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INSTRUCTIONS FOR FORM I-9 COMPLETION

The Department of Homeland Security requires that the Form I-9, Employment Eligibility Verification be completed on the first day of employment and that original and unexpired documents are submitted by the employee within 3 days of employment or the employee may no longer work.
INSTRUCTIONS FOR EMPLOYEE: 
· Complete Section 1 only in pen.  

· Check one of the four boxes describing your legal status.
· Sign your name and date under the words “Employee’s Signature”. 

· Bring original and unexpired documents proving you can work in the United States to either your Supervisor or the Human Resources Office in Building 15 for verification.  

· See back of I-9 for a list of acceptable documents.  Most common are a driver’s license AND a social security card OR a passport only.
· If you are a foreign student, you must bring the Form I-9 and all Visa documents, in addition to the passport, to the Human Resources Office in Building 15 for verification BEFORE you start working.  A valid Social Security number is required.
· If you are a Federal Work-Study student, you are a State employee and must complete the Form I-9 in State Payroll.  Your Driver’s license and Social Security card are required.
INSTRUCTIONS FOR SUPERVISOR:  
· The supervisor completes Section 2. Employer Review and Verification in pen.
· Accept only original and unexpired documents for verification of employment eligibility.  

· Employees may bring either a List A document OR a List B AND a List C document.  Refer to the reverse side of the Form I-9 for a list of acceptable documents.
· A typical document for List A is a passport
· Typical documents for List B are an original driver’s license or a Cal Poly ID

· Typical documents for List C are a social security card or a birth certificate
· Remember to include the document title, the issuing authority, document number, and expiration date, (if any) in that order.  Refer to the left side of List A for the order of documents.  All information must be recorded on the correct line.
· Do not complete the Form I-9 for foreign students.  Send foreign students to Human Resources for employment eligibility verification.   Note, they must have a Social Security number.
· Do not complete a Form I-9 for Federal Work-Study (FWS) students.  These students must complete their Form I-9 in State Payroll.   FWS students have different new hire paperwork.
· Make sure you sign, print your name, title, organization (CPC, 1 Grand Avenue, San Luis Obispo, CA 93407) and date the Form I-9.  Incomplete or incorrectly completed I-9s may result in fines.
If you have any questions about Form I-9 completion, please call our Human Resources Office at 756‑1121.  You may also email us at cpchr@calpoly.edu.[image: image2.png]
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