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Step 1 of your obligation is to ensure the employee properly completes



Employee enters full name, 
including maiden name if 
applicable



Step 1 of your obligation is to ensure the employee properly completes 
section 1, as shown below:





 

applicable

Employee enters full 
address on the proper lines

Employee lists Date of Birth 
and SS# (SS# required for   
E-verify)



Email address and phone 
number are optional

Employee must identify



 Employee must identify 
citizenship by check and 
completing the requested 
information



Employee must sign AND 
date section 1.  Complete 
NOTHING below signature
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Record the proper document 
information on the proper line, 
coinciding with List A, or                      
List B AND List C



• If the employee provides a List 
A document, that is all that is to 
be recorded

• If the employee provides List B 
& List C documents they must



& List C documents, they must 
both be recorded in the proper 
locations

The Employer will be responsible 
for entering the start date in the 
Certification Section


Certification Section

Sign as the Authorized 
Representative – this indicates 
you personally saw the 
documents provided








Date the form – this ensures work 
eligibility was confirmed prior to 
the employee starting

Print Name & Print Title (Notary 
Public) as required DO NOTDO NOT









Public) as required – DO NOT DO NOT 
STAMP THE ISTAMP THE I--99

DO NOT complete Section 3DO NOT complete Section 3
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On a separate piece of paper, make a copy of the Identification Document(s) provided




Affix your stamp and/or Seal to this page signifying you have personal seen these documents

Affix your signature and/or any other required notations to this page

RETURN BOTH THE COMPLETED I-9 AND COPIES OF DOCUMENTS PROVIDED TO THE EMPLOYER




John C. Smith John C. Smith –– Notary    May 15, 2012Notary    May 15, 2012


