachments N Wl - Al W

weckocn PO Lt partzerunce
S, (e i oo
W AT A T s

N et e, (4 MPOPRTTE e e e T -

U.S. Passport Book
FRONT and BACK Barcode
Issuing authority
The United States Department of State

& G SR P s Comem § Rurte B

AR RN

U.S. Passport Card
FRONT and BACK
Issuing authority

b bt st smipg B The United States Department of State
8101017M1911297USA<<0754052296
TRAVELER<K<KHAPPY<<K<LLLLLLLLLLKLKKLK

corsr 99926373 N OG 00 AT 0T T 0

Permanent Residence Card
FRONT and BACK
Issuing authority
The United States Citizenship and
Immigration Services (USCIS)

SPECIHEN<<TE$T<VOID<<<<<<<<<<<

um SO IR -

>4 ""E Employment Authorization Card
FRONT and BACK

g

SPECIMEN<SLSTESTLCVOID<<L<CCL<LLLLL

v
MCUMENT NUMSER v....-.mw . A
T . e ———— Issuing authority
400 ; The United States Citizenship and
imans S AL T0s RCO000000 701 < . ; .
- $r 2001012M1105108BRA<<<<<<<<<<<5 Immigration Services (USCIS)

DOCUMENT
EXPIRATION DATE

of Central & Northern Arizona
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