Tips for Completing Federal I-9, Section 1
You Must Provide the Following:
 Full legal name
 Do not use nicknames. For example, if your full legal name is Thomas Smith but you use
the nickname Tommy Smith, enter Thomas Smith not Tommy Smith.
 If you have two last names (family names), include both.
 If you have two first names (given names), include both.
 If you hyphenates your first or last names, include the hyphen (-) between the names.
 Include your middle initial, if if applicable. If not, write N/A.
 Other names used, if applicable (e.g., maiden name). If not, write N/A.
 Current address, including street name and number (P.O. Box is Not Acceptable), city,
state and ZIP code
 Date of birth (MM/DD/YYYY)
 Check mark next to the appropriate box to indicate whether you are a U.S. citizen or
national, lawful permanent resident of the United States, or an alien authorized to work in
the United States.
 Alien Registration/USCIS or Form I-94 Admission number and the date employment
authorization expires (if applicable)
 Signature and Date (MM/DD/YYYY)
Additionally, you may provide your:
 Social Security number (This is optional unless you live in a E-Verify state.)
 E-mail Address
 Telephone Number
Important Reminders
 Any missing or wrong information will result in having to redo a new I-9 Form.
 Make sure you did not sign or date the translator/preparer section.
 Make sure you sign and date Section 1 in the proper spot.
 Your name in Section 1 must match the name on the documents provided for Section 2.
 Make sure your name is written the same way on all of your documents.
 The information on the form must be clear and legible.
 Highlighting marks, hole punches and staples must not interfere with an authorized
official’s ability to read the information on the form.

Federal I-9 Form – Acceptable Example

