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PICS I-9 Sample 
If the I-9 form does not meet Homeland Security requirements, it is considered invalid.  

PICS Human Resources will request the completion of a new form. The Federal instructions are available on our website. 
Section 1: Worker will complete Steps 1 - 9. Please note that an electronic signature cannot be used on the I-9 form.  

 
 

 
 

*If a preparer or translator assisted the Worker in completing Section 1, please 
refer to pg. 3 of this Sample on how to complete Supplement A, Preparer and/or 
Translator Certification.    

Worker (Steps 1- 9) 

1. Print your full legal name: Last, 
First, and Middle Initial. Provide 
any other names you’ve used 
(such as maiden name). Enter 
“N/A” if you have never used any 
other name. 

2. Print your physical address. 
Enter “N/A” if you have no 
apartment number.  

3. Print your Date of Birth 
(mm/dd/yyyy). 

4. Print your Social Security 
number.  

5. Print your email address or print 
“N/A” if you choose not to provide 
it here.  

6. Print your telephone number or 
print “N/A” if you choose not to 
provide it here.  

7. Check one box that best 
describes your citizenship or 
immigration status in the United 
States.  

8. Provide your handwritten 
signature. Electronic signature 
cannot be used. 

9. Print the date you completed 
the I-9 form. No later than your 
first day of work for pay. 
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Section 2: Representative or Authorized Representative will complete Steps 1 - 6. The Authorized Representative can be 
a non-relative or notary. The Employer Business Name will be the FEIN Holder’s Name and the Employer’s Business 
Address will be the FEIN Holder’s home address. Please note that an electronic signature cannot be used on the I-9 
form. 
 
*The Worker CANNOT complete Section 2 of their own I-9 form.* 
 

  
  

Authorized Representative 
 (Steps 1- 6) 

 
1. Examine each document and 
note the details in the appropriate 
List column. One document from 
List A OR one from List B and one 
from List C. 

2. Print your Last Name, First 
Name, and print your title as 
“Authorized Representative”.   

3. Provide your handwritten 
signature. Electronic signature 
cannot be used. 

4. Print the date you signed the 
form. Must be completed and 
signed within 3 days of Worker’s 
first day of employment. 

5. Print “Partners in Community 
Supports”. 

6. Print the address of Partners in 
Community Supports.   
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Please only complete Supplement A, Preparer and/or Translator Certification, if a preparer or translator assisted in 
completion of Section 1 of the I-9 form.  
Supplement A: Preparer and/or Translator will complete Steps 1 - 5.  Please note that an electronic signature cannot be 
used on the I-9 form.  
 

 

 

 

Preparer/Translator 
 (Steps 1- 5) 

 
1. Print the Worker’s Last Name, 
First Name, and Middle Initial 
matching Section 1. 

2. Provide your handwritten 
signature. Electronic signature 
cannot be used.   

3. Print the date you signed the 
form. This should match the date 
Section 1 was completed.  

4. Print your Last Name, First 
Name, and Middle Initial. 

5. Print your entire address. A PO 
Box is not allowed.   

If more than one preparer and/or 
translator was used to assist a 
Worker in completion of Section 
1, repeat Steps 2 – 5 on 
subsequent fields on Supplement 
A per preparer/translator.  


