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Instructions for Employment Eligibility Verification USCIS 
Form 1-9 

Department of Homeland Security OMB No. 1615-0047 
U.S. Citizenship and Immigration SeJ.vices Expires 03/3112016 

Rt'lid 1111 instl'1.lctions clIl'efully bt'fore complt'ting thil> form. 

Auti -Discdminatlou Notice. It is illegal to discriminate against any work-authorized individual in hiring, discharge, 
reclUitment or referral for a fee, or in the employment eligibility verification (Form 1-9 and E-Verify) process based on 
that individual's citizenship status, inunigratioll status or uationlll origin. Employers CANNOT specify which 
docmnent(s) they will accept from an employee. The refusal to hire an individual because the documentation presented 
has a futme expiration date may also constitute illegal disclimination. For more infolmation, 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.Jusl'!cr.gov/cI1/ab 

[What Is the Purpose of This Form? 
~ 

£!!lployers must complete FOl1n 1-9 to dOClunent verificlltion of the identity aud employment authurizati~nott;ach Ilt:W 

employee (both citizen and noncitizen) hired after November 6, 1986, to work in the United States. In the ~~=m­
of the NOlthem Mariana Islands (CNMI), employers must complete FOlm 1-9 to document verification of the identity and 
employment authorization of each new employee (both citizen and noncitizen) hired after November 27, 'lOll.. Employers 
should have used Fonn 1-9 CJ\TMI between November 28, 2009 and November 27, 201l. I.h , :\ 

, 

[General Instructions 

" 

.' I 
Employers are responsible tor completing and retaiuing FOI1n 1-9. For the purpose of completing this tonn, thetenn 
"employer" means all employers. including those reclUiters and referrers for a fee who are agricultural associations, 
agricuitmal employers. or frum labor contractors . 

Form 1-9 is made lip of three sections. Employers may be fined if the fOlm is not complete. Employers are responsible for 
retainiug completed forUls. Do not llIail colUpleted fonlls to U.S. Citizenship and Immigration Selvices (USCIS) or 
Immigration and Customs Enforcement (lCE). . 

" T' t, ~ \ , 

4 _ 1 , Q; - ; l. j

Section 1. Employee Information and Attestation 

Newly hired elllployees lllust complete and sign Section I of Fonn 1-9 no later than the fint day of employment. 

Section I should never be completed before the employee has accepted a job offer. 


Provide the fonowing infonuation to complete Section 1: 


Name: Provide your full legal last name, first name, and middle initiaL Your last nawe is your family name or 
Slll11ame. 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 nrulle. if any . ;. : 

Other names used: Provide all other names used, if arlY (induding maiden name). If you have had no'Other Ieglll 
names, write "N/A." 


Address: Provide the address where you currently live, including Street Number and Name, Apm1rnent Number (if 

applicClble), City, State, CIlld Zip Code. Do not provide a post office box address (P .O. Box). Only border COUlllluters 

from Canada or Mexico may use an intemational address in this field . . . 


,', '. p::l: n" 

Date of Bh1h: Provide yom date ofbilth in the mmldd/yyyy fonnat. For example, January 23 , 1950, should be 
written as 01123/1950. 

C.S. Social Secul'it)' Number: Provide your 9-digit Social Security Ulunber. Providing your Socilll Security Ulllllber 
is voluntary. However. if your employer participates in E-Verify, you must provide your Social Securitynumber. 

E-mail Address and Telephone Number (Optional): You may provide your e-mail address lind teiepliQne, 
number. Depaltment of Homeland SecUlity (DHS) lUay contact you if DHS learns of a potential mismatch between 
the information provided and the infOlmation in DHS or Social Security Administration (SSA) records. You may Wlite 
"NIA" if you choose not to provide this infonnation. 

EJ\lPLOYERS l\"IUST RETAIN COMPLETED FORM 1-9 
.<1 • 
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All elIlpluyees Illust attest iu Sectiull 1, uuder penalty ufperjury , tu their citizenship or iuunigratiun status-by Cheadilg ­
one of the following four boxes provided on the fOlm : 

1. 	 A citizl'n oftbl' U nited Statl'S 

2. 	 A nonc.itizl'n national of the United States: Nuncituell natiunals uf the United States are persuns bum ill AlIleI1CaIl 
Samoa. certain former citizens of the fonner Trust Territory of the Pacific Islands, and certain children of noncitizen 
natio!l(lls bom abroad. ' . . . , . 

