
How to Complete the Form I-9 

Employment Eligibility Verification 

New Employee – Section 1 Instructions 

Texas A&M Engineering  

What is the purpose of the Form I-9? 

“Form I-9 is used for verifying the identity and employment authorization of individuals hired for employment in the United 
States. All U.S. employers must ensure proper completion of Form I-9 for each individual they hire for employment in the 
United States. This includes citizens and noncitizens. Both employees and employers (or authorized representatives of the 

employer) must complete the form. On the form, an employee must attest to his or her employment authorization. The 
employee must also present his or her employer with acceptable documents evidencing identity and employment 

authorization. The employer must examine the employment eligibility and identity document(s) an employee presents to 
determine whether the document(s) reasonably appear to be genuine and to relate to the employee and record the 

document information on the Form I-9.” 

https://www.uscis.gov/i-9  

How do I complete Section 1 of the Form I-9? 

A sample Form I-9 Section 1 is on page 1.  

For detailed instructions on how to complete Section 1 the Form I-9, please refer to pages 3-6. 

For detailed instructions on presenting Form I-9 documents to your Business Administrator to review Section 1 and 
complete Section 2, please refer to pages 9-14.  

What documents can I present to verify my Employment Eligibility? 

Please see the List of Acceptable documents on page 18.  

Why do I need to provide my Social Security Number in Section 1?

Texas A&M Engineering Experiment Station participates in E-Verify. “E-Verify is a web-based system that allows enrolled 
employers to confirm the eligibility of their employees to work in the United States. E-Verify employers verify the identity and 
employment eligibility of newly hired employees by electronically matching information provided by employees on the Form I-
9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department 

of Homeland Security (DHS).” 

In order to submit Form I-9s to E-Verify, a Social Security Number must be listed in Section 1 of the Form I-9. 

***If you have applied for and have not yet received your Social Security Number, please see page 2.*** 

Please contact your Business Administrator (I-9 Processor) if you have any additional questions.

https://www.uscis.gov/i-9
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The email below will come to you once your Prospective Hire Form has been approved for your employment. This email grants access to the employee complete Section 1 of the Form I-9 remotely. Please follow the instructions in the email to login. If you have any issues accessing the system please contact Cathleen Karr Simons at ckarr17@exchange.tamu.edu
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NOTE:  - In order to maintain compliance with USCIS all new employees must complete Section 1 of the Form I-9 on or before their hire date.  - Employees must then present the documents used in Section 1 to their Business Administrator (I-9 Processor) to review in addition to their original documents needed for the Business Administrator (I-9 Processor) to complete Section 2 of the Form I-9. (Please see attached List of Acceptable Documents)  - Employees must present their documents to their Business Administrator (I-9 Processor) within 3 days business days of their hire date. 
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NOTE:  - If your Business Administrator (I-9 Processor) finds any error in Section 1 of your Form I-9 they will notify you during your Onboarding session.  - Please be aware that even if you complete Section 1 in a timely manner (prior to or on your hire date), your Form I-9 still needs to be successfully completed within 3 business days of your hire. 
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After logging into the Perfect Compliance website, you will be prompted to confirm your identity and complete Form I-9 Section 1. 
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Insert Full Name Here
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NOTE: - If you have attested that you are "A citizen of the United States" or "A lawful permanent resident, please add your Social Security Number to Section 1 before submitting.  - If you have applied for and have not yet received your Social Security Number, please submit Section 1 to ensure compliance.  - Once you receive your Social Security Number, you will be contacted by an I-9 Partner to add your Social Security Number to Section 1 to complete your Form I-9.  
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Please select one of the four options based on your current citizenship status. For clarification on which option you should select, please refer to page 5. 
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Once you complete Section 1 of the Form I-9 please select the check-box to digitally sign and date Section 1 of the Form I-9.
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If you received assistance to complete Section 1 of the Form I-9, the individual will need to sign as a Preparer or Translator. Please see page 6 for more information. 
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