Eniployment Eligibility Verification - US'CIISg)
. Form I-

. Department of Homeland Security OMB No. 1615-0047

U.S. Citizenship and Immigration Services Expires 03/31/2016 .

$START HERE. Read Instructions carefully before completing thils form. The Instructions must be available during completion of this form.
ANTI-DISCRIMINATION NOTICE: Itis illegal fo discriminate against work-authorized individuals. Employars CANNOT specify which
document(s) they will accept from an employee. The refusal to hire an individual becauss the documentation presented has a future
expiration date may also constitute illegal discrimination.

Eifiploye "Iﬁf‘fi’i‘”‘jéﬁf.ﬁ‘fi‘”‘"
than theirst.dayof.ém j

Last Name (Famfly Nama} _ Flrst Name (Given Name) widdle Initial | Other Names Used (if any)

.| Address (Street Number and Name) Apt. Number | City or Town Stats Zip Cods

Date of Blrth (mmddiyyyy) -U‘S. Soclal Security Number | E-mall Address Telephone Number
i am aware that federal law provides for imprisonment andfor fines for false statements or use of false documents in
connection with the completion of this form. -

1 attest, under penalfy of perjury, that ] am (check one of the following):

[] A citizen of the United States

[ 1 Anoncitizen national of the United States (See instructions)

] A lawful permanent resident (Alien Reglstration Number/USCIS Number);

[] An alien authorized io werk until {expiration date, if applicabls, mm/ddfyyyy) _Soms aliens may write "N/A" in ¢his field.
(Ses instructions) ’ ,
For aliens authorized to work, provide your Alien Registration Number/USCIS Number OR Form [-94 Admission Number:
1, Alisn Registration Number/USCIS Number: T
3-D Barcode
CR Do Not Write In This Space

2. Form 1-84 Admission Number:

I you obtained your admission number from CBP in connection with your arrivat in the United
States, includs the following:

Foreign Passport Numbar:

Country of Issuance:
Some allens may write "N/A" on the Foreign Passport Numbsar and Country of Issuanca fields. (See instructions)

Slgnature of Employse: Date {mm/iddiyyy):

| attest, under penalty of perjury, that [ have assisted in the completion of this for
information is true and correct. ‘

m and that to the best of my knowledge the

Slgnature of Preparer or Translator: Date (mm/ddryyyy):
Last Nama (Famify Nama} First Name (Given Name)
Address (Strest Number and Name} Clty or Town State Zip Code
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Instructions for Employment Eligibility Verification USCIS

. Form I-9
Department of Homeland Security OMB No, 1615-0047
Expires 03/31/2016

U.S. Citizenship and Immigration Services

Read all instructions carefully before completing this form.

Anti-Discrimination Notice. It is illegal to discriminate against any work-authorized individual in hiring, discharge,
recruitment or referral for a fee, or in the employment eligibility verification (Form [-9 and E-Verify) process based on
that individual's citizenship status, immigration status or national origin. Employers CANNOT specify which,
document(s) they will accept from an employee. The refusal fo hire an individual because the documentation presented
has a future expitation date may also constitute illegal discrimination. For more information, call the Office of Special
Counsel for Immigration-Related Unfair Employment Practices (OSC) at 1-800-255-7688 (employees), 1-800-255-8155
(employers), or 1-800-237-2515 (TDD), or visit www.justice.cov/crt/about/osc,

the:Rurpose,of This|Hor

Employers must complete Form 1-9 to document verification of the identity and employment authorization of each new
employee (both citizen and noncitizen) hired after November 6, 1986, to work in the United States. In the Commonwealth
of the Northern Mariana Islands (CNMI), employers must complete Form 1-9 to document verification of the identity and

employment authorization of each new employee (both citizen and noncitizen) hired after November 27, 2011, Employers
should have used Form I-9 CNMI between November 28, 2009 and November 27, 2011,

5 X

T iad

A

Employers ate responsible for completing and retaining Form I-9.- For the purpose of completing this form, the term
"employer" means all employers, including those recruiters and referrers for a fee who are agricultural associations,

agricultural employers, or farm labor contractors.

Form I-9 is made up of three sections. Employers may be fined if the form is not complete. Employers are responsible for
retaining completed forms. Do not mail completed forms to U.S. Citizenship and Immigration Services (USCIS) or

- Immigration and Customs Enforcement (ICE).

N TN

sl ployec]

Loty sig T T

Newly hired employees must complete and sign Section 1 of Form 1-0 no later than the first day of employment,
Section 1 should never be completed before the employee has accepted a job offer,

Provide the following information to complete Section 1:

Name: Provide your full legal last name, first name, and middle initial. Your last name ig your family name or
surname. If you have two last names or a hyphenated last name, include both names in the last name field, Your first
name is your given name. Your middle initial is the first letter of your second given name; or the first letter of your
middle name, if any. . '
Other names used: Provide all other names used, if any (including maiden name). If you have had no other legal
names, write "N/A"

Address: Provide the address where you currently live, including Street Number and Name, Apartment Number (if
applicable), City, State, and Zip Code. Do not provide a post office box address (P.O. Box). Only border commuters
from Canada or Mexico may use an international address in this field.

