
Completing Section 1, Employee Information and Verification 

When completing Form I-9, you must make available to your employee the complete instructions to the 
form and the List of Acceptable Documents. Your newly hired employee must complete and sign Section 
1 of Form I-9 no later than their first day of employment.  

 On their first day of employment (i.e., the actual commencement of employment of an employee 
for wages or other remuneration referred to as date of hire in the DHS regulations). 

 Before their first day of hire, if you have offered the individual a job and if they have accepted the 
offer. 

 Full legal name 
 Other names used, if applicable (e.g., maiden name) 
 Current address, including street name and number (no P.O. Box), city, state and ZIP code 
 Date of birth  
 Check mark next to the appropriate box to indicate whether they are a U.S. citizen or national, 

lawful permanent resident of the United States, or an alien authorized to work in the United States. 
 Alien Registration/USCIS or Form I-94 Admission number and the date employment authorization 

expires  (if applicable) 
 Signature and date 
 Social Security number 

Additionally, employees may provide their: 

 Telephone Number. 
 E-mail Address. 

 

http://www.uscis.gov/node/41230
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Completing Section 2, Employer Review and Verification  

Employers must complete and sign Section 2 of Form I-9 within three business days of the date of hire of 
their employee (the hire date means the first day of work for pay). For example, if your employee began 
work for pay on Monday, you must complete Section 2 by Thursday of that week. If the job lasts less 
than three days, you must complete Section 2 no later than the first day of work for pay. 

Employee Responsibilities for Section 2 

Employees must present unexpired original documentation that shows the employer their identity and 
employment authorization. Your employees choose which documentation to present. 

Employees must present: 

 One selection from List A; or 
 One selection from List B in combination with one selection from List C.  

Employer Responsibilities for Section 2 

An employer or an authorized representative of the employer completes Section 2. Employers or their 
authorized representatives must physically examine the documentation presented and sign the form. 
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