
This Audit Tool is intended to help you self-audit your Form I-9’s.

● The Employee (EE) must:
○ Complete Section 1 of Form I-9 on or before the first day of work.  The EE may enlist the help of

a preparer or translator who should include their information in Section 1, as applicable.

● The Employer (ER) must:
○ Complete Section 2 within three business days of the EE’s start date.

Section 1

Things to Check:

Full name of EE is listed and in
the correct order.

Other Last Names Used (such
as a maiden name).

Complete address of EE.

Date of Birth is listed and in
the correct order
(MM/DD/YYYY).

Social Security Number is
entered (for E-Verify ERs).

Citizenship/Alien Status (one
box checked).

● If  “A lawful permanent
resident” is checked,
then, “A” number must
be included.

● If  “An alien authorized to work until” is checked, then, both end date and one of the following
must be entered:
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○ the “A” number,
○ the I-94 Admission Number, or
○ the Foreign Passport Number, as well as the country of issuance.

Form is signed and dated by the EE by the first date of hire (first day of payroll)

If an EE indicates that they enlisted the help of a preparer/translator, the preparer/translator correctly
completes the certification with signature, date of completion, printed name, and address.

Any field in this section that does not contain the requested information should include “N/A.”

Section 2

Things to Check:

EE’s name and
citizenship/immigration status
included at the top of the page.

If you verified a List A
document, then List B and List C
are left blank with an “N/A” and
keep attached copies for List A
documents only.

If you verified a List B and a List
C documents, List A column
should be left blank with an
“N/A”, and attach copies of
documents for both List B and
List C.

Ensure the List B and C
documents have not been
reversed. List B documents
establish identity and include
documents like a Driver’s
License. List C documents establish employment eligibility and include documents like a Social Security
Card.
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● If you accept a Social Security card as a List C document, look at the seal of the Social Security
Card to obtain the Issuing Authority. It cannot include the notation “Not Valid for Employment.”

All document numbers and expiration dates have been included.

EE’s first date of employment was included and matches the date in the payroll records.

Section 2 was signed under “Signature of ER or Authorized Representative” and fully completed
including the date of completion, name and title, and all requested ER information.

Important Note Regarding Verification Documents:

If you use the I-94 card as one of the List A verification documents, note that some visa categories on the card
authorize work, while others do not. The below table illustrates what is allowed for each visa category.

VISA CATEGORY WORK RESTRICTION
F-1 Eligible for on-campus work
E-3 Employer-specific

H-1B Employer-specific
H-1B1 Employer-specific

J-1 Employer-specific
L-1 Employer-specific
O-1 Employer-specific
TN Employer-specific
P-1 Employer-specific

B-1/B-2 Not eligible for employment

Section 3

Things to Check:

Section 3 is used for
re-verification and rehires.

If EE is being re-verified or
rehired, check the following:
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Full name of the EE is listed if there is a name change. If no name change, put “N/A”

Date of rehire is filled in, if applicable.

Information pertaining to the document establishing the EE’s continuing authorization to work is listed,
including the expiration date. This is only to be completed if verifying the EE’s work authorization.

Name is signed and printed and dated with the date of completion.

Making Corrections

● In the event a mistake has been made, corrections should be made.
● Corrections to Section 1 can only be performed by the EE
● Corrections to Section 2 can only be performed by the ER

For all corrections:
● DO NOT use white out on the form.
● DO indicate errors by drawing a single line through the information that is incorrect.
● DO write in the correct information.
● DO initial and date any changes made.
● DO add in any information that was initially left out, include the date that you added it, and initial the

addition.
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