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Filling Out the I-9 

The I-9 is a federally required document used to verify employment authorization and identity 

for all new employees. To correctly fill out an I-9, USCIS has specific rules that need to be 

followed.  

------------------------------------------------------------------------- 

SECTION 1: Employee Responsibility 

Section 1 will be filled out by the New Hire on their first day, as the first order of business 

before any work is performed. They will fill out their name, personal information, check an 

applicable box for citizenship status, and sign and date the bottom. 

NOTE: If a preparer and/or translator completes the form rather than the employee 

themselves, they would fill out the information in that section accordingly. Otherwise, 

leave blank. 

------------------------------------------------------------------------- 

SECTION 2: Employer Responsibility 

• Enter the New Hire’s personal information.  

• Enter the information from the New Hire’s provided identification document(s).  
o New Hires must present an unexpired document from List A -OR- an unexpired 

document each from List B AND C. 

o See page 2 for the Lists of Acceptable Documents. 

o You must personally review these documents and match them to the New 

Hire. This must be done in-person unless covered by a COVID-19 exception 

granted by the USCIS.  

o You cannot dictate which documents a New Hire must present, and you must 

accept any document(s) from the Lists of Acceptable Documents that reasonably 

appear to be genuine and match your New Hire. 

• Enter the date of hire. 

• Complete your information in the box at the bottom of the section. 

------------------------------------------------------------------------- 

SECTION 3: Only used for Reverification and Rehires 

• Fill out Section A if your employee has a name change. 

• Fill out Section B if your employee is rehired within 3 years of the date that Form I-9 was 
originally completed. 

• Fill out Section C if your employee’s employment authorization or documentation of 
employment authorization has expired. 

https://www.uscis.gov/i-9-central/handbook-for-employers-m-274/80-correcting-errors-or-missing-information-on-form-i-9
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