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Objectives

• To identify acceptable documents for I-9 
processing

• To review I-9 rules and regulations
• To discuss civil & criminal consequences • To discuss civil & criminal consequences 

of non-compliance



What is an I-9?

• It is a form issued by the Department of 
Homeland Security, U.S. Citizenship and 
Immigration Services.

• Verifies the identity and employment eligibility of 
anyone we hire after November 6, 1986.  It 
verifies that individuals are eligible to work in the verifies that individuals are eligible to work in the 
U.S.

• History
– Immigration and Nationality Act (June 1952)
– Immigration Reform and Control Act of 1986 (IRCA)
– Immigration Act of 1990
– Illegal Immigration Reform and Immigrant Responsibility 

Act of 1996 (IIRIRA) Changes expected in early 2006.



I-9 Process

• Complete the I-9 From within three (3) days of the 
employment date (physical presence at work site) 
every time you employ any  person to perform 
work.

• An employer cannot request that an employee 
present more or different documents than that are 
required.required.

• Ensure that the employee fully completes Section 
1 of the form at the time of the hire.

• Review the employee’s documents and fully 
complete Section 2 within three business days of 
the hire.

• If you hire someone for less than 3 business days, 
an I-9 still must be fully completed.



How to Complete the I-9

• Section 1
– Have the employee fill in the correct 

information and sign and date the form.
– You are responsible for reviewing and ensuring 

that your employees fully and properly that your employees fully and properly 
complete Section 1.

• Section 2
– Employees must present to you an original 

document or documents that establish identity 
and employment eligibility.

– You must examine the original document(s) 
and then fully complete Section 2.



Section 2 continued

• Record the title of the document, issuing authority, 
number and expiration date if any for each 
document.

• Fill in the date of hire.
• Complete the necessary information in the • Complete the necessary information in the 

certification block and sign it and date it.
• If any employee is unable to present the required 

documents within three business days of the date 
employment begins, they must present a receipt 
for the application for the documents within 3 
business days.



Document Retention

• You must retain I-9s for three years after 
the date employment begins or 1 year 
after the person’s employment is 
terminated, whichever is later.

• No place does it say to copy the 
documents presented.  It is my 
recommendation not to copy these for the 
I-9.  A copy of the SS Card is required by 
payroll though.



Future Expiration Dates

• You will need to re-verify the employee’s eligibility 
to work when any expiration date on the I-9 is 
reached.

• When an employee’s work authorization expires, 
you must re-verify their employment eligibility.  
You may use Section 3 of the I-9 Form.  If this has 
already been used, use a new I-9 Form.  If a new 
You may use Section 3 of the I-9 Form.  If this has 
already been used, use a new I-9 Form.  If a new 
I-9 is used print their name in Section 1 and 
complete Section 3 and retain the new form with 
the original.

• The employee must present a document that 
shows either an extension of the employee’s initial 
employment authorization or a new work 
authorization.



Rehired Employees

• A new I-9 is required or you may re-verify 
or update the original form by completing 
Section 3.

• You can re-verify if you rehire within three 
years of the initial date of hire and the years of the initial date of hire and the 
employee’s previous grant of work 
authorization has expired but they 
currently are eligible to work on a different 
basis or under a new grant of work 
authorization than when the original I-9 
was completed.



To Re-verify…

• Record the date of the rehire
• Record the document title, number and 

expiration date (if any) of any documents 
presented.presented.

• Sign and date Section 3



Individuals Under Age 18

• If a minor cannot present a document from List A 
or from List B then complete the I-9 in the 
following way:
– A parent or legal guardian must complete Section 1 and 

write “Individual under age 18” in the space for the 
employee’s signature, 

– The parent must complete the Preparer/Translator 
Certification block, 

– You should write “ Individual under age 18” in Section 2, 
List B, in the space after the words Document #, and

– The minor must present a List C document showing their 
employment eligibility.



