Checklist: I-9 Completion, Rehires and Self Audit 

General Instructions: 
Employers must have an I-9 on file for every active employee hired after November 6, 1986. 
Employers must have an I-9 on file for terminated employees for three years following date of hire or one year following date of termination—whichever is later.
The current version of the I-9 form as of the date of hire or reverification must be used.

Items Needed for Audit:
☐ List of current/active employees hired since November 6, 1986 in alphabetical order with place to notate status of audit.  (check box, comment box, etc).  
☐ List of employees terminated in the past three years in alphabetical order.
☐ Original or electronic copies of all I-9 forms (both current employee forms, as well as forms for terminated employees within current retention requirements). 
☐ Handbook for Employers M-274 published by the USCIS (optional)
☐ Current version of Form I-9
☐ Audit Log to track any issues, follow up requirements and other actions to be taken.  (This can be the lists produces in the first 2 steps)
☐ I-9 Audit How-to Guide

Review I-9 Forms by Section: 
Section 1
☐ Name (Including other last names used, past or present), address and date of birth are completed.
☐ Social Security number is entered if employer participates in the E-Verify program.
☐ Appropriate citizen/immigration status box is checked.
☐ Lawful permanent residents have provided their seven- to nine-digit Alien Registration Number (A-Number) or USCIS Number.
☐ Aliens have provided an Alien Registration Number/USCIS Number or Form I-94 Admission Number or Foreign Passport Number.
☐ Employee signed and dated the form no later than the first day of employment.
☐ Preparer or translator section is completed if someone other than the employee completed Section 1 on behalf of the employee.
Section 2
☐ Employee’s name is entered as it appears in Section 1.
☐ The number is entered that correlates with the citizenship or immigration status box the employee selected in Section 1.
☐ One document from List A is listed and completed, or a combination of one document EACH from List B and List C are listed and completed.
☐ Documents have been entered into the correct section (e.g., List B item is, in fact, listed under list B and not List C or List A).
☐ If photocopies of documents are kept, copies of documents are maintained for all employees.
☐ The employee’s first day of employment is entered.
☐ All information in the certification section has been entered and a representative of the company has signed and printed his or her name and dated the form within three days of the employee’s first day of employment.
☐ The business name and full address are entered.
Supplement B (formerly Section 3)
☐  Supplement B is completed if the employee’s work authorization expired or if the employee was rehired within three years from the date the I-9 form was previously completed.
☐ If the employee’s name changed, the new name is entered in block A.

Correct Errors:
Section 1 Errors
If the employer discovers an error in Section 1 of an employee’s Form I-9, the employer should have the employee correct the error as follows: 
☐ Draw a line through the incorrect information. Do not use correction fluid or black out any information.
☐ Enter the correct information.
☐ Initial and date the correction. 
Employees needing assistance to correct Section 1 can have a preparer and/or translator help with the correction. The preparer and/or translator should:                                                                                                  
☐ Make the correction or help the employee make the correction by drawing a line through the incorrect information and entering the correction information.
☐ Have the employee initial and date the correction.
☐ Initial and date the correction next to the employee’s initials.
Section 2 and 3 Errors
When correcting Section 2 or 3, the employer should:
☐ Draw a line through the incorrect information. Do not use correction fluid or black out any information.
☐ Enter the correct information.
☐ Initial and date the correction.
Multiple Recording Errors 
☐ Complete the section containing errors on a new I-9 form.
☐ Ensure the current version of the I-9 form is used.
☐ Attach the new I-9 form to the original I-9 form.
☐ Attach an explanation describing why the employer made the changes and completed a new form.
Missing I-9 Forms
☐ Have the employee complete section 1 of the current version of the I-9 form immediately.
☐ Inspect the employee’s original documents and complete Section 2.
☐ Use current dates; do not backdate the form except that the employee’s original hire date should be entered in Section 2.
☐ Do not continue to employ individuals who are unable to provide acceptable documents as required. 
☐ Do not re-create the I-9 form without the employee’s presence or without examining the employee’s original documents. 
☐ Do not re-create the I-9 form for terminated employees; rather, complete a note to file with an explanation.
Complete the Audit Log Entry and File the Corrected Form I-9:
☐ Complete the audit log of the I-9 forms containing errors. 
☐ File the I-9 form in proper I-9 file (either current employee or terminated employee).
Common Form I-9 Mistakes & How to Avoid Them
Ensuring accurate completion of Form I-9 is essential for compliance. Common errors occur in Section 1 (Employee), Section 2 (Employer), and Supplement B (Reverification & Rehire).
· Section 1 Errors
·  Employees often fail to provide required details such as name, address, date of birth, A-number, or work authorization selection. Missing signatures and incomplete forms on the first day of employment are also common issues.
· Preparer/Translator Errors
· Missing or incomplete Preparer/Translator Certification block of Supplement A they completed, including failure to enter names, addresses, or signatures.
· Section 2 Errors
· Employers frequently omit key documentation details, such as List A or List B & List C document information, business details, or date of hire. Failure to complete Section 2 within three business days of the employee’s start date is a serious compliance risk.
· Supplement B Errors
· Reverification and rehire mistakes include missing employee names, document expiration dates, rehire dates, or employer signatures. Employers must ensure reverification occurs before work authorization expires.
Best Practices for Accuracy
· Ensure legibility, avoid unnecessary highlighter marks, hole punches, or staples.
· Verify all sections are complete and match payroll records.
· Always use the current version of Form I-9.
· Treat all employees fairly and without discrimination.
Proper completion and regular reviews of Form I-9 help employers avoid costly penalties and maintain compliance.

