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Obtaining Form I-9
and the M-274

This Handbook includes one copy of Form I-9,
which may be photocopied. You may also down-
load a PDF version of the form from the U.S.
Citizenship and Immigration Services (USCIS) Web
site at www.uscis.gov. Should you wish to order
forms by telephone, call USCIS toll-free at 1-800-
870-3636.
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Part One

Why Employers Must Verify Employment
Authorization and Identity of New Employees

In 1986, Congress reformed U.S. immigration laws. These
reforms, the result of a bipartisan effort, preserved the
tradition of legal immigration while seeking to close
the door to illegal entry. The employer sanctions provi-
sions, found in section 274A of the Immigration and
Nationality Act (INA), were added by the Immigration
Reform and Control Act of 1986 (IRCA).These pro-
visions further changed with the passage of the
Immigration Act of 1990 and the Illegal Immigration
Reform and Immigrant Responsibility Act (IIRIRA) of
1996.

Employment is often the magnet that attracts individu-
als to reside in the United States illegally. The purpose of
the employer sanctions law is to remove this magnet by
requiring employers to hire only individuals who may
legally work here: citizens and nationals of the United
States, lawful permanent residents, and aliens authorized
to work. To comply with the law, you must verify the
identity and employment authorization of each person
you hire, complete and retain a Form I-9 for each em-
ployee, and refrain from discriminating against individu-
als on the basis of national origin or citizenship. (See Part
Four for more information on unlawful discrimination.)

Form I-9 helps employers to verify individuals who are
authorized to work in the United States. You should com-
plete a Form I-9 for every new employee you hire after
November 6, 1986.

This Handbook provides guidance on how to properly
complete Form I-9, and answers frequently asked ques-
tions about the law as it relates to Form I-9.

The Homeland Security Act

The Homeland Security Act of 2002 created an executive
department combining numerous federal agencies with
a mission dedicated to homeland security. On March 1,
2003, the authorities of the former Immigration and
Naturalization Service (INS) were transferred to three
new agencies in the U.S. Department of Homeland
Security (DHS): U.S. Citizenship and Immigration
Services (USCIS), U.S. Customs and Border Protection
(CBP), and U.S. Immigration and Customs Enforcement
(ICE).The two DHS immigration components most
involved with the matters discussed in this Handbook are
USCIS and ICE. USCIS is responsible for most documen-
tation of alien employment authorization, for Form I-9
itself, and for the E-Verify employment eligibility verifi-
cation program. ICE is responsible for enforcement of the
penalty provisions of section 274A of the INA, and for
other immigration enforcement within the United States.

Under the Homeland Security Act, the U. S. Department
of Justice (DOJ) retained certain important responsibili-
ties related to Form I-9 as well. In particular, the Office
of Special Counsel for Immigration-Related Unfair
Employment Practices (OSC) in the Civil Rights Division
is responsible for enforcement of the anti-discrimina-
tion provisions in section 274B of the INA, while the
Executive Office for Immigration Review (EOIR) is
responsible for the administrative adjudication of cases
under sections 274A, 274B, and 274C (civil document
fraud) of the INA.






Part Two
Completing Form I-9

You must complete Form I-9 each time you hire any
person to perform labor or services in the United States
in return for wages or other remuneration. This require-
ment applies to everyone hired after November 6, 1986.

Ensure that the employee fully completes Section 1 of
Form I-9 at the time of hire — when the employee be-
gins work. Review the employee’s document(s) and fully
complete Section 2 of Form I-9 within 3 business days of
the first day of work.

If you hire a person for less than 3 business days,
Sections 1 and 2 of Form I-9 must be fully completed
when the employee begins work.

You DO NOT need to complete a Form I-9 for persons
who are:

1. Hired before November 7, 1986, who are continu-
ing in their employment and have a reasonable
expectation of employment at all times;

2. Employed for casual domestic work in a private
home on a sporadic, irregular, or intermittent basis;

3. Independent contractors; or

4. Providing labor to you who are employed by a con-
tractor providing contract services (e.g., employee
leasing or temporary agencies).

5. Not physically working on U.S. soil.

NOTE: You cannot contract for the labor of an alien if
you know the alien is not authorized to work in the
United States.

Section 1

Have the employee complete Section 1 when he or she
begins to work by filling in the correct information and
signing and dating the form. Ensure that the employee
prints the information clearly.