The I-9 Form



Documents – List A (Documents that establish 
both identity and employment eligibility)

• U.S. Passport (unexpired or expired)
• Certificate of U. S. Citizenship (INS Form N-560 or N-

561)
• Certificate of Naturalization (INS Form N-550 or N-570)
• Unexpired Foreign Passport which:• Unexpired Foreign Passport which:

– Contains an unexpired stamp which reads “Processed for I-
551.  Temporary Evidence of Lawful Admission for permanent 
residence.  Valid until ____.  Employment authorized, “ or

– Has attached to it a Form I-94 bearing the same name as the 
passport and containing an employment authorization stamp, 
so long as the period of endorsement has not yet expired, and 
the proposed employment is not in conflict with any restrictions 
or limitations identified on the Form I-94. 



List A continued

• Alien Registration Receipt Card (INS I-151 or I-551) 
provided that it contains a photograph of the bearer.

• Unexpired Temporary Resident Card (INS Form I-688)
• Unexpired Employment Authorization Card (INS Form 

I-688A)I-688A)
• Unexpired reentry permit (INS Form I-327)
• Unexpired Refugee Travel document (INS Form I-571)
• Unexpired Employment Authorization Document 

issued by the INS which contains a photograph (INS 
Form I-688B)



Documents – List B (Documents that establish 
identity) (For individuals over 18 years of age)

• Driver’s license or ID Card issued by a state or outlying 
possession of the U. S. provided it contains a photograph or 
information such as name, DOB, sex, height, eye color and 
address).

• ID Card issued by federal, state or local government agencies or 
entities provided it contains a photograph or information such as 
name, DOB, sex, height, eye color and address.name, DOB, sex, height, eye color and address.

• School ID Card with photograph
• Voter’s registration card
• U.S. Military card or draft card
• Military dependent’s ID card
• US Coast Guard Merchant Mariner Card
• Native American tribal document
• Driver’s license issued by a Canadian governmental authority.



List B continued (Individuals under the age of 18)

• School record or report card
• Clinic, doctor or hospital record
• Day-care or nursery school record



Documents – List C (Establish employment 
eligibility)

• US Social Security Number Card other than one which has printed 
on its face “Not Valid For Employment.” Must be issued by the 
Social Security Administration.

• Certification of Birth Abroad issued by the Department of State 
(Form FS-545 or DS-1350).

• Original or certified copy of a birth certificate issued by a state, 
county, municipal authority or outlying possession of the US county, municipal authority or outlying possession of the US 
bearing an official seal.

• Native American tribal document
• US Citizen ID Card (INS Form I-197)
• IS Card for Use of Resident Citizen in the US (INS Form I-179)
• Unexpired employment authorization document issued by the INS.



Unlawful Employment

• Civil Penalties
– 1st Offense: Not less than $250 and not more than 

$2,000 for each unauthorized alien.
– 2nd Offense: Not less than $2,000 and not more than 

$5,000 for each unauthorized alien.
– Subsequent Offenses: Not less than $3,000 and not – Subsequent Offenses: Not less than $3,000 and not 

more than $10,000 for each unauthorized alien.

• Failing to comply with the I-9 Form Requirements 
the employer may face civil money penalties of 
not less than $100 and not more than $1,000 for 
each employee for who the I-9 was not properly 
completed, retained, and/or made available for 
inspection.



Criminal Penalties

• Engaging in a pattern or practice of 
knowingly hiring or continuing to employ 
unauthorized aliens.
– Persons or entities may face fines up to $3,000 

for employee and/or six months imprisonment.for employee and/or six months imprisonment.

• Engaging in fraud or false statements or 
otherwise misusing Visas, immigration 
permits and identity documents.
– Persons who use fraudulent identification for 

purposes of employment may be fined or 
imprisoned for up to 5 years or both. 



Questions Regarding the I-9 Form

• From Handbook for Employers (M-274) 
Part Seven.


