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FORM I-9 INSTRUCTIONS 
 
Purpose 
The Form I-9 is used to verify the identity and employment authorization of individuals hired for employment in the U.S.  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 noncitizens and must 
complete this form within 3 days of their hire date.  Both the employee and the manager share responsibility to complete Form I-9. 
 
I9 Timeline 
Form I-9 MUST be completed within 3 days of the employee’s first day of work.  This form is part of the ADP onboarding process and all forms 
will be completed electronically.   
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Employee Responsibility  
 
Section 1: The new hire must complete all of the personal information in section 1 and sign and date after the personal information has been 
added. 
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Section 2: 
Employees must present unexpired original documentation that shows the employer their identity and employment authorization. Your 
employees choose which documentation to present.  The list of acceptable documents is below.   
 
Employees must present: 

• One document from List A; or 
• One document from List B in combination with one document from List C 

 
Note: 

• List A contains documents that show both identity and employment authorization 
• List B documents only show identity only 
• List C documents only show employment authorization only 

 
Continued on next page 

https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/node/41814
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
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Manager Responsibility 
Practice Leaders and managers MUST complete and sign Section 2 of Form I-9 in ADP, within 3 business days of the date of hire of their 
employee (the hire date means the first day of work for pay). For example, if your employee began work for pay on Monday, you must complete 
Section 2 by Thursday of that week. If the job lasts less than 3 days, you must complete Section 2 no later than the first day of work for pay. 
 
Example of Section 2 
Managers should complete the section below with either one document from List A OR one document from List B AND List C and electronically 
sign all fields of the Certification section. 

 