Date of Birth; Provide your date of birth in the mm/dd/yyyy format. For example, January 23, 1950, should be
written as 01/23/1950.

U.S. Social Security Number: Provide your 9-digit Social Security number. Providing your Social Security number
is voluntary. However, if your employer participates in E-Verify, you must provide your Social Security number,
E-mail Address and Telephone Number (Optional): You may provide your e-mail address and telephone

number, Department of Homeland Security (DHS) may contact you if DHS learns of a potential mismatch between
the information provided and the information in DHS or Social Security Administration (SSA) records. You may write

"N/A" if you choose not to provide this information.

EMPLOYERS MUST RETAIN COMPLETED FORMI-)
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Before completing Section 2, employers must ensure th
not ask an individual to complete Section 1 before he or she has accepted a job offer.

Employers or their authorized representative must complete Section 2 by examining evidence of identity and employment
authorization within 3 business days of the employee's first day of employment. For example, if an employee begins
employment on Monday, the employer must complete Section 2 by Thursday of that week. However, if an employer hires
an individual for less than 3 business days, Section 2 must be completed no later than the first day of employment. An
employer may complete Form I-9 before the first day of employment if the employer has offered the individual a job and
the individual has accepted.

Employers cannot specify which document(s) employees may present from the Lists of Acceptable Documents, found on
the last page of Form I-9, to establish identity and employment authorization, Employees must present one selection from
List A OR a combination of one selection from List B and one selection from List C. List A contains documents that
show both identity and employment authorization. Some List A documents are combination documents, The employee
must present combination documents together to be considered a List A document. For example, a foreign passport and a
Form [-94 containing an endorsement of the alien's nonimmigrant status must be presented together to be considered a
List A document. List B contains documents that show identity only, and List C containg documents that show
employment authorization only. Ifan employee presents a List A document, he or she should not present a List B and List
C document, and vice versa. If an employer participates in E-Verify, the List B document must include a photograph.

In the ficid below the Section 2 introduction, employers must enter the last nams, first name and middle initial, if any, that
the employee entered in Section L. This will help to identify the pages of the form should they get separated.

Employers or their authorized representative must:

1. Physically examine each original document the employee presents to determine if it reasonably appears to be genuine
and to relate to the person presenting it. The person who examines the documents must be the same person who signs
Section 2. The examiner of the documents and the employee must both be physically present during the examination

of the employes's documents.

2. Recard the document title shown on the Lists of Acceptable Docuiments, issuing authority, document number and
expiration date (if any) from the original document(s) the employee presents. You may write "N/A™ in any unused
fields.

If the employee is a student or exchange visitor who presented a foreign passport with a Form 1-94, the employer

should also enter in Section 2:

a. The student's Form 1-20 or DS-2019 number (Student and Exchange Visitor Information System-SEVIS Number);
and the program end date from Form I-20 or DS-2019.

3, Under Certification, enter the employee's first day of employment. Temporary staffing agencies may enter the first day
the employee was placed in a job pool. Recruiters and recruiters for a fee do not enter the employee's first day of
employment.

4. Provide the name and title of the person completing Section 2 in the Signature of Employer or Authorized
Representative field.

5. Sign and date the aitestation on the date Section 2 is completed.
6. Record the employer's business name and address.
7. Return the employee's documentation.

Employers may, but are not required to, photocopy the document(s) presented. If photocopies are made, they should be
made for ALL new hires or reverifications. Photocopies must be retained and presented with Form I-9 in case of an
inspection by DHS or other federal government agency. Employers must always complete Section 2 even if they
photocopy an employee's document(s). Making photocopies of an employee's document(s) cannot take the place of
completing Form I-9. Employers are still responsible for completing and retaining Form [-9.

Form I-9 Instructions  03/08/13 N Page 3 of 9




Some employees may write "N/A" in the space provided for the expiration date in Section 1 if they are aliens whose
employment authorization does not expire (e.g., asylees, refugees, certain citizens of the Federated States of Micronesia,
the Republic of the Marshall Islands, or Palan). Reverification does not apply for such employees unless they chose to
present evidence of employment authorization in Section 2 that contains an expiration date and requires reverification,

such as Form [-766, Employment Authorization Document.

Reverification applies if evidence of employment authorization (List A or List C document) presented in Section 2
expires, However, employers should not reverify:

1. 1S, citizens and noncitizen nationals; or

2. Lawful permanent residents who presented a Permanent Resident Card (Form 1-551) for Seetion 2.

Reverification does not apply to List B documents. .

