
Form I-9

Preparing, Storing, Purging

Compliance Guidelines



Covered Topics

 I-9 Basics: Who, What, When, Where and Why

 The Importance of I-9 Compliance

 Common Mistakes

 Future Expectations



Why?

 In November, 1986 the Immigration Reform and Control Act 
(IRCA) was passed by Congress to preserve our tradition of legal 
immigration while closing the door to illegal entry. IRCA placed 
requirements on U.S. employers to check the employment 
eligibility and identity of employees. Thus, the I-9 (Employment 
Eligibility Verification) Form was developed.

 Employers may not knowingly hire or continue to employ a 
person who is not authorized to work in the U.S.  

 Knowingly – “actual knowledge” or “constructive knowledge”  (what 
the employer should have known.)



Why?

 U.S. Citizenship and Immigration Services (USCIS) – oversees 
lawful  immigration to the United States.

 Mission – Ensure the integrity of our immigration system

 Accuracy and Audits – An audit by USCIS of the I-9 process is 
probable.  It is imperative that all I-9 records are maintained 
accurately.  



Who Completes the I-9 Form?

 All employers are required to complete the I-9 
for individuals who are hired to perform labor or 
services in return for wages.  

 Exempt groups:

 Employees hired before November 7, 1986

 Independent contractors

 Casual/domestic workers

 Not physically working on U.S. soil



Which Version?
 Forms showing the following revision dates are 

valid: 

 Rev. 08/07/09 Y

 Rev. 02/02/09 N

 Employers in Puerto Rico may use the Spanish 
or English version of the form.  We may use the 
Spanish version as a translation guide but we 
must use the English version



Section 1, Employee

•May be completed no earlier than the point of offer and acceptance.

•Must be completed no later than the first day of work. 



About the name…

 Employee enters full legal name and maiden 
name, if applicable.

 • If there are two last names (family names), 
include both. If there is a  hyphen in the last 
name, include the hyphen (-) between the 
names.

 • If you have two first names (given names), 
include both. If you hyphenate your first name, 
include the hyphen (-) between the names.

 • Include your middle initial, if applicable.

Section 1, Employee





Special Circumstances

 If under 18, Parent or legal guardian of a minor employee completes 
Section 1 and writes, “Individual under age 18” in signature space.

 Parent or legal guardian completes the Preparer and/or Translator 
Certification block.

 Employer enters “Individual under age 18” under List B and records 
the List C document the minor presents.

 Employees with Disabilities - Representative of a nonprofit 
organization, parent, or legal guardian of an individual with a 
disability completes Section 1 and writes, “Special Placement” in 
signature space.

 Representative, parent, or legal guardian completes the Preparer 
and/or Translator Certification block.

 Employer enters “Special Placement” under List B and records the 
List C document that the employee with a disability presents.

Section 1, Employee



Form must be completed within 3 business days of the first 

day of employment

Section 2, Employer





Section 2, Employer
 The employee must present to you an original

document or documents that show his or her 
identity and employment authorization.

 Employer may not request a specific document.  

 List A or List B & List C

 Must be on the List

 Must not be expired document

 If you choose to make copies of documents your 
employee presents, you must do so for all 
employees, regardless of national origin or 
citizenship status.



Section 2, Employer

 Employer records document title(s), issuing 
authority, document number, and the expiration 
date from original documents supplied by 
employee. 

 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 completing the signature block. 



Section 2, Employer
Special Circumstances

 Receipts??

 May be acceptable for a limited period 

 Employee must present actual document

 Future Expiration Dates??

 Does not preclude continuous employment 
authorization; 

 Does not mean that subsequent employment 
authorization will not be granted; and

 Should not be considered in determining whether the 
individual is qualified for a particular position.

 Must be reverified on or before the expiration date.





Section 3, Updating and 

Reverification

•Can be used for reverifications, rehires or updates.

•Be sure it is still a valid version of the I-9 form. 



Section 3, Name Changes

 Not required to update the I-9 if an employee 
changes their name.  

 Documentation is not required but you can ask 
for the basis of the change.

 If offered, accept the new document to store 
with old ones.  



Rules to Remember

 Use blue or black ink when completing the form.

 Don’t pre-populate Section 1 for the employee.  
They should complete.

 Don’t pre-populate Section 2.  Do not type in 
specific acceptable documents ahead of time.  

 Don’t use correction fluid to fix mistakes.  Cross 
out the incorrect area and write in the 
correction next to it.  Initial and date the 
change.  



Maintenance of I-9’s
 After termination, must retain I-9 until 3 years after date 

of hire or 1 year after termination, whichever is later.  

 Purge I-9’s as soon as possible.

 Organization is # 1

 I-9’s for current employees

 I-9’s for employees with expiration dates that require 
reverification.

 I-9’s for terminated employees that need purging when 
appropriate.  

 Never store I-9’s with personnel files.



WHAT IS 
WRONG 

WITH 
THIS 

FORM?



Form I-9 Resources
 Handbook for Employers 

 http://www.uscis.gov/files/form/m-274.pdf

 USCIS - I-9 Central

 http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9a
c89243c6a7543f6d1a/?vgnextoid=84c267ee5cb38210VgnVCM1000
00082ca60aRCRD&vgnextchannel=84c267ee5cb38210VgnVCM100
000082ca60aRCRD