If the employee cannot complete Section 1 without
assistance or if he or she needs Form I-9 translated,
someone may assist him or her. The preparer or transla-
tor must read the form to the employee, assist him or her
in completing Section 1, and have the employee sign or
mark the form in the appropriate place. The preparer or
translator must then complete the Preparer/ Translator
Certification block on Form I-9.

You are responsible for reviewing and ensuring that your
employee fully and properly completes Section 1.

NOTE: Providing a Social Security number on Form I-9
is voluntary for all employees unless you are an employer
participating in the USCIS E-Verify Program, which re-
quires an employee’s Social Security number for employ-
ment eligibility verification. You may not, however, ask an
employee to provide you a specific document with his or
her Social Security number on it. To do so may constitute
unlawful discrimination. For more information on the
E—Verify Program, see Part Six. For more information on
unlawful discrimination, see Part Four.



Section 1. Employee Information and Verification (To be completed and signed by emplayee at the time employment begins.)

Print Mame:  Last First Middle Initial | Maiden Name
@ Doe John A

Address (Sireer Name and Naniber) ApL W Date of Birth (menihdayyear)
@123 Main Street 1 01/01/1952 @

City State Zip Code Socinl Security #
@w;lshinqton i 20011 000=00=-0000 @

1 am aware that federal law provides for
imprisonment and/or fines for false statements or
use of false documents in connection with the
completion of this form.

1 anest, under penalty of perjury, that | am {check one of the following):

O A citizen of the United States

D A noncitizen national of the United States (see instructions) @

] A tawful permanent resident (Alien #)

[X] An alien authorized to work {Alien # or Admission #) 00000000000
until {expiration date, if applicable - monthidmyiear)  02/28/2011

@Emlﬁ}u s Signature T‘-{/

Date fmonthidaydvear)  p2 20 /2009

arer and/or Translator Certification (7o be completed and signed if Section | is prepared by a person other than the employee.) | aitest, wnder
v af perjury, that [ have assisted in the completion of this form and that to the best of my knowledge the information is true and correct,

PrepareraTranslator's Signature

®.

;ﬂdl‘tﬂ (Srreet Mame and Number, City, Stave, Zip Code)

123 Main Street,

Print Name
Jane Doe @
Dute fmomibidayiarar)
Apt. 2, Washington, DC 20011 02/20/2009

Figure 1: Instructions for Completing Section 1: Employee Information and Verification

@ Employee enters full name and maiden name, if applicable.

@ Employee enters current address and date of birth.

©

Employee enters his or her city, state, ZIP Code, and Social Security number. Entering the Social Security num-
ber is optional unless the employer verifies employment authorization through the USCIS E-Verify Program.

@ Employee reads warning and attests to his or her citizenship or immigration status.

@ Employee signs and dates the form.

©

the employee by completing this signature block.

If the employee uses a preparer or translator to fill out the form, that person must certify that he or she assisted

Section 2

The employee must present to you an original document
or documents that establish identity and employment
authorization within 3 business days of the date employ-
ment begins. Some documents establish both identity
and employment authorization (List A). Other docu-
ments establish identity only (List B) or employment
authorization only (List C). The employee can choose
which document(s) he or she wants to present from the
Lists of Acceptable Documents. This list appears in Part
Eight and on the last page of Form I-9.

Examine the original document or documents the
employee presents and then fully complete Section 2 of

Form I-9.You must examine one document from List A,
or one from List B AND one from List C. Record the title,
issuing authority, number, and expiration date (if any)
of the document(s); fill in the date of hire and correct
information in the certification block; and sign and date
Form I-9.You must accept any document(s) from the
Lists of Acceptable Documents presented by the indi-
vidual that reasonably appear on their face to be genuine
and to relate to the person presenting them. You may not
specify which document(s) an employee must present.

NOTE: If you participate in the E-Verify Program, you
may only accept List B documents that bear a photo-
graph.




Section 2. Employer Review and Verification (To be ca.mrfe*.red artd signed by employer. Examine one document from List A OR
exantine one document from List B and ene from List C, as listed on the reverse of this form, and record the title, number, arnd
expiration date, if any, af the document{s).)

