
TIPS FOR
COMPLETING AN

I-9
The Form I-9 is used to verify the identity and the employment authorization of individuals hired for

employment in the United States. All U.S. employers must properly complete Form I-9 for each
individual they hire for employment in the United States. This includes citizens and non-citizens. Both
employees and employers (or authorized representatives of the employer) must complete the form.

Source: Form I-9 2020 Department of Homeland Security U.S. Citizenship and Immigration Services 
02/24/2020

Section 1 should be completed
with your personal

information.

If you are a citizen of the U.S.
you need to check the first

box. Otherwise, please provide
the appropriate 

documentation to reflect your
choice.

Please do not complete. This
section will be filled out by the

SEFS Office. 

Please chose whether or not
you used a translator. If you

did not use a translator please
leave the remaining boxes

blank.

This is a list of acceptable
documents that employees must
present. These documents must

be the ORIGINAL
DOCUMENTS. Please be aware of

the following:

You must present one item
from List A 

a combination of one selection
from List B and one selection
from List C.

OR

Please note that items with a 
are the most common
acceptable documents that
students bring for identification.
Any items listed above are
acceptable forms of identification.

The second page of the Form I-9 does
not need to be completed. The Office

of Student Enrollment and Financial
Services will complete this for you.

However, in order for this section to be
completed by the office we will need the

appropriate documentation found on the
last page of the form. 

As always, if you have any questions or
concerns, please contact the Office of

Student Enrollment and Financial Services. 
Rodman Hall Room 249

216-397-4248 
enrollment@jcu.edu 


