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Form I-9 Completion (for Remote Hires) by an
Authorized Representative – Guidance Document

U.S. Citizenship and Immigration Services (USCIS) allows employers to designate an authorized representative to complete Form I-9 with their remote hires. The authorized representative can be anyone that is not related to the new employee; a personnel officer, a foreman, an agent of the employer, or even a notary public.**  Please refer to the USCIS Handbook for Employers (M-274) Guidance for Completing Form I-9 at http://www.uscis.gov/files/form/m-274.pdf
1. Verify that the employee has completed Section 1 of Form I-9 prior to completing Section 2. 
· Please ensure that the employee has not left Middle Initial, Other Last Names Used, Apt. Number, Employee’s E-mail Address, or Employee’s Telephone Number blank. They must enter “N/A” if they do not put information in these fields.

2. The employee must present identification documents, see the “Lists of Acceptable Documents.” Examine each original document to determine if it reasonably appears to be genuine and relates to the person presenting it. The employee can present either:
· Any one document from List A (NOTE: In some instances, additional documents may be required to fulfill this requirement, i.e., foreign passport and I-94) or
· Two documents, one from List B (identity) and one from List C (eligibility)

3. Complete Section 2 Employer or Authorized Representative Review and Verification. There are spaces on the Form I-9 for you to indicate which document(s) were presented and their associated information.
· [bookmark: _GoBack]Make and attach legible black & white copies of the document(s) provided. 
· Important: view only unexpired original documents (not necessarily the first document of its kind ever issued, but an actual document issued by the issuing authority). Faxes, photocopies, and laminated social security cards are unacceptable documents.

4. Complete the Certification section as follows:
· Do Not Enter the employee’s first day of hire. (UA hiring department will complete this date.)
· Sign your name in the Signature of Employer or Authorized Representative field.
· Print Today’s Date (mm/dd/yyyy) – the date you reviewed the employee’s documents.
· Print “Authorized Representative” in the Title of Employer or Authorized Representative field.
· Print your Last Name in the Last Name of Employer or Authorized Representative field.
· Print your First Name in the First Name of Employer or Authorized Representative field.
· Print “University of Alaska” in the Employer’s Business or Organization name field.
· Do Not Enter the Employer’s Business or Organization Address. (UA hiring department will complete Street Number and Name, City or Town, State, and ZIP Code.)

**When using a notary public for purposes of Form I-9 and its completion, the notary public is viewed as an authorized representative of the employer, not as a notary. Therefore, the notary would complete Form I-9 with the employee as would any agent of the employer and should not provide any notary insignia on the form.
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UAF is an AA/EO employer and educational institution.
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