@w List A
ument title:  EAD

Issuing anthority:  DHS /USCIS
Documen #:  LIN1234567891

List B AND ListC

Expiration Date (ifamy: 0272872011
Dacument &

Exparation Date (Gf aeryd:

CERTIFICATION: I attest, under penalty of perjury, that | have examined the document(s) presented by the above-named employee, that
the above-listed document(s) appey@ tNbe genuine and to relate to the employvee named, that the employee began employment on
{month/dayivear) 02/20/2009

hat to the best of my knowledge the employee is authorized to work in the United States. (State
employment agencies may omit the @te the employee began employment.)

ignature of Employer or Authorized Representative Print Mame Title
y John Smith Manager
Business Br Organization Narme and Address (Streer Name and SNumber, City, Sate, Zip Code) Date {montivdayvear)
Burger Corp., 123 5. Main Street, Washington, DC 20011 02/23/200%9

Figure 2: Section 2: Employer Review and Verification

@ Employer records document title(s), issuing authority, document number, and the expiration date from original
documents supplied by employee. See Part Eight for the Lists of Acceptable Documents.

NOTE: You may use abbreviations for commonly used documents, e.g., DL for driver’s license and SS for Social
Security.

@ Employer enters date employment began.

@ Employer attests to examining the documents provided by filling out the signature block.

In certain Circumstances) employers) recruiters’ and aCceptab].e pTOOf Of employment authorization on Form
referrers for a fee must accept a receipt in lieu of a List I-9. Receipts are never acceptable if employment lasts less
A, List B, or a List C document if one is presented by than 3 business days.

an employee. A receipt indicating that an individual has
applied for initial employment authorization or for an
extension of expiring employment authorization is NOT

Some examples of receipts and temporary employment
authorization documents an employee can present are

listed in the tables below:
Table 1: Receipts

Is this receipt What must the

. Who may present R How long is this employee present at
Receipt . L employment . . .
this receipt? e receipt valid? the end of the receipt
authorization validity period?
and/or identity? yp :
A receipt for a replacement All employees A receipt fulfills 90 days from The actual document for
of a lost, stolen, or damaged the verification date of hire or, for which the receipt was
document requirements of reverification, the issued

the document for date employment
which the receipt authorization expires
was issued (can
be List A, List B, or
List C)




Receipt

Who may present
this receipt?

proof of
employment
authorization

Is this receipt

and/or identity?

How long is this
receipt valid?

What must the
employee present at
the end of the receipt
validity period?

The arrival portion of the Form

Lawful Permanent

Employment

Until the expiration

The actual Form |-551

I-94 or 1-94A containing a Residents authorization and date of the Temporary (Permanent Resident
Temporary |-551 stamp and identity I-551 stamp or, if no Card, or green card)
photograph (List A) expiration date, 1 year
from date of issue

The departure portion of Form Refugees Employment 90 days from An unexpired EAD (Form
I-94 or I-94A with an unexpired authorization and | date of hire or, for |-766) or a combination
refugee admission stamp identity reverification, the of a valid List B document

(List A) date employment and an unrestricted

authorization expires

Social Security card

When the employee provides an acceptable receipt, record
the document title in Section 2 of the Form I-9 and write the
word “receipt” and its document number in the “Document

#” space. When the employee presents the actual document,
cross out the word “receipt” and any accompanying document
number, insert the number from the actual document present-

ed, and initial and date the change.

Table 2:Temporary Employment Authorization

Some examples of documents that employment-authorized
aliens with unique or temporary employment authorization
may present to employers are listed in the table below.

Document(s)

Who may present this
document?

Is this document proof of
employment authorization
and/or identity?

How long is this
document valid?

An Employment Authorization Document (EAD)
(Form I-766) that is expired on its face, but that
has been automatically extended by a Federal
Register notice. The Federal Register notice
will describe, based on unique notations on
the cards, which EADs have been automatically
extended. (To minimize confusion over this
extension at the time of hire or reverification,
qualified individuals may present a copy of the
applicable Federal Register notice regarding
the auto-extension of employment authorized
status.)

Individual with
Temporary Protected
Status (TPS)

who qualifies for
automatic extension

of employment
authorized status as
announced in the
Federal Register notice

Employment authorization
and identity (List A)

Validity period is the
period stated in the
Federal Register notice

A foreign passport, a Form 1-94 or I-94A
indicating H-1B nonimmigrant status, and
Form I-797 indicating USCIS’ receipt of the H-
1B petition

H-1B nonimmigrant
who is changing
employers and is
authorized to begin
working for the new
employer at the time
the new employer files
a petition on his or her
behalf

Employment authorization
and identity (List A)

Until the date of USCIS’
written decision




Document(s)

Who may present this
document?