3. 	 A lawful pl'rmanl'nt residl'nt: A lawful penuanent resident is any person who is not a U.S . citizen and \~ho resides 
in the United States under legally recugnized and lawfully recorded pennanent residence as an imrnigraIlt. The teml 
"lawful pennanent resident" includes conditional residents . If you check this box, write either your Alien .Registration 
Number (A-Number) or USCIS NlUuber ill the field next tu yuur selectiun. At this time, the USCIS Number is the 
~ame 'lls !"th'e-"A-Number without the "A" prefix. 

4. 	 An alil'n authollZl'd to work: Ifyuu aIe nut a citizen or natiuna1 ufthe United States or a lawful penIIClIlentresident, 
but are authorized to work in the United States, check this box. 

If you check this box: 

a. 	 Record the date that your employment authurization expires, if any. Aliens whose employment auU19~i~ation do!;:~ 
not expire, such as refugees, asylees, and certain citizens of the Federated States of Micronesia. the .Re,pl,lblic o'f the 
MaIshall Islands, or Palau, way write "NI A" Ull tllis line. . . ... ". ,. '"., 

b. 	 Next. enter your Alien Registration Number (A-Nmnber)/uSCIS Number. At this time, the USCIS NH~b~~ "i~ :t4e 
SaIne as yuur A-Number withuut the "A" preiix. If you have not received an A-Number/USCIS i'I~u\\pe~;i rec?rd 

your Admission Number. You can find your Admission Number on Fonn 1-94, "AnivCll-Departure R~!;ord, ", qps
. ~ .. ~ - ...... - , '. , 

directed by USCIS or U .S. CUStUlIlS ,wd Border Pruttttiun (CBP). 	 " , '. 

(I) 	If you obtained your admission number from CBP in connection with your anival illthe United States;~fuen" . 
also record information about the foreign passport you used to enter the United States (nLUllber al~Q :<:;01ll11ry_of 
issuance) . 

(2) 	IfYUli obtained yuur admissiun IILuIIber fruw USCIS within the United States, ur yuu entered the United States 
without a foreign passpOit. you must wr"ite "N/A" in the Foreign PasspOlt Number and Country ,ofIssuance . 
fields . ' . ' . , 

Sign yuur nalIle ill the "Siguature ufEmpluyee" block aIld record the date yuu colIlpleted and signed Sectiun l. By signing 
and dating this fonn, you attest that the citizenship or immigration status you selected is conect and that yO\! 'treja}¥are " 
that you may be imprisoned andlor fined for making false statements or using false documentation when comp.le'ti~g tills 
furnl. Tu fully curnplete this fUl11l, you must present to yom" employer documentatiun that establishes yuuri~,c;iltity an~ 
employment authOlizCltiol1. Choose which documents to present from the Lists of Acceptable DocLUuents,f6'luld 'on the 
last page uf this funn. Yuu must present this ducuillentatiun nu later than the third day after begiuning empluyment, 
although you may present the required docwnentation before this date. . 

u ,~ : ~ ,\ .I' 
Prl'parl'l' and lor Translator Certifiration 

The Preparer and/or Translator Certification must be completed if the employee requires assistance to cOl1lpJ~te $ecti(Jrr 1 
(e .g., the empluyee needs the instructiuns ur respunses translated. surueuue uther than the empluyee fills Ullt ~e . . . 
infol111Cltion blocks. or someone with disabilities needs additional assistance). The employee must still sign Section 1. 

Minors and Ct'I'tain Employees witb Disabilitil's (Special Placement) 

Parents or legal guardians assisting minors (individuals under 18) and celtain employees with disabilities s40u~drevie:w . 
the guidelines in the Handbookfor Employers. Instntctionsfor Completing Form /-9 (M-274) on www.uscis:ggy/ - . 
r~9Cl'n_h'aJ before completing Section 1. These individuals have special procedmes for establishing identity ,iJthey canuot 
present an identity document for Fonll 1-9. The special procedures include (I) the parent or legal guardi?I1 til li ng out 
Section 1 and \\-Titing "minor under age 18" or "special placement," whichever applies, in the employee sigiiatul-e block 
and (2) the employer \OVliting "minor lIl1der age 18" or "special placement" lmder List B in Section 2. 

. ! ... :\ ., i, . 
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I . 

Section 2. Employer or Authorized Representative Review and Verification 

Before completing Section 2, employers must ensure that Section 1 is completed properly and on time. Employers may 
not ask all individual to coIIlplete Section 1 before he or she has accepted a job offer. 

Elnployers 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 employeeb.egins-__ 
employment 011 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 FOllll 1-9 before the first day of employment if the employer has offered the individual ajob and 
the individual has accepted. 

