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these areas!  
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No P.O. box can be used 
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Pay extra 
attention to 
these areas!  
 



1. Make sure you are completing the form with the correct expiration date. Currently the date should be 
03/31/2016.  

2.  The middle initial field should be completed. If there is no middle initial the student should draw a line 
through the box or put N/A.  

3.  The maiden name field should be completed. If none or not applicable the student should draw a line through 
the box or put N/A.  

4.  The Social Security number is not required. We cannot demand that the student completes the field. They will, 
however, have to produce the Social Security card for payroll purposes. Please note that whatever the student 
decides it must be clear. For example: dashes through every box, N/A, dashes through every box except the last 
four, or filling out every box in the field. The bottom line is that the student must show clarity in what they 
have decided to do regarding the Social Security field.  

5. E-mail address is optional.  
6. Telephone number is also optional.  
7. The student must check one of the four boxes in this field.  
8. Employee/student must sign where signature of employee is indicated.  
9. Employee then dates the form with the date of which they are filling it out.  
10. Employer must fill out the employee/student’s name. Be careful to not miss it! It’s right at the top of the form. 
11. All documents submitted must be originals. We cannot request specific documents from students for section 

two. Students must be shown the list of acceptable documentation and be allowed to choose what they wish to 
submit. If they choose one document from List A that is all they need. By completing List B and/or C in 
addition to List A the perception is that we have asked for additional documentation and this would be flagged 
in an audit of the I-9. Make sure section two is filled out clearly and accurately and never use white out! If an 
error is made, line through the error with initials and date on the form; or you can re-do the I-9.  

12. Employer needs to date the form, the employer needs to sign and date the form within three business days of 
the date of employment. 

13. Employer needs to sign where signature of employer is indicated.  
14. This section, along with the rest of the form may not have abbreviations. For example, FSU needs to be written 

out as Ferris State University.  
 
 
 
 



Example of a 
properly filled 
out employee 
section.  



Example with 
employer part 
filled out 
correctly.  



I-9 Completion for 
International Students 
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The areas to pay close attention 
to are the same with 
international students; 
however, depending on how the 
student answers certain fields 
additional information may be 
required.  

For field seven if the last 
box is checked additional 
information is required. 
Please see to the right.  
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Date is equivalent to 
duration of status 

Optional 

If the student indicated in field 
seven that they are a 
nonimmigrant alien authorized to 
work they will need to provide 
additional documentation.  
1. Foreign passport  
2. Form I-94 or Form I-94A that has the 

following:  
 1. Same name as passport and 
            2. An endorsement of the alien’s status as 

long as that period hasn’t expired.  

The additional information 
from the documents will be 
written down on List A.   



Guess What’s Wrong? 





The first and last 
names need to be 
switched 

Instead of birth 
date, calendar date 
is listed 

Employee signature 
is missing 

Did not check one 
of the four boxes 



Debbera Lunsted Debbera Lunsted 



Needs to be filled in, 
even if not applicable 
N/A or a line through 
required 

No state 
chosen 

Not clear if student 
intentionally left spaces 
blank or not, need the 
other numbers or lines 
through blank boxes 

Debbera Lunsted 

Address cannot be a 
P.O. box 





Document used 
in List A is not 
acceptable to be 
there, per the 
guidelines for 
List A, the two 
lists should be 
shifted over and 
would read as 
List B and List C 

No signature 

Employer did not 
print students’ 
full name 

First and last 
name are switched 



Debbera Lunsted 

Bulldog, Brutus B 

Debbera Lunsted 



Both the issuing 
authority and 
expiration date need to 
be filled out, even if not 
applicable for 
expiration date there 
needs to be an N/A or a 
line in the field 

Dates listed by 
employer is not within 
three days of start of 
employment 

Debbera Lunsted 

Bulldog, Brutus B 



  Any questions feel free to 
contact the Student 
Employment Office!  
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