Is this document proof of
employment authorization
and/or identity?

How long is this
document valid?

An expired EAD (Form |-766 issued for post-
completion Optional Practical Training (OPT)
issued under category (¢)(3)(i)(B) or the
17-month OPT STEM extension issued under
category (c)(3)(i)(C)) combined with a Form
I-20 endorsed by the F-1 student’s DSO and
the USCIS receipt notice (Form I-797), showing
receipt of the H-1B petition

If the receipt notice has not yet been issued,
the expired EAD and Form I-20 are sufficient

F-1 student whose
employment
authorization has
been automatically
extended under the
“cap gap” until his

or her employment
start date as an H-1B
nonimmigrant

Employment authorization
and identity (List A)

Until September 30 of
each year, or until the
H-1B petition is rejected,
denied, or withdrawn

If the student presented
a Form |-20 without

a receipt notice, the
employer must reverify
upon the expiration
date noted on the Form
I-20 (but not later than
September 30 of each
year)

An expired EAD (Form I-766 issued for post-
completion OPT, issued under category (c)(3)
(i)(B)), combined with a Form I-20 endorsed
by the F-1 student’s DSO recommending the
STEM extension and the USCIS receipt notice
(Form 1-797) showing timely filing of the STEM
extension application

F-1 student whose
employment
authorization has been
automatically extended
until his or her OPT
STEM extension is
adjudicated

Employment authorization
and identity (List A)

Until the date of USCIS’
written decision, but

not to exceed 180 days
beginning on the date of
EAD expiration

A foreign passport, an expired Form [-94
or I-94A indicating employment authorized
nonimmigrant status, and a USCIS receipt
notice (Form I-797) indicating a timely filed
application for an extension of stay

Nonimmigrant* whose
status has expired

but who timely filed

an application for an
extension of status

Employment authorization
and identity (List A)

Authorized to continue
employment with the
same employer until
the date of USCIS’
written decision, but
not to exceed 240 days
beginning on the date
of Form [-94 or [-94A
expiration

A valid Form |-94 or I-94A with an asylee
approval stamp stating “asylum,” “granted
indefinitely,” or the appropriate provision of law
(274a.12(a)(5) or INA 208).

Asylee

Employment authorization
(List C)

This document does not
expire

An expired Permanent Resident Card (Form
I-551) and Form |-797 “Notice of Action” from
USCIS stating that the Permanent Resident
Card has been extended for 1 year

Conditional Lawful
Permanent Resident
who has applied

to have his or her
conditional status
removed

Employment authorization
(List C)

1 year from the original
expiration date on the
I-551

*A-3, E-1, E-2, G-5, H-1B, H-2A, H-2B, H-3, |, J-1 (specific categories), L-1A, L-1B, 0-1, 0-2, P-1, P-2, P-3, Q-1, Q-2, R-1, TN (per 8 CFR 274a.12 (b)(20))



Minors (Individuals Under Age 18)

If a minor — a person under the age of 18 — cannot pres-
ent a List A document or an identity document from List
B, complete Form I-9 as follows:

1. A parent or legal guardian must complete Section
1 and write “Individual under age 18" in the space
for the employee’s signature;

2. The parent or legal guardian must complete the
“Preparer/Translator Certification” block;

3. Write “Individual under age 18" in Section 2,
under List B; and

4. The minor must present a List C document showing
his or her employment authorization. You should
record the required information in the appropriate
space in Section 2.

Section 1. Empln]rﬁ Infﬂrmaﬁnn and Veril'lcll'lnn {To be completed and signed by employee at the time employment begins.)

Print Mame: Last First Middle Initial | Maiden Name

1 )Doe Jane B
Address (Streer Newne and Nuntber) Apt ¥ Date of Birth fmonthidiryyear)
123 Cross Street 1 05/15/1993
Ciry State Zip Code Social Security #
Washington bC 20011 000-00-0000

1 am aware that federal law provides for
imprisonment and/or fines for false statements or
use of false documents in connection with the
completion of this form.

