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EMERALD Emerald Staffing, Inc. excerpt from Department of Homeland Security

_ STAFFING Instructions for Form I-9 (OMB No. 1615-0047), Employment Eligibility
N7~ Verification. Please use this form to assist in filling out the Form I-9 provided.
Following completion, return to Front Office Coordinator.

| COMPLETING SECTION I: EMPLOYEE INFORMATION AND ATTESTATION

You, the employee, must complete each field in Section 1 as described below. Newly hired
employees must complete and sign Section] no later than the first day of employment. Section 1
should never be completed before you have accepted a job offer.

| Entering Your Employee Information

Last Name (Family Name): Enter your full legal last name. 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. Examples of correctly entered last names include De La Cruz, O’Neill, Garcia Lopez,
Smith-Johnson, Nguyen. If you have only have one name, enter it in this field, then enter “Unknown”
in the First Name field. You may not enter “Unknown” in both the Last Name field and the First
Name field.

First Name (Given Name): Enter your full legal first name. Your first name is your given name.
Some examples of correctly entered first names include Jessica, John-Paul, Tae Young, D’Shaun, Mai.
If you only have one name, enter it in the Last Name field, then enter “Unknown” in this field. You
may not enter “Unknown” in both the First Name field and the Last Name field.

Middle Initial: Your middle initial is the first letter of your second given name, or the first letter of
your middle name, if any. If you have more than one middle, enter the first letter of your first name.
If you do not have a middle name, enter N/ A in this field.

Other Last Names Used: Provide all other last names used, if any (e.g., maiden name). Enter N/A if
you have not used other last names. For example, if you legally changed your last name from Smith
to Jones, you should enter the name Smith in this field.

Address (Street Name and Number): Enter the street name and number of the current address of
your residence. If you are a border commuter from Canada or Mexico, you may enter your Canada
or Mexico address in this field. If your residence does not have a physical address, enter a
description of the location of your residence, such as “3 miles southwest of Anytown post office near
water tower”.

Apartment: Enter the number(s) or letter(s) that identify(ies) your apartment. If you do not live in an
apartment, enter N/A.

City or Town: Enter your city, town or village in this field. If you residence is not located in a city,
town or village, enter your county, township, reservation, etc., in this field. If you are a border
commuter from Canada, enter your city and province in this field. If you are a border commuter
from Mexico, enter your city and state in this field.

State: Enter the abbreviation of your state or territory in this field. If you are a border commuter
from Canada or Mexico, enter your country abbreviation in this field.

ZIP Code: Enter your 5-digit ZIP code. If you are a border commuter from Canada or Mexico, enter
your 5- or 6-digit postal code in this field.

Date of Birth: Enter your date of birth as a 2-digit month, 2-digit day, and 4-digit year
(mm/dd/yyyy). For example, enter January 8, 1980 as 01/08/1980.
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U.S. Social Security Number: Providing your 9-digit Social Security number is voluntary on Form
I-9 unless your employer participates in E-Verify. If your employer participates in E-Verify and:

1. You have been issued a Social Security number, you must provide it in this field; or

2. You have applied for, but have not yet received a Social Security number, leave this field
blank until you receive a Social Security number.

Employee’s E-Mail Address (Optional): Providing your e-mail is optional on Form I-9, but the field
cannot be left blank. To enter your e-mail address, use this format: name@site .domain. One reason
Department of Homeland Security (DHS) may e-mail you is if your employer uses E-Verify and DHS
learns of a potential mismatch between the information provided and the information in government
records. This e-mail would contain information on how to begin to resolve the potential mismatch.
You may use either your personal or work e-mail address in this field. Enter N/A if you do not enter
your e-mail address.

Employee’s Telephone Number (Optional): Providing your telephone number is optional on Form
I-9, but the field cannot be left blank. If you enter your area code and telephone number, use this
format: 000-000-0000. Enter N/A if you do not enter your telephone number.

| Attesting to Your Citizenship or Immigration Status

You must select on box to attest to your citizenship or immigration status.
1. A citizen of the United States.