S:~h'loyer~ CCilll}ot specify which dOClunent(s) employees Illay present froIll the Lists of Acceptable DOC~~=xn 
tlle 1ast pag.e of Fonn 1-9.. to establish identity and employment authorization. Employees must present ones tOlT~l -
List A OR a combination of one selection limn List B and one selection from List C. List A contains documents that .. . 
show both identity and employment authorization. Some List A docmnents are combination documents. The employee. 
must present combination documents together to be considered a List A docwnent. For example, a foreign 'passPb11 'alld a 
FOHn 1-94 containing an endorsement of the alien's norLiIIllIligrant status must be presented together to be considered a 
List A document. List B contains documents that show identity only, and List C contains documents that sqq~!ll i ' - .. . : 
employment authorization only. If an employee presents a List A document, he or she should not present aI<'.i$~)~i ~d List 
C docul11ent, and vice versa. If an employer participates in E-Verify, the List B dOCLlllent must include a RllQlpgrllph. ' , •• _' 

In the field below the Section 2 introduction, employers must enter the last name, first name and middle initial', if any; that 
the employee entered in Section 1. This will help to identify the pages of the torn1 should they get separated. • ~ I 

Employers or their authorized representative must: 
~ j ' '. 	 !. . 

1. 	 Physically examine each original document the employee presents to detennine if it reasonably appears,tQ J?e .genuine 
and to relate to the person presenting. it. The person who examines the docwnents must be the same persoli who signs 
Section 2. The examiner of the documents and the employee must both be physically present during tJieexamrnation 
of the employee's documents. ., ' 

. . .... \1 . 

2. 	 Record the document title shown on the Lists of Acceptable Documents, issuing authority. document number and 
expiration date (if any) from the Oiiginal document(s) the employee presents. You may write ''N/A'' in ally. ,unused 
tields. - l' 

If the employee is a student or exchange visitor who presented a toreign passport with a Form 1-94, the eiiiployet 
should also enter in Section 2: . :, j 

a. 	 The student's FOllll 1-20 or DS-2019 Humber (Student and Excharrge Visitor Iniormation Systern-SEVlS NLUnber)~ 
aDd the program end date from Fonn 1-20 or DS-2019. 

3. 	 Under Celtificatioll, enter the employee'S first day of employrnent. Temporary staffing agencies may e(ltj!r t:heJirst OilY 
the employee was placed in a job pool. Recmiters 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 attestation on the date Section 2 is completed. 

6. 	 Record the employer's business name and address. 

7. 	 Retum the employee's docLUnentatioll. 

Employers may, but are not required to, photocopy the docLilllent(s) presented. Ifphotocopies are made, they sh6uld'be 
lllade for ALL Ilew hires or reverifications. Photocopies liIust be retained and presented with FOl1u 1-9 ill case of all 
inspection by DHS or other federal government agency. Employers must always complete Section 2 even if they 
photocopy an employee's docLUnent(s). Making photocopies of an employee's document(s) cannot take the place of 
completillg Fonn 1-9. Employers are still responsible for completing and retaining Fonn 1-9. 
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l:ofxpin'd Docllmt'ots 

Generally. only unexpired, original documentation is acceptable. The only exception is that an employee may present a 
certified copy of a birth certificate. Additionally, ill some instances, a docLUl1ent that appears to be expired niay be 
acceptable if the expiration date shown 011 the face of the document has been extended, such as for individuals with 
telllporary protected status. Refer to the Handbookfor Employers: Il1structionsfor Completing Form 1-9 (M-274) or 1-9 
Ceutral (ww\I{ . LI~cis.govlI -9CentraJ ) tor examples. 

Rt'ct'ipts 

If an employee is unable to present a required docllluent (or docllluents), the employee cau present an acceptable receipt in 
lieu of a document from the Lists of Acceptable Documents on the last page of this fOlID. Receipts showing that aperson 
has applied for an initial grant of employment 3utholization, or for renewal of employment authorization, are not 
acct:ptable. Employers CaJIDOt accept receipts if employment will last less than 3 days. Receipts aJ'e accept~~ 
completing Fonu 1-9 for a new hire or when reverification is required. 

Employees must present receipts within 3 business days of their first day of employment, or in the case ofreverifi~ation. 
by the date that reveJification is required, and mllst present valid replacement documents within the time fl.-ames described 
below. 

There are three types of acceptable receipts: 

1. 	 A receipt showing that the employee has applied to replace a document that was lost, stolen or damaged. The 
employee must present [he actual doclllnent within 90 days from the date of hire. 