1 astest, under penalty of perjury, that [ am (check one of the following):
[®] A citizen of the United States
[] A noncitizen national of the United States (see instructions)
[ A tawful permanent resident (Alien 8
[] An alien sushorized to work {Alien # or Admission ¥)
uniil {expiration date, if applicable - mombidaoyivear)

Date (monthidayivear) 0z /2072009

1) -
O““‘"“”‘Eﬂ?ﬁ‘;‘ﬂmm. VNDER. AGE 18 '
Preparer and/or Translator Certification To be compiletad and signed if Section | is prepared by a person other than the emplovee,) | atest, under

nalty of perjury, that ] kave assisted in the completion of this form and that to the best of my knowledpe the information is true and correct.

Pmpa‘rcr'iﬂ‘mnsla‘bm‘! Signature Print Mame

&‘, John Doe

Address (Street Nmamd‘h‘umb:r City, State, Zip Code) Date fmanth/day/rear)
123 Cross Street, Apt. 1, Washington, DC 20011 02/20/2009

Section 2. Employer Review and Verification (To be leted and signed by over. Examine one document from List A OR
examtine one document from List B and one from Lise C, isted on the reverse of this form, and record the ritle, number, and

expivation date, i any, of the document{s).) 3

List A OR N/ ListB AH@ List C
Document title: Individual under age 18 Social Security Card
Issuing suthority: SSA 000~-00-0000
Daocument #:

Expiration Date {if any):

Document #:

Expiration Date (I any):

CERTIFICATION: | attest, under penalty of perjury, that | have examined the document(s) presented by the above-named employee, that
the above-listed document(s) appear to be genuine and to relate to the employee named, that the emplovee began employment on
{monthidayivear) 02/20/2009 and that to the best of my knowledge the employee is authorized to work in the United States. (State
employment agencies may omit the date the employee began employment.)

Signa Emptoy!f-:rrmnlnmui Fepres ive Print Hame Title
- John Smith Floor Manager
or Organiziion Name and Address (Street Nawe and Number, Gily, Shale, Zip Lode) Date (monthday/vear)
Warm Coat Co. 456 5. Main Street, Washington, DC 20013 0272372009

Figure 3: Completing Form I-9 for Minors

A parent or legal guardian of a minor employee completes Section 1 and writes, “Individual under age 18” in

signature space.

10



@ A parent or legal guardian completes the Preparer and/or Translator block.

@ Enter “Individual under age 18" under List B and records the List C document the minor presents.

Employees With Disabilities (Special 2. The representative, parent or legal guardian must
Placement) complete the “Preparer/Translator Certification”
block;

If a person with a disability, who is placed in a job by a

nonproﬁt organization, association, or as part of a reha- 3. Write “Special Placement” in Section 2, under
bilitation program, cannot present a List A document or List B: and

an identity document from List B, complete Form I-9 as

follows: 4. The employee with a disability must present a List C

document showing his or her employment autho-

1. A representative of the nonprofit organization, a rization. Record the required information in the

parent or a legal guardian must complete Section 1
and write “Special Placement” in the space for the
employee’s signature;

appropriate space in Section 2.

Section 1. Employee Information and Verification (70 be completed and signed by emplayee at the time emplayment begins.)

Print Mame:  Last First Middle Initial | Maiden Mame

Doe Jehn T

Address (Srees Name and Number) Apt, # Drte of Birth (momthidajoear)
123 Side Street 1 0%/06/1987

Ciry Stmie Zip Code Socaal Security ¥
Washington e 20011 000-00-0000

I am aware that federal law provides for 1 lnm.u.n-.dﬂpﬂulwof_pnjuy.lhl 1 am {check one of the fallowing):

imprisonment and/or fines for false statements or (3] A citizen of the United States _ _

use of false documenis in connection with the [ A noacitizen national of the United States (sce instructions)

completion of this form. [ A tawfial permanent resident {Alien #)

D An alien suthorized 1o work (Alien ¥ or Admission #)
ugitil (expiration dase, if spplicable - monthidmyear)

Employec’s 5

" et SPECIAL PLACEMENT™  Defmonibidntyear) 02/20/2009

P rer andfor Translator Certification (To be completed and signed if Section I is prepared by o person other than the emplovee,) | attess, under
of perjiury, that | have assisted in the complenon of this form and that fo the best of oty knowledge the iformation is true and correct,

ladioe's S gnatare Print Name
@ ?97,7; /-‘7“_-‘44{..& Jane Smith
A Name and Number, Ciry, State, Zip Code) Date fmonthidayiear)
073‘“ in/ﬁ.venue; Suite 1, Washington, DC 20011 02/20/2009
Section 2. Employer Review and Verification (To be eted and signed by employer. Examine one document from List 4 OR

examine one document from List 8 and one from List C, as listed on the reverse of this form, and record the title, number, and
expiration date, if any, of the documenifs).)

