
Understanding I-9 Compliance: What Every Employer Needs to Know 

Ensuring I-9 compliance is a critical part of the hiring process for all U.S. employers. The 
Form I-9, Employment Eligibility Verification, is used to confirm the identity and 
employment authorization of individuals hired to work in the United States. Proper 
completion and maintenance of this form help businesses stay compliant with federal law 
and avoid costly penalties. 

What Is Form I-9? 

Form I-9 is required by the U.S. Citizenship and Immigration Services (USCIS). It must be 
completed by both the employer and the employee within three business days of the 
employee’s start date. The form verifies two key aspects: 

• The employee’s identity 

• The employee’s authorization to work in the U.S. 

Employer Responsibilities 

Employers must: 

1. Ensure every new hire completes Section 1 of the I-9 on or before their first day of 
work. 

2. Review original documents provided by the employee to verify identity and work 
authorization. 

3. Complete Section 2 within three business days of the employee’s start date. 

4. Retain the completed I-9 form for the required period—either three years after the 
date of hire or one year after employment ends, whichever is later. 

5. Make I-9 forms available for inspection by authorized government officials upon 
request. 

Common Compliance Mistakes 

• Missing or incomplete forms 

• Accepting expired documents 

• Failing to reverify work authorization for employees with temporary status 

• Storing I-9s with personnel files instead of in a separate, secure location 

 



Best Practices for Staying Compliant 

• Conduct regular internal audits to identify and correct errors. 

• Train HR staff on proper I-9 procedures and document verification. 

• Use the latest version of Form I-9 from the USCIS website. 

• Consider using E-Verify to confirm employment eligibility electronically. 

• Maintain organized, secure records for easy access during audits. 

Why I-9 Compliance Matters 

Noncompliance can result in significant fines, legal penalties, and reputational damage. 
Beyond avoiding penalties, maintaining I-9 compliance demonstrates a commitment to 
lawful hiring practices and workforce integrity. 

Key Takeaway: 
I-9 compliance is not just a legal requirement—it’s a vital part of responsible business 
operations. By following proper procedures and maintaining accurate records, employers 
can protect their organization and ensure a lawful, trustworthy hiring process. 

 


