
UMass Internal I-9 Job Aid
Required Fields for New Employees, Section 1
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REQUIRED FOR BOX 3 

1. A Citizen of the United States  - No additional information is needed 
2. 2. A Non Citizen National – Persons born in American Samoa, certain former citizens of the former Trust Territory of 

the Pacific Islands and certain children of non citizen nationals born abroad  - No additional information is needed

IF BOX 4 IS SELECTED #1, #2, 
OR #3 MUST BE COMPLETED

REQUIRED FOR BOX 4

Should be 
completed ONLY if 
the employee 
requires assistant to 
complete Section 1 
(i.e. translator, 
someone other than 
the employee fills 
out the information 
blocks, or someone 
with a disability who 
needs additional 
assistance) If a 
translator was not 
used these fields 
can be left blank

The only instances 
that allow for N/A in 
the expiration date 
field is Refugees, 
Granted Asylees and 
Certain citizens of 
Micronesia, the 
Marshal Islands and 
Palau

When reviewing an I-9 for competition the highlighted fields are required, and depending on what box 
they have selected additional information my be required. See Below

3. A Lawful Permanent Resident – Green Card holder. A#/USCIS Number is 
Required

4. An Alien Authorized to Work – Temporary Work Authorized, An Expiration 
Date is requires and Question 1, 2, or 3 MUST be answered

I-9 Instructions 
indicate that 
no field in 
Sections 1 or 2 
can be blank 
any field that is 
not used must 
be marked 
N/A. 

Must Be Answered

Optional Fields – if not provided must be marked N/A



I-9 Required fields for Employer, Section 2
Before completing Section 2, the employer must ensure that section 1 is completed properly and one time. The Employee must 
present acceptable documents within 3 business days of first day of work. Employers cannot specify which documents they will 
accept. The Employer is required to complete the highlighted fields. 

The Employee can 
present one selection 
from List A or a 
combination of 
documents from List B 
and C. 
Record the documents in 
the proper column. Add 
N/A to any field that was 
not used. 

If the employee is 
Temporary Work 
Authorized please review 
the Temporary Work 
Authorized Acceptable 
documents list. 

ONLY Photocopy and 
attach the documents 
that were required to 
complete this I-9 to the 
completed form. 

Exemptions are only 
for external 
recruiters or 
temporary staffing 
agencies. 

When reviewing the documents provided please check the box that was marked in the attestation in 
Section 1. The documents must match the type of box checked. If they checked a lawful permanent 
resident, they should be presenting a copy of their green card as a list A documents, or a List B and List 
C document. 

If they checked that they are an alien eligible to work they should be presenting acceptable documents 
as per the list. If you are using the online smart form, it will limit what documents are acceptable 
based on the individuals selection in part 1. 

These will auto 
populate on the online 
form, to use smart 
form functionality in 
section 2, you must 
select the number that 
corresponds with box 
selected in section 1



I-9 Required fields for Employer, Section 3
Reverification

I-9 Required fields for Employer, Section 3
Re-Hires

Complete Section 3, or the employee can complete a new if the rehire is within the prior three
years and the old I-9 is still available. If you choose to complete section 3, verify that the form is
the current version, if not you may attach the page from the new I-9 that contain Section 3.

Complete if there has been a name change since the original I-9 was completed

Complete Box C if the documents provided with the original I-9, evidencing employment eligibility 
have expired. 

When an employees temporary work authorization expires you must re-verify their employment
authorization documents no later than the date their current temporary work authorization
expires. You can use Section 3 of their current I-9 or if that section was already used, you can print
a new I-9. If you use a new I-9 please print the individuals name on the top of section 2 and only
complete section 3. The highlighted fields below are required to complete section 3 for
reverification. You are only required to reverify work authorization with a List A or List C
document, you do not need to reverify identity (List B document).

You DO NOT need to reverify U.S. Citizens, Non Citizen Nationals, U.S. Permanent Residents, 
Refugees EAD Code (a)(4), or individuals who have been granted Asylum, EAD Code (a)(5).  
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