
Section 1:  Employee 
Information
(Box at top of page 1 of I-9 Form, to be 
completed by employee 
on or before first day of employment.)

§ Last Name (Family Name) – Required
§ First Name (Given Name) – Required
§ Middle Initial – Required. 

If no middle initial, must enter N/A.
§ Other Last Names Used – Required

If no other last name used, must enter N/A.
§ Address (Street Number and Name) –

Required
Change with this revision:  
P.O. Boxes are ALLOWED.

§ Apt. Number – Required
If not applicable, must enter N/A.

§ City or Town – Required
§ State – Required
§ Zip Code – Required
§ Date of Birth (mm/dd/yyyy) – Required, 

clear and readable, in correct format.
§ U.S. Social Security Number – OPTIONAL
§ Employee’s Email Address – OPTIONAL

If none, or chooses not to enter, must enter 
N/A.

§ Employee’s Telephone Number – OPTIONAL. 
If none, or chooses not to enter, must enter 
N/A.



Section 1:  Employee 
Attestation
(Box in middle of page 1 of I-9 Form, to be 
completed by employee 
on or before first day of employment.)

§ Employee must check one of the four boxes 
provided:

1. A citizen of the United States
2. A noncitizen national of the United States
3. A lawful permanent resident  (will have a 

Permanent Resident Card or Alien 
Registration Receipt if they check this box). 
Must also enter Alien Registration 
Number/USCIS Number.

4. An alien authorized to work… This is what the 
vast majority of our international students will 
qualify as—these are F1 visa holders. Must 
also enter expiration date (“Program End 
Date” on their I-20 Form) and one of the 
three numbers below:

• Alien Registration Number/USCIS 
Number

• Form I-94 Admission Number
• Foreign Passport Number and Country 

of Issuance

§ Signature of Employee and Date (date 
signed) in correct format (mm/dd/yyyy)



Section 1:  Preparer and/or 
Translator Certification

(Gray box at bottom of page 1 of I-9 Form, to be 
completed by employee on or before first day of 
employment.)

This is a change with the new revised form!

The employee must check one of the two boxes 
in the gray box indicating whether a Preparer 
and/or Translator assisted them with completing 
Section 1. 
THIS IS REQUIRED.

Example of a Preparer:  Employee is 
permanently or temporarily disabled and 
not able to write. Preparer assists them in 
filling out the form.

Example of a Translator:  English is not the 
employee’s first language and an 
interpreter assists them in completing the 
form.

If the employee checks the second box 
indicating a Preparer or Translator assisted them, 
the Preparer/ Translator must complete the 
information in the box at the bottom of page 1.



Section 2:  Employer or 
Authorized 
Representative Review 
and Verification

(Top of page 2 of I-9 Form, to be completed by 
employer)

Be sure to enter the employee’s Last 
Name, First Name, and MI in the 
boxes at the top of page 2, exactly as 
they are entered on page 1.

New on the revised form!

Please enter the employee’s 
Citizenship/ Immigration Status.

They only want the NUMBER OF 
THE BOX (1, 2, 3, or 4) that was 
checked on page 1.



Section 2:  Employer or 
Authorized Representative 
Review and Verification

(Middle of page 2 of I-9 Form, to be completed 
by employer)

§ As in the past, the employee must present:
Ø One document from List A

OR
Ø One document from List B and one 

document from List C 
Ø Documents must be unexpired originals 

(exception:  re-issued birth certificate with 
official embossed seal). Please photocopy 
them and staple them to the completed  
I-9.

§ For information about acceptable receipts, 
see page 6 of the Instructions.

§ Documents must be presented within 3 
(three) business days after the first day of 
employment

§ Legibly and completely list each document in 
the appropriate column, with dates in the 
correct format (mm/dd/yyyy).

§ Do not coach employees on which 
documents to use. Simply provide the List of 
Acceptable Documents and explain how it 
works.



Acceptable 
I-9 Documents

One from List A

OR

One from List B AND
one from List C



Let’s push Pause for a moment for 
a word about…

International Students
§ International Students with F1 visas (Box # 4 –

“Alien authorized to work”) have three documents 
they must present to complete their I-9s. Since we 
need all three, we can be direct in coaching 
them to provide these three documents:

1. Passport from country of origin
2. Form I-94 (Issued by Dept. of Homeland 

Security)
3. Form I-20 (Issued by Immigration and 

Naturalization Service)

§ Please list each of these under List A, starting with 
the passport.

§ Form I-94 does not have an expiration date.

§ The expiration date on Form I-20 is the “Program 
End Date.”

§ If you have any questions about completing an I-9 
for any student other than a U.S. Citizen, please 
call Human Resources at ext. 5060. We are more 
than happy to help!



We now return to our regularly 
scheduled programming…

Section 2:  Certification
(Bottom/Middle of page 2 of I-9 Form, to be 
completed by employer)

Be sure to enter the date of the employee’s first 
day of employment [Say it with me! “In the correct 
format: mm/dd/yyyy”]

Complete the box right before Section 3:

§ Signature of Employer or Authorized 
Representative

§ Today’s Date (date signed, mm/dd/yyyy)
§ Title of Employer or Authorized 

Representative
§ Last Name of Employer or Authorized 

Representative (printed legibly)
§ First Name of Employer or Authorized 

Representative (printed legibly)
§ Employer’s Business or Organization Name 

(Wheaton College)
§ Employer’s Business or Organization Address 

(501 College Ave.)
§ City or Town (Wheaton)
§ State (IL)
§ Zip Code (60187)



And finally…

Section 3:  Reverification and 
Rehires

(Bottom of page 2 of I-9 Form)

GUESS WHAT –
DO NOT COMPLETE THIS SECTION!

DON’T EVEN SIGN THE BOTTOM LINE!

YOU ARE DONE!
When this is needed, we will handle it in HR!

Send student to HR to reverify their I-9 if:
Ø Student leaves Wheaton for at least one 

semester and returns.
Ø Student has a name change.

§ Staple photocopies of ID documents to 
completed I-9 Form.

§ Submit the completed I-9 to Human Resources, 
paper-clipped with all of the other required 
student employment paperwork.