If both Section 1 and Section 2 indicate expiration dates triggering the reverification requirement, the employer should
reverify by the earlier date. )

For reverification, an employes must present unexpired documentation from either List A or List C showing he or she is
still authorized to work. Employers CANNOT require the employee to present a particular document from List A or List
C. The employee may choose which document to present.

To complete Section 3, employers should follow these instructions:
1. Complete Block A if an employee's name has changed at the time you complete Section 3.
2. Complete Block B with the date of rehire if you rehire an employee within 3 years of the date this form was originally

completed, and the employee is still authotized to be employed on the same basis as previously indicated on this form.
Also complete the "Signature of Employer or Authorized Representative” block.

3. Complete Block C if:

a. The employment authorization or employment authorization document of a current employee is about to expire and
requires reverification; or

b. You rehire an employee within 3 years of the date this form was originally completed and his or her employment
authorization or employment authorization document has expired. (Complete Block B for this employee as well.}

To complete Block C:
a. Examine either a List A or List C document the employee presents that shows that the employee is currently
authorized to work in the United States; and .
b. Record the document title, document number, and expiration date (if any).

4, After completing block A, B or C, complete the "Signature of Employer or Authorized Representative® block,
including the date.
For reverification purposes, employers may either complete Section 3 of a new Form 1-9 or Section 3 of the previously
completed Form I-9. Any new pages of Form -9 completed during reverification must be attached to the employee's
original Form 1-9. If you choose to complete Section 3 of a new Form I-9, you may attach just the page containing
Section 3, with the employee's name entered at the top of the page, to the employee's original Form I-9. If there is a
more current version of Form 1-0 at the time of reverification, you must complete Section 3 of that version of the form.

Thete is no fes for completing Form 1-9. This form is not filed with USCIS or any government agency. Form [-9 must be
retained by the employer and made available for inspection by U.S. Government officials as specified in the "USCIS

Privacy Act Statement" below.

USCIS Forris/and Tiformati =
For more detailed information about completing Form [-9, employers and employees should refer to the Handbook for
Employers: Instructions for Completing Form -9 (M-274).
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LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A

or a combination of one selection from List B and ons selection from List C.

LISTA

Documents that Establish
Both [dentity and
Employment Authorization

LIST B

Documents that Establish
[dentity

AND

LISTC

Documents that Establish
Employment Authorization

. U.8. Passport or U.S. Passport Card

. Permanent Resident Card or Allen

. Foreign passport that contains a
temporary 1-551 stamp or femporary
1-551 printed notation on a maching-
readable immigrant visa

. Employment Authorization Document
that contains a photegraph (Form
|-766)

. For a nonimmigrant alien authorized
to work for a spacific employer
because of his or her status:

a. Forelgn passport; and
b, Form 1-94 or Form 1-94A that has
the following:

{1) The same name as the passport;j
and

{2) An endorsement of the allen's
nonimmigrant status as long as ¢
that period of endorsement has |

. Drivers license or ID card issued by a
State or outlying possesslon of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

. A Social Security Account Number

. |D card issued by federal, state or local
governmant agencies or enfities,
provided it contains a photograph or
informatlon such as name, date of biith,
gender, haight, eye color, and address

card, unless the card includes ong of
the followlng sestrictions:

(1} NOT VALID FOR EMPLOYMENT

{2} VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

. Certification of Birth Abroad jssued

13, School ID card with a photegraph

by the Deparimant of State (Form
FS-545)

. Certification of Repart of Birth

II Voter's registration card

. U.8. Military card or draft record

lssued by the Dapartment of State
(Form DS-1350)

. Original or certified copy of birth

. Military dependent's 1D card

. U.8. Coast Guard Merchant Mariner
Card

18, Native American tribal document

certificate issued by & State,
county, municipal authority, or
territory of the United States
bearing an official seal

. Native American fribal decument

9, Driver's license issued by a Canadian
government authority

. 1.8, Citizen ID Card (Form -197)

not yet expired and the

proposed employment is not In
conflict with any restrictions or |22
limitations (dentified on the form. [

. Passport from the Federated States of [Ez
Micronesta (FSM) or the Republic of
the Marshall Istands (RM1) with Form
1-94 or Form 1-94A indicating
nonimmigrant admission under the
Compact of Free Assocfation Between |
the United States and the FSM or RMI 122

For persons under age 18 who are
unable to present a document
listed above:

. Ildentification Card for Uss of

Resident Citizen in the United
States (Form [-179)

. Employment autherization

10. School record or report card

WI Ciinic, doctor, or hospital record

112, Day-care or nursery school record

document issued by the
Department of Homeland Sacurity

Illustrations of many of these documents appear in Part 8 of the Handhbook for Employers (M-274}.

Refer to Section 2 of the instructions, titled "Employer or Authorized Representative Review
and Verification,” for more information ahout acceptable receipts.
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