 	2019 CHECKLIST FOR I-9 VERIFIERS	
Last updated 08.03.2023
The Checklist should be used in its entirety for every I-9 verified.
Ensure you are using the most current Form I-9, dated 08.01.2023 in lower left corner
Section 1 – Employee Information and Attestation
[image: ]
Departmental verifier confirms Employee’s Information:
· Name fields are complete and legible. 
· If “Other Last Names Used” does apply, then only list the different last name (s)
· Address is a current U.S. address, not a work address
· Address is complete and legible
· Date of birth is accurate and formatted as mm/dd/yyyy
· Social Security number is accurate
In employee attestation section
· Employee checked only one box
· If box 3 is checked, the employee recorded the USCIS Number
· If box 4 is checked, the employee recorded expiration date for work authorization
· If box 4 is checked, the employee *either* recorded:
· USCIS Number (if document is Employment Authorization Card)
OR
· Form I-94 admission number
OR
· Relevant passport information (number & Country of Issuance)
· Employee Signed
· Employee dated using mm/dd/yyyy  format
Employee wrote TODAY’S date, not yesterday’s nor tomorrow’s

Is a correction needed?
[image: ]Have employee draw one line thru incorrect info, initial, date and add correction

· If employee used a preparer or translator to assist, the preparer/translator must complete the Supplement A form and complete the information found in this link:  https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf 

Section 2. Employer or Authorized Representative Review and Verification
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Departmental verifier confirms:
· For List of acceptable documents see page 2 of this link:  https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf
· First day of employment is recorded accurately (mm/dd/yyyy)
· Signed by the verifier & working job title
· Today’s Date (mm/dd/yyyy)
· Employer’s Business or Organization Name is University of Vermont – no abbreviations
· Employer’s Business Address is 85 South Prospect St, Burlington, VT 05405 for all University of Vermont employees

For additional information use “Handbook for Employers” found at the following website:
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274 

*The New Online version of the form I-9 provides short explanations for each section. Click on the “Question Mark” in each box to see the explanation.

*The online version will “auto-fill” some information if the form is filled out online. The online form offers “drop down” choices in certain sections of the form. The form can be saved without losing the information.

*The online version cannot accept digital signatures. Once filled out electronically, the form must be printed and signed and dated with a pen.

*It is highly recommended to print a copy of this check list and follow the instructions while filling out the Form I-9 each time you complete an I9. 
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Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 19 no later than the first
day of employment, but not before accepting a job offer.

Last Name (Family Name)

First Name (Given Name)

iddle niial (f any)

‘Other Last Names Used (1 any)

‘Address (Stest Number and Narme)

"Rt Nurmber f any)

Ciy orTown

E

El

7P Gode

Date of Birth (mmiddyyyy)

'US. Social Securty Number

Employee’s Email Address

Employee’s Telephone Number

1 am aware that federal law
provides for imprisonment and/or
fines for false statements, or the
use of false documents, in
‘connection with the completion of]
this form. | attest, under penalty
of perjury, that this information,
including my selection of the box
attesting to my citizenship or
immigration status, is true and
correct.

‘Check one of the foloning boxes to aest to your cizenship r immigration status (See page 2 and 3 of the instructons.):

Acifzen ofthe Urited States

0o

=

‘A nonciizen national of the United Staes (See Instructions.)

0=

‘A lawiul permanent resident (Enter USCIS or A-Number )

O«

1fyou check Item Number 4, enter one of these:

‘A noncitizen (other than Item Numbers 2. and 3. above) authorized (o work unti (exp.date, i any)

USCIS A-tlumber

Form 194 Admission Humber

Foreign Passport Number and Country of ssuance.

Signatre of Employes

Today's Date (mmiddyyyy)

i 2 preparer andor ransiator assisted you in completing Section 1, that person UST compliete the Preparer andor Translator Cerification on Page 3-
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Section 2. Employer Review and Verification: Empioyers ot ther authorzed representatve must complee and sign Section 2 witin tres
business days after fhe employee’s first day of empioyment, and must physically examine, or examine consistent with an altemative procedure
authorized by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional
documentation in the Additional Information box; see Instructions.

TistA o 513 AND TistC

Document Title 1

Issuing Authorty

Document Number (i any)

Expiraton Date (1 any)

Document Title 2 (f any) "Additional Information

Issuing Authorty

Document Number (i any)

Expiraton Date (1 any)

Document Title 3 (f any)

Issuing Authorty

Document Number (i any)

Expiration Dae (f any) [T Check hers if you used an atemative procedure authorized by DHS to examine documents.
Certification: | aftest, under penalty of perjury, that 1) I have examined the documentation presented by the above-named | M= D2 of Employment
employee, (2) the above-listed documentation appears to be genuine and {o relate o the employee named, and (3) to the | (MO

best of my knowledge, the employee is authorized to work in the United States.

LastName, First Name and Tite of Employer or Authorized Representative | Signature of Employer or Authorized Representative Today's Date (mmiddlyyyy)|
Employer's Business or Organization Name ‘Employer's Business or Organization Address, City or Town, State, ZIP Code:

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4.
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