List A OR List B AND List C
Drocumest tile: Special Flacement Social Security Card
Izsuing autharity: P S5A 000-0020000
Document #: ( 3 ) ( 3 )
Document #:
Expiration Date {if amy):

CERTIFICATION: I attest, under penalty of perjury, that | have examined the documeni(s) presented by the above-named loyee, that
the above-listed dmnmt{:}{:sgur to be genuine and to relate to the employee named, that l':u enphy:{ began emphymm g '

{monthidayivear) 02/20/2 and that to the best of my knowledge the employee Is authorized to work In the United States. (State
employment agencies may omit the date the employee began employment.)

Signature of Employer or Authorized Fepresentative I Name Title

e Jane Doe Owner
Busi ar nﬂmNmmmmﬁ‘frmMmﬂdm.{w,mﬁuCu&) Deate (marcdkayyear)
A Restaurant, 321 5. Main Street, Washington, DC 20011 D2/23/20049

Figure 4: Completing Form I-9 for Employees with Disabilities (Special Placement)

11



@ A representative of a nonprofit organization, parent or legal guardian of an individual with a disability com-
pletes Section 1 and writes, “Special Placement” in signature space.

@ The representative, parent, or legal guardian completes the Preparer and/or Translator block.

@ Enter “Special Placement” under List B and records the List C document the employee with a disability presents.

Future Expiration Dates

Future expiration dates may appear on the employment
authorization documents of aliens, including, among
others, permanent residents and refugees. USCIS includes
expiration dates even on documents issued to aliens with
permanent employment authorization. The existence of a
future expiration date:

1. Does not preclude continuous employment authori-
zation,;

2. Does not mean that subsequent employment autho-
rization will not be granted; and

3. Should not be considered in determining whether
the alien is qualified for a particular position.

Considering a future employment authorization expira-
tion date in determining whether an alien is qualified for
a particular job may constitute employment discrimina-
tion. (See Part Four.) However, as described below, you
may need to reverify the employee’s authorization to
work when certain List A or List C documents expire.

Reverifying Employment Authorization for
Current Employees

When an employee’s employment authorization expires,
you must reverify his or her employment authorization.
You may use Section 3 of Form I-9, or, if Section 3 has
already been used for a previous reverification or update,
use a new Form I-9. If you use a new form, write the
employee’s name in Section 1, complete Section 3, and
retain the new form with the original. The employee
must present a document that shows either an exten-
sion of his or her initial employment authorization or
new employment authorization. If the employee cannot
provide you with proof of current employment authori-
zation (e.g., any document from List A or List C, includ-
ing an unrestricted Social Security card), you cannot
continue to employ that person.

NOTE: Do not reverify List B identity documents, such as
a driver’s license.

12

To maintain continuous employment authorization, an
employee with temporary employment authorization
should timely file for new employment authorization

or an extension of stay prior to the expiration of his or
her current document or authorized period of stay. If the
employee is authorized to work for a specific employer
and has filed an application for an extension of stay, he or
she may continue employment with the same employer
for up to 240 days from the date the authorized period
of stay expires. If an employee has timely filed for new
employment authorization and USCIS fails to adjudicate
that application within 90 days, the employee will be
granted an employment authorization document for a
period up to 240 days.

NOTE: You must reverify an employee’s employment
authorization on Form I-9 not later than the date the
employee’s employment authorization expires.

Reverifying or Updating Employment
Authorization for Rehired Employees

When you rehire an employee, you must ensure that
he or she is still authorized to work. You may do this by
completing a new Form I-9 or you may reverify or up-
date the original form by completing Section 3.