2. 	 The anival portion ofFonn 1-94/I-94A with a temporary I-55 I stamp aJ1d a photograph ofthe individuaL the .. 
employee must present the actual Pennanent Resident Card (Fonn 1-551) by the expiration date of the tenipoiary 
1-551 stamp, or, if there is no expiration date, within 1 year fiurn the date of issue. '. . . . ,. -" .~.":4- ~ . 0(, 

3. 	 The departure pOltion of FOIID 1-94/1-94A with a refugee admission stamp. The employee must present ar1 unexpired 
Employment Authorization DOClunent (Fonn 1-766) or a combination of a List B document and an unrestTicted Social 
Security caJ-d within 90 days. . . .. 

When the employee provides an acceptable receipt, the en1ployer should: 

1. 	 Record the document titk in Section 2 lUider the sections titled List A, List B, or List C, as applicable. 

2. 	 Write the word "receipt" and its docLUnent number in the "Document Number" field. Record the last day that the 
receipt is valid in the "Expiration Date" field. 

By the end of the receipt validity period, the employer should: 

1. 	 Cross out the word "receipt" aJld any accompanying document number and expiration date. 

2. 	 Record the number cHid other required document information from the actual dOClmlent presented. 

3. 	 Imtial and date the change. 

See the Handbook.for Employers: Il1strJIctionsfor Completing Form 1-9 (M-274) at www.oscis.govlI-9Ceotral for more 
infol111atioll on receipts. 

[Section 3. Reverification and Rehires 

Employers or their authorized representatives should complete Section 3 when revelifYing that an employee is authorized 
to work. When rehiliug an el1lployee within 3 years of the illite Form 1-9 was originally completed, employers have the 
option to complete a new Forn} 1-9 or complete Section 3. When completing Section 3 in either a reverification or rehire 
situation, if the employee's name has changed, record the name change in Block A. 

For employees who provide an employment autholization expiration date in Section 1, employers must revelify 
elllploYIllent autliOlization on or before the date provided. 
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SOlIle employees lIlay write uN/A" in the space plOvided for the expiration date in Section 1 if they are aliens whose 
employment auti1oriz:1tion does not expire (e .g .. asylees, refugees. celtain citizens of the Federated States of Micronesia., 
the Republic of the M:1rslwll Islands, or Palau). 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, 
Stich as Fonn 1-766, Employment AuthoriLation Document. 

Reveriticatioll applies if evidence of employmmr authoriLation (List A or List C document) presented in Section 2 
expires. However, employers should not reverify: 

1. 	 U.S. citiLens and noncitize11 natiomlis; or 

2. Lawful pen11anent residents who presented a Pennanent Resideut Card (Form 1-551) for Section 2. 


ReveIification does 110t apply to List B docuwents. 


If both Sectioll 1 and Section 2 indicate expiratio11 dates triggering the reverification requirement, tht: employer Slluu 

reverify by the earlier date. 


For revelification, all employee must present lUlexpired documentation flOrn either List A or List C showiiig h~'or ' sh2 ' i~ 

still authorized to work. Employers CANNOT require the employee to present a paIticular document from ListKorList 

c. The employee may choose which document to present. 	 . , .' I.' ., 

To complete Sectioll 3, elllployers should follow these instructions: 

1. 	 COluplete Block A if all employee'S uame has changed at the time you complete Section 3. 

2. 	 COlllplete Block B with the date ofrehire if you rehire an employee within 3 years of the date this fonn was originally 
completed, and the employee is still authorized to be employed on the sanle basis as previously indicated on this form. 
Also complete the "Signature ofEmployer or AuthoriLed Representative" block. 

3. 	 COll1plete Block C if: 

:1. 	 The employment authoriLation or employment authoriLation document of a cunent ell1ployee is about to expire and 
requires reverification: or 

b. 	 You rehire an employee withiu 3 years of the date this fOlln 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: 

:1. 	 Examine either a List A or List C docLUIlent the employee presmts that shows that the employee is cuneutly 
authorized to work in the United States; and 

b. 	 Record the docLUllent title, docLUIlent number, and expiration date (if ally). 

4. 	 After completi.l1g block A, B or C, complete the "Signature of Employer or AuthoriLed Representative" block, 
including the date. 

For reverification purposes, employers may either complete Section 3 of a new FOITU 1-9 or Sectiou 3 of the previously 
completed FOim 1-9. Any new pages ofFonll 1-9 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 1-9, you may attachjust the page containing 
Section 3. with the employee's name entered at the top of the page, to the employee's Oliginal Fonn 1-9. If there is:a 
more current version ofFonn 1-9 at the time of reverification, you must complete Section 3 of that version.ofthe,fOll11. 