2. A noncitizen national of the United States: An individual born in American Samoa, certain
former citizens of the former Trust Territory of the Pacific Islands, and certain children of noncitizen
nationals born abroad.

3. A lawful permanent resident: An individual who is not a U.S. citizen and who resides in the
United States under legally recognized and lawfully recorded permanent residence as an immigrant.
This term includes conditional residents. Asylees and refugees should not select this status, but
should instead select “An Alien authorized to work” below.

If you select “lawful permanent resident,” enter your 7- to 9-digit Alien Registration Number (A-
Number), including the “A,” or USCIS Number in the space provided. When completing this field
using a computer, use the dropdown provided to indicate whether you have entered an Alien
Number or a USCIS Number. At this time, the USCIS Number is the same as the A-Number without
the “A” prefix.

4. An alien authorized to work: An individual who is not a citizen or national of the United States,
or a lawful permanent resident, but is authorized to work in the United States.

If you select this box, enter the date that your employment authorization expires, if any, in the
space provided. In most cases, your employment authorization expiration date is found on the
document(s) evidencing your employment authorization. Refugees, asylees and certain citizens of
the Federated States of Micronesia, the Republic of the Marshall Islands, or Palau, and other aliens
whose employment authorization does not have an expiration date should enter N/A in the
Expiration Date field. In some cases, such as if you have Temporary Protected Status, your
employment authorization may have been automatically extended; in these cases, you should enter
the expiration date of the automatic extension in this space.

Aliens authorized to work must enter one of the following to complete Sectionl:

1. Alien Registration Number (A-Number)/USCIS Number; or
2. Form I-94 Admission Number; or
3. Foreign Passport Number and the Country of Issuance
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Your employer may not ask you to present the document from which you supplied this information.

Alien Registration Number/USCIS Number: Enter your 7- to 9-digit Alien Registration Number (A-
Number), including the “A,” or your USCIS Number in this field. At this time the USCIS Number is
the same as your A-Number without the “A” prefix. When completing this field using a computer,
use the dropdown provided to indicate whether you have entered an Alien Number or a USCIS
Number. If you do not provide an A-Number or USCIS Number, enter N/ A in this field then enter either
a Form I-94 Admission Number, or a Foreign Passport and Country of Issuance in the fields provided.

Form I-94 Admission Number: Enter your 11-digit I-94 Admission Number in this field. If you do
not provide an I-94 Admission Number, enter N/ A in this field, then enter either an Alien Registration
Number/USCIS Number or a Foreign Passport Number and Country of Issuance in the fields provided.

Foreign Passport Number: Enter your Foreign passport Number in this field. If you do not provide
a Foreign Passport Number, enter N/A in this field, then enter either an Alien Number/USCIS Number
or a I-94 Admission Number in the fields provided.

Country of Issuance: If you enter your Foreign Passport Number, enter your Foreign passport’s
Country of Issuance. If you did not enter your Foreign Passport number, enter N/A.

Signature of Employee: After completing Section 1, sign your name in this field. If you use a form
obtained from the USCIS website, you must print the form to sign your name in this field.

By signing this form (Form I-9), you attest under penalty of perjury (28 U.S.C. & 1746) that
the information you provided, along with the citizenship or immigration status you
selected, and all information and documentation you provided to your employer, is

complete, true and correct, and you are aware that you may face severe penalties provided

by law and may be subject to criminal prosecution for knowingly and willfully making false
statements or using false documentation hen completing this form. Further, falsely
attesting to U.S. citizenship may subject employees to penalties, removal proceedings and
may adversely affect an employee’s ability to seek future immigration benefits. If you
cannot sign your name, you may place a mark in this field to indicate your signature.

Employees who use a preparer or translator to help them compete the form must still sign

or place a mark in the Signature of Employee field on the printed form.

Today’s Date: Enter the date you signed Section 1 in this field. Do not backdate this form. Enter
the date as a 2-digit month, 2-digit day, and 4-digit year (mm/dd/yyyy). For example, enter
January 8, 2014 as 01/08/2014.

Thank you for working with Emerald Staffing, Inc. Please return this form to the Front Office
Coordinator when Form I-9 is completed.
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