
Section I. Employee Information and Attestation
Newly hired employees must complete and sign Section 1 of Form 
I-9 no later than the first day of employment. Section 1 should 
never be completed before the employee has accepted a job offer.
Provide the following information to complete Section 1:

Name: Provide your full legal last name, first name, and mid-
dle initial. Your last name is your family name or surname. If 
you have two last names or a hyphenated last name, include 
both names in the last name field. Your first name is your gi-
ven name. Your middle initial is the first letter of your second 
given name, or the first letter of your middle name, if any.
Other names used: Provide all other names used, if any (in-
cluding maiden name). If you have had no other legal names, 
write “N/A.”
Address: Provide the address where you currently live, includ-
ing Street Number and Name, Apartment Number (if appli-
cable), City, State, and Zip Code. Do not provide a post office 
box address (P.O. Box). Only border commuters from Canada 
or Mexico may use an international address in this field.
Date of Birth: Provide your date of birth in the mm/dd/yyyy 
format. For example, January 23, 1950, should be written as 
01/23/1950.
U.S. Social Security Number: Provide your 9-digit Social 
Security number. Providing your Social Security number is 
voluntary. However, if your employer participates in E-Verify, 
you must provide your Social Security number.
E-mail Address and Telephone Number (Optional): You 
may provide your e-mail address and telephone number. 
Department of Homeland Security (DHS) may contact you 
if DHS learns of a potential mismatch between the informa-
tion provided and the information in DHS or Social Security 
Administration (SSA) records. You may write “N/A” if you 
choose not to provide this information.

1. A citizen of the United States.
2. A noncitizen national of the United States: Noncitizen 

nationals of the United States are persons born in American 
Samoa, certain former citizens of the former Trust Territory of 
the Pacific Islands, and certain children of noncitizen nation-
als born abroad.

3. A lawful permanent resident: A lawful permanent resident 
is any person who is not a U.S. citizen and who resides in the 
United States under legally recognized and lawfully recor- 
ded permanent residence as an immigrant. The term “lawful 
permanent resident” includes conditional residents. If you 
check this box, write either your Alien Registration Num-
ber (A-Number) or USCIS Number in the field next to your 
selection. At this time, the USCIS Number is the same as the 
A-Number without the “A” prefix.

4. An alien authorized to work: If you are not a citizen or na-
tional of the United States or a lawful permanent resident, but 
are authorized to work in the United States, check this box.
If you check this box:

a. Record the date that your employment authorization ex-
pires, if any. Aliens whose employment authorization does 
not expire, such as refugees, asylees, and certain citizens 
of the Federated States of Micronesia, the Republic of the 
Marshall Islands, or Palau, may write “N/A” on this line.

b. Next, enter your Alien Registration Number (A-Number)/
USCIS Number. At this time, the USCIS Number is the 
same as your A-Number without the “A” prefix. If you have 
not received an A-Number/USCIS Number, record your 
Admission Number. You can find your Admission Number 
on Form I-94, “Arrival-Departure Record,” or as directed 
by USCIS or U.S. Customs and Border Protection (CBP).
(1) If you obtained your admission number from CBP 

in connection with your arrival in the United States, 
then also record information about the foreign pass-
port you used to enter the United States (number and 
country of issuance).

(2) If you obtained your admission number from USCIS 
within the United States, or you entered the United 
States without a foreign passport, you must write 
“N/A” in the Foreign Passport Number and Country 
of Issuance fields.

Sign your name in the “Signature of Employee” block and record the 
date you completed and signed Section I. By signing and dating this 
form, you attest that the citizenship or immigration status you se-
lected is correct and that you are aware that you may be imprisoned 
and/or fined for making false statements or using false documen-
tation when completing this form. To fully complete this form, you 
must present to your employer documentation that establishes your 
identity and employment authorization. Choose which documents 
to present from the Lists of Acceptable Documents found on the 
last page of this form. You must present this documentation no later 
than the third day after beginning employement, although you may 
present the required documentation before this date.

Preparer and/or Translator Certification
The Preparer and/or Translator Certification must be completed 
if the employee requires assistance to complete Section I (e.g., the 
employee needs the instructions or responses translated, someone 
other than the employee fills out the information blocks, or some-
one with disabilities needs additional assistance). The employee 
must still sign Section I.

Minors and Certain Employees with Disabilities  
(Special Placement)
Parents or legal guardians assisting minors (individuals under 18) 
and certain employees with disabilities should review the guide-
lines in the Handbook for Employers: Instructions for Completing 
Form I-9 (M-274) on www.uscis.gov/I-9Central before completing 
Section I. These individuals have special procedures for establish-
ing identity if they cannot present an identity document for Form 
I-9. The special proedures include (1) the parent or legal guardian 
filling out Section I and writing “minor under age 18” or “special 
placement,” whichever applies, in the employee signature block; 
and (2) the employer writing “minor under age 18” or “special 
placement” under List B in Section 2.

Page 3 Page 4Page 2

Section 2Section 1 Instructions for Employment Eligibility Verification
Department of Homeland Security

U.S. Citizenship and Immigration Services

Employer Completes Next Page

INSTRUCTIONS FOR COMPLETING W-4 FORM
Step 1: (a) Fill in your name as it appears on your Social Security 

card. Do not use your “called-by” name if it differs from what 
is on your Social Security card. Use your home address. Do 
not use PCC’s address. (b) Fill in your social security number 
as it appears on your Social Security card. (c) Check only one 
of the selections “Single or Married filing separately,” “Mar-
ried filing jointly,” or “Head of household.”

Steps 2–3: Only complete these steps if applicable.  This will 
usually only apply to married employees.

Step 4: Only complete this step if applicable.

Exempt Status: Only US Citizens can claim exempt if they meet 
both qualifications: If you have no federal income tax liability 
in 2019 and you expect to have no federal income tax liability in 
2020, you may write “Exempt” in the shaded section under 4(c).

Non-Resident Aliens: if you are a non-resident alien, write out 
“Non-Resident Alien” in the shaded section under 4(c). 

Step 5: Sign your legal name and the date in the DD/MM/YYYY 
format.

Further instructions are available online at https://www.irs.gov/pub/irs-pdf/fw4.pdf.