[What Is the Filing Fee? 
l ' 

There is 110 fee for completillg FOl1n 1-9. This form is not filed with uscrs or any govelTlment ageucy. FOl1l1 1-9 IULlst be 
retained by the employer and made available for inspection by U,S. Govemment officials as specified in the f'USCIS 
Privac), Act St:1teweut" below. 

IUSCIS Forms and Information 

FOllllOie detailed infollllation about cOlupleting Form 1-9, employers and eruployees should refer to the Handbookfor 
Ell/plovers: Instructions for Completing Form /-9 (M-274). 

Ii 
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You can also obtain infonnation about Form 1-9 from the USCIS Web site at v.'WW.l!S.cis.gov/l-9Central, bye-mailing 
USCIS at I::2.C:tnJl'a.l@d.It~_..gQY., or by cailing 1-888-464-4218. For TDD (hearing impaired), call 1-877-875-6028. 

To obtain USCIS fonus or the Handbookfor Employers. you can download them from the USCIS Web site at WWW.USCIS. 

gov/fonll~ . YOlllllay order USCIS fonns by calling Olu toll-free Illunber at 1-800-870-3676. YOlilIlay also obtain fOHns 
and infonnation by contacting the USCIS National Customer Service Center at 1-800-375-5283. For TDD (hearing 
impaired). call1-800-767-1833. 

InfOllIlation abolit E-Verify, a free and voltmtary program that allows participating employers to electronically verify the 
emploYlIlent eligibility of their newly hired employees. can be obtained from the USCIS Web site at www.dbs.govlE­
Ven~. bye-mailing USCIS at E-Veri(ylWdhs.gov or by calling 1-888-464-4218. For TDD (hearing impaired), call 
1-877-875-6028. 

Employees with questions about Fonn 1-9 and/or E-Verify can reach the USCIS employee hotlineby:e~ 
1-888-897-7781. FOJ TDD (hearing impaired), call 1-877-875-6028. ',' 

..: hL 2­

[ Photocopyin~ and Retaining Form} -9 

A blank FOln1 1-9 may be reproduced. provided all sides are copied. The instnlCtions and Lists of Acceptable-DOcuments 
lJIust be available to all employees completing this fonn . Employers lIllist retai.ll each employee's completed FOITU 1-9 f01 
as long as the individual works for the employer. Employers are required to retain the pages of the form on which the 
employee and employer enter data. If copies of documentation presented by the employee are made, those ca,pie~ must _ 
also be kept with the fOlm. Once the individual's employment ends, the employer must retain this fonn for either 3 years 
after the date of hire or I year after the date employment ended., whichever is later. 

Fonn 1-9 may be signed and retained electronically, in compliance with Department of Homeland Secmity regulations at 
8 CFR 274a.2. 

[USCIS Privacy Act Statement 

AUTHORITIES: The autllOrity for collecting this information is the Inunigratioll Refonn and Control Act of 1986, 
Public Law 99-603 (8 USC 1324a). 

PURPOSE: This infonnation is collected by employers to comply with the requirements of the Immigration Reforin and 
Control Act of 1986. This law requires that employers verify the identity and employment authorization of llidividuais 
they hire lor employment to preclude the unlawful hiring. or recruiting or refening for a fee, of aliens who are not 
authorized to work in the United States. . 

DISCLOSURE: Submission of the infonnation required in this fonn is voluntary. However. failure of the employer to 
ensure proper completion of this form for each employee may result in tbe imposition of civil or criminal pen~llties . In' 
addition. employing individuals knowing that they are rmauthorized to work in the United States may subject the 
employer to civil and/or climinal penalties. 

ROlJTINE USES: This infonnation will be lIsed by employers as a record of their basis for determining eligibility ofan 
employee to work in the United States. The employer will keep this fonn and make it available for inspection by 
authorized officials of the Department of Homeland Security, Department of Labor, and Office of Special Counsel for 
Immigration-Related Unfair Employment Practices. 

lPaperwork Reduction Act ]: , ..... 

An agency may not conduct or sponsor an information collection and a person is not required to respond to a collection of 
iufol1uation uuless it displays a cunently valid OMB control BUIuber. The public reporting bmden for this c!Jllectioll of 
illfolmation is estimated at 35 minutes per response, llKluding the time for reviewing instructions and conmly,ting and 
retaining the fOlID. Send connnents regarding tbis burden estimate or any other aspect ofthi5 collection ofiuformation, 
including suggestions for reducing this burden, to: U.S. Citizenship and Inunigration Services, Regulatory Coordination 
Division. Office of Policy and Strategy. 20 Massachusetts Avenue NW, Washington, DC 20529-2140: OJ\.1B No. 
1615-0047. Do not mail your completed Form 1-9 to this address. 
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