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What Is the Form 1-9?

n Used to verify
documents &

n Establishes an “=.~
employee’s identity ..

n Emponment-;_t_e___ljcgibiIit)"/'.“"n..___f""--

n Used for eaich.new:: -

hire e

e e

Section 1: Employees ONLY

n Complete on day of hire

n Employee must check a box
to attest to eligibility to work

n Sign and date

Having Fun with 1-9's

We will learn
n When to do it
n How to do it

i Form 1-9 — When NOT to Complete

v n When to throw away!

n Employee was hired before
November 7, 1986

n Casual, domestic work in a private
home on a sporadic; irregular, or
intermittent basis;

-\.\‘
W n Independent contractors; or

n Employee provided by contractor
(i.e., through a temp agency or

™ n Howto fix it
-

V employee leasing)
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Section 2: Employer

n Complete within 3 business
days
n Review original documents

n Insert start date in Certification
Block

n Sign and date 1-9
n Track expiration dates

Great news!
We can throw them away!
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Driver’s Lic.
OK.

447-95-8123
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We R Fune, 2100 N. Peoria Tulsa BK 74105

Section 3: OK if you MUST

n Use to
re-verify
documents
that expire

n Can use
for name =
changes S5

We R Fun — A Company

tast | R | ssr | MO TN e | Tormnaton | ©
| windsor Beth 111-11-1111 | 01/01/00 01/01/03

Edinburgh | Phil 222-22-2222 | 01/10/04 01/01/08 01/10/07 01/01/09

York Andy 333-33-3333 | 01/08/04 01/08/07

Ferguson Sarah 7777777777 | 05/08/04 12/31/05 05/08/07 12/31/06
Ferguson-R | Sarah 777-77-7777 | 06/07/08 12/24/09 06/07/11 12/24/10
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. Avoiding I-9 Errors

n Do not “over-document”

n Documents must match the
employee

n Keep documents for all or none of
the employees-E verify exceptions

o n Same person must verify and sign
n Keep I-9 records separate from

personnel records

n Conduct Internal 1-9 Audit to correct
V mistakes
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Presented by

Madalene Witterholt

m.witterholt@crowedunlevy.com
918-592-9809
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Penalties for 1-9 Violations

n Civil Monetary Penalties

n Remedial Action Orders

n Injunctions Against Future
Violations

n Debarment from Federal
Contracts




