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

1. After verifying your Employee’s information in Section 1, examine each document presented and note the details in List A or
List B & List C. See example. Only accept unexpired, original documents. No photocopies.
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Print the date of the Employee’s first day of work.

Enter Employer's Last Name, First Name, and Title.

Sign and date the form.

Enter the date you signed the form. Must be within 3 days of Employee’s first day of work.
Complete Form I-9 by filling in Employer’s information.

Submit Form |-9 to Consumer Direct with the Employee Packet.
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