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I-9 Tutorial: Section 1 Associate Information
Review the form to ensure these items are COMPLETELY filled out
•Last Name
•First Name
•Middle Initial
•Maiden Name if applicable
•Street Address
•City
•State
•Zip
•Social Security Number
•Date of Birth
•associate has signed and dated the form

IMPORTANT: 1 of the 3 boxes must be checked
and all information filled in accordingly.

NOTE: Preparer and/or Translator Certification 
only to be completed if someone other then the 

associate completes section 1
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I-9 Tutorial: Section 2: Employer Review & Verification

1 document from
List A

IMPORTANT:
Fill in the information with 

ONLY 
the information requested

EXAMPLES:
Doc Title: US Passport
Issuing Authority: Dept of 
State
Document #: 012345
Expiration Date (if any): 
02/22/2022

OR

Doc Title: India Passport 
Issuing Authority: Gov’t of 
India
Document #: 678901
Expiration Date (if any): 
02/22/2022
Document #: 2345
Expiration Date (if any): 
02/22/2222

NOTE: List of acceptable documents are located on page 4 of the I-9

STOP: If you fill in List A leave List B 
AND List C blank

OPTION 1: LIST A
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I-9 Tutorial: Section 2: Employer Review & Verification Cont’d

1 document from list B
AND

1 document from list C

EXAMPLE LIST B:
Doc Title: TX DL
Issuing Authority: DPS
Document #: 012345
Expiration Date (if any): 02/22/2022

AND

EXAMPLE LIST C:
Doc Title: US Passport
Issuing Authority: Dept of State
Document #: 012345
Expiration Date (if any): 02/22/2022

IMPORTANT:
Fill in the information with 

ONLY 
the information requested

STOP: If you fill in List B AND C
leave List A blank

NOTE: List of acceptable documents are located on page 4 of the I-9

OPTION 2: LIST B AND LIST C
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I-9 Tutorial: Section 2: Employer Review & Verification Cont’d

IMPORTANT: the date the associate starts

IMPORTANT: Enter the local street address NOT the P.O. Box

NOTE: date should reflect
the actual day information was verified – NO BACKDATING
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I-9 Tutorial: Section 3: Updating and Verification 

Updating & Reverification to be used when:

• Work Authorization expires from section 1

• Marriage and the last name changes

• Foreign National leaves the country & is issued 
a new I-94

NOTE: This is to be done by the I-9 Coordinator or whoever maintains the I-9 file
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