Completing Supplement B (Reverification & Rehires)
When to Complete Supplement B
☐ Employee’s work authorization or documentation has expired.

☐ Employee is rehired within 3 years of the original Form I-9 completion.

☐ Legal Name Change (Optional). Update name change for record accuracy.


General Requirements
☐ Ensure you are using the most current version of Form I-9.

☐ Complete the employee’s last name, first name, and middle initial at the top of Supplement B.

☐ If previous Supplement B was completed or an outdated form was used, attach the new version to the original Form I-9.

Reverification Process (For Expired Work Authorization)
Determine If Reverification Is Required
☐ Check Section 1 for the employee’s self-reported work authorization expiration date.

☐ Check Section 2 for the expiration date of the work authorization document.

☐ If the dates differ, use the earlier expiration date for reverification.
Notify the Employee in Advance
☐ Remind the employee at least 90 days before the expiration date.

☐ Instruct them to present an unexpired List A or List C document (or acceptable receipt).

Do not reverify:
· U.S. citizens or nationals.
· Lawful permanent residents who presented a Form I-551 (Green Card).
· List B documents.

Examine the New Document(s)
☐ Verify that the document appears genuine and relates to the employee.

☐ If the document seems invalid, request another List A or List C document.
Complete Supplement B for Reverification
☐ Record the document title, document number, and expiration date.

☐ Enter the date of completion (the date you sign the form).


Sign & Retain the Form
☐ Sign and date Supplement B.

☐ Retain it with the employee’s original Form I-9.

☐ If additional reverifications are needed later, attach additional supplement sheets.

Rehire Process (Within 3 Years of Original Form I-9)
Confirm Rehire Eligibility
☐ Verify that the previous Form I-9 belongs to the rehired employee.

☐ Check Section 2 for authorization validity or expired documents.
Determine If Reverification Is Needed
☐ If the work authorization is still valid, enter the rehire date in Supplement B.

☐ If the work authorization has expired, request an unexpired List A or List C document and record the details.
Complete Supplement B for Rehire
☐ Enter the rehire date in the "Date of Rehire" field.

☐ If reverification is required, record the document title, document number, and expiration date.

☐ If the previous Form I-9 version is outdated, complete Supplement B on the current form.

☐ Sign and date Supplement B.

☐ Attach it to the original Form I-9.
[image: Supplement B Signature Box]
Handling Legal Name Changes
☐ Though not required, update Form I-9 to reflect a legal name change.

☐ Request supporting documentation (e.g., marriage certificate, court order) for verification.

☐ Record the new name in Supplement B for accurate records.

Handling Major Identity Changes
If an employee reports a major identity change (e.g., new name, DOB, SSN) without supporting documents:

☐ Complete a new Form I-9.

☐ Enter the original hire date in Section 2.

☐ Attach the new Form I-9 to the previous one.
If the identity remains unchanged but the employee provides new work authorization evidence:

☐ Complete Supplement B of the previous Form I-9.

If the current Form I-9 version differs from the previous one:
☐ Complete Supplement B on the latest version.

Form I-9 Self-Audit
Pre-Audit Preparation
☐ Define the purpose and scope of the audit (full review or sample selection).

☐ Ensure audit selection is neutral and non-discriminatory.

☐ Establish a clear process for employee communication regarding the audit.

☐ Assign trained personnel or an external auditor if needed.