If you rehire an employee who has previously completed
a Form I-9, you may reverify on the employee’s original
Form I-9 (or on a new Form I-9 if Section 3 of the origi-
nal has already been used) if:

1. You rehire the employee within 3 years of the ini-
tial date of hire; and

2. The employee’s previous grant of employment
authorization has expired, but he or she is now
eligible to work under a new grant of employment
authorization; or

3. The employee is still eligible to work on the same
basis as when Form I-9 was completed.



To reverify, you must:
1. Record the date of rehire;

2. Record the document title, number and expira-
tion date (if any) of the document(s) the employee
presents;

3. Sign and date Section 3; and

4. If you are reverifying on a new Form I-9, write the
employee’s name in Section 1.

To update, you must:

1. Record the date of rehire and the employee’s new
name, if applicable;

2. Sign and date Section 3; and

3. If you are updating on a new Form I-9, write the
employee’s name in Section 1.

You may complete Sections 1 and 2 on a new Form I-9
instead of completing Section 3 when rehiring employ-
ees.

NOTE: You must complete a new Form I-9 if the version
of the form you used for the previous verification has
since been replaced by a newer version.

Section 3. Updating and Reverification r‘?n be completed and signed by emplaver.)

@A. New Name fif applicable)

B. Date of Rehire fmonthiday/vear) {if applicable)

Document Title:  EAD

Document &:

e —————————————— e e S
1 atiesi, under penaliy of perjury, thai to the best of my knowledge, this employee is authorized to work in the United States, and if the employee presented
documentis, the document(s) | have examined appear fo be genuine and to relate to the individual,

C wee's previous grant of work authorization bas expired, provide the information below for the document that establishes current employment agthorizaticn.

LIN1234567892  Expirution Dute (ifamy: 02/28/2013

Sign Empl ror Auwlhorized

Dute fmontholayyvear)
02/28/2011

Figure 5: Reverification of Employment Authorization for Current Employees and Rehires

@ Record the employee’s new name, if applicable, and date of rehire, if applicable.

@ Record the document title, number, and expiration date (if any) of document(s) presented.

@ Sign and date.

NOTE: You may also fill out a new Form I-9 in lieu of filling out this section.
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Part Three

Photocopying and Retaining Form I-9

Employers must retain completed Forms I-9 for all em-
ployees for 3 years after the date they hire an employee,
or 1 year after the date employment is terminated,
whichever is later. These forms can be retained in paper,
microfilm, microfiche, or electronically.

To store Forms I-9 electronically, you may use any elec-
tronic recordkeeping, attestation, and retention system
that complies with DHS standards, which includes most
commercially available off-the-shelf computer programs
and commercial automated data processing systems.
However, the system must not be subject to any agree-
ment that would restrict access to and use of it by an
agency of the United States. (See Electronic Retention of
Forms I-9 below.)

Issues Relating to Merging or Successive
Companies

If you acquire a business and its employees, you may
choose to keep the previous owner’s Forms I-9 for each
acquired employee, but you are responsible for any er-
rors or omissions in them. To avoid this liability, you may
choose to complete a new Form I-9 for each acquired
employee. If you do so, you must do so uniformly for all
of your acquired employees, without regard to actual or
perceived citizenship status or national origin.

Paper Retention of Forms I-9

Form I-9 can be signed and stored in paper format.
Simply photocopy or print a complete, blank Form I-9.
Ensure that the employee receives the instructions for
completing the form.

When copying or printing the paper Form I-9, you may
photocopy the two-sided form by making either double-
sided or single-sided copies.

You may retain completed paper forms onsite, or at an
off-site storage facility, for the required retention period,
as long as you are able to present the Forms I-9 within

3 days of an inspection request from DHS, OSC, or U.S.
Department of Labor (DOL) officers.

Microform Retention of Forms I-9

You may store Forms I-9 on microfilm or microfiche. To
do so:

1. Select film stock that will preserve the image and
allow its access and use for the entire retention pe-
riod, which could be upward of 20 years, depend-
ing on the employee and your business.

2. Use well-maintained equipment to create and view
microfilms and microfiche that provides clear view-
ing, and can reproduce legible paper copies. DHS
officers must have immediate access to clear, read-
able documents should they need to inspect your
forms.

3. Place indexes either in the first frames of the first
roll of film, or in the last frames of the last roll
of film of a series. For microfiche, place them in
the last frames of the last microfiche or microfilm
jacket of a series.

Remember: Forms I-9 must be stored for 3 years after
the date you hire an employee, or 1 year after the date
you or the employee terminates employment, whichever
is later. For exa