
Select your citizenship status by marking the box next to the option that pertains to you.  
   Enter your document numbers if you checked the box for item number 4. 

Anytime an employee has accepted a job offer, they must complete the Form I-9 on or before their first day of work for pay. The 
employee will complete Section 1 of Form I-9, and when they are finished, the employer will complete Section 2. The 
employer must complete Section 2 of Form I-9 no later than 3 days after the employee’s first day of work for pay. Refer to 
specific instructions below for additional information.

Complete the required demographic fields. No field may be left blank, use N/A where information isn’t relevant 
(ex. middle name, other last name, apt. number, etc)

Sign and date your Form I-9.
   If a preparer and/or translator assisted you in completed Section 1 of your Form I-9, there is a Preparer and/or Translator 
   Certification on Supplement A (page 3) they must complete.

Once you have finished Section 1 of your Form I-9, please have your Documents ready for your Employer to review in order 
to complete Section 2. Please see a List of Acceptable Documents below for reference.

Complete Form I-9 Section 1

HOW TO

Overview

Instructions
1.

2.

3.

120230912

E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y.



220230912

E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y.