☐ Maintain documentation of communications, findings, and corrective actions.

Reviewing Form I-9 for Compliance
 Section 1 (Employee Information & Attestation)
☐ Verify all required fields are completed accurately (name, address, date of birth, work authorization status).

☐ Ensure the employee has signed and dated the form on or before their first day of employment.

☐ If a preparer or translator was used, confirm the certification block is completed correctly.
Section 2 (Employer Review & Verification)
☐ Confirm that acceptable List A or List B & List C documents were provided and recorded properly.

☐ Ensure all required fields (document title, issuing authority, document number, expiration date) are completed.

☐ Verify that the hire date matches payroll records.

☐ Ensure the employer’s business name, address, and representative’s signature are present.

☐ Section 2 must be completed within three business days of hire.

Supplement B (Reverification & Rehire)
☐ Check if employment authorization was reverified before expiration.

☐ Ensure rehire information is completed if the employee was rehired within 3 years of the original Form I-9.

☐ Verify the employer signed and dated Supplement B.
Correcting Errors & Missing Forms
☐ Employees correct errors in Section 1 by drawing a line through incorrect information, entering the correction, and initialing & dating the change.

☐ Employers correct Sections 2 & 3 using the same method (no white-out, erasing, or backdating).

☐ If multiple errors exist, redo the section on a new Form I-9 and attach it to the previous version.

☐ If a Form I-9 is missing or incomplete, complete a new form immediately and attach a signed and dated explanation.
Reviewing Work Authorization & Document Validity
☐ Ensure documents presented were valid under Form I-9 rules at the time of hire.

☐ If documents appear fraudulent or unrelated to the employee, allow them to present another List A or List C document.

Do not reverify
☐ U.S. citizens and nationals.
☐ Lawful permanent residents who provided a Form I-551 (Green Card).

☐ List B identity documents.

☐ If an employee’s work authorization has expired, request an updated List A or List C document.
Handling Compliance Issues
☐ If the wrong version of Form I-9 was used, attach it to a current blank version and sign a statement explaining the mistake.

☐ If an employee admits to unauthorized work, they must provide new work authorization and complete a new Form I-9.

☐ Do not request specific documents—employees must choose from the Lists of Acceptable Documents.

☐ Do not discriminate against employees based on national origin, citizenship status, or document type.
Documentation & Retention Best Practices
☐ Retain Forms I-9 for at least 3 years from the hire date or 1 year after termination, whichever is later.

☐ Store Forms I-9 separately from personnel files for easy retrieval.

☐ Ensure forms are legible, free of unnecessary markings, and securely stored.

☐ Keep records of audit results, corrections, and actions taken.

Addressing Findings & Maintaining Compliance
☐ Document all corrections and updates made during the audit.

☐ Train HR staff on Form I-9 completion and compliance.

☐ Conduct regular self-audits to prevent future errors.

☐ Stay updated on DHS, ICE, and USCIS Form I-9 guidance.

Scan the QR code below to access the Form I-9 Employee Information Sheet.
[image: A qr code on a white background

AI-generated content may be incorrect.]



image1.png
Coiams oy ey fo S -
Pei

Fes e (Gron e o Secion .

leoh

Employers: Guidance for & Fom 15 (4274

Instructions: Thissupplement repiaces Section 3 on th previous versio of Fom 9. Only se i page f your mpioyos requires
roveiicaton. s rohrod wihi (hiea years of thedatethe arginl For 19 was completed.o provide proo! of s legal nam change. Enter
he omployee's ame nthe fods above. Use & hew secton fr sachrovericaton o ehis. Review the Form 9 nsructions befors
omplting thispage. Keep i page s port o e employee's Form 13 record. Addtional guidance can b found n the Handboo for

e f e Fasicssn) [ i  apiane.

o o ot Py o
P

"

1fthe amployes reuires reverfcaon your amployee can choose o present any accetabe it Ao Lis C documentation 1 show
ompicyment horzasan. Enerhe Gocumant riomanon e 5008 e,

Documat s ()
123456789

Gorsion O ) sy
e ot w10 ey

o5, under ponshty of perury. tht 15 the best ofmy knowledge, thissmpleyos s suhorized t work n the Uited Sates and i the
employee presantad documenatin, he documentaion | examined appears 10 be ganuine and 0 relats o the ndvidualwho preserted it

e Empiya o s Rrearitis
‘Smithsonian Institution

e

Jobwn David -

Toaa/s G )
proein

“Adtonal formatn (Wl and dte each notaion

[
B e s





image2.png




