
September 1, 2023 
Page 1 of 3 

 

Form I-9 Employment Eligibility Verification Form 
Instructions for WSDOT remote new hires 

Section 1 - Employee Responsibilities 
You must: 
• Review the information you provided on page 1. 
• Ensure that you provided information in ALL required fields – current legal name, complete 

address, and date of birth. If other fields do not apply, leave them blank. 
• Ensure you have signed and dated the form. (Employees must complete and sign Section 1 of 

Form I-9 no later than the first day of employment, but not before accepting a job offer.) 
• Ensure Supplement A, Preparer and/or Translator Certification for Section 1 is completed if you 

used a Preparer/Translator to assist you in completing the form. 
 
Section 2 - Employee Responsibilities 

You must  
• Present the notary with unexpired original documentation that shows your identity and 

employment authorization. You may choose which documentation to present. List of 
acceptable documents attached. You must present either: 

• One document from List A 
OR 
• One document from List B in combination with one document from List C 

 
(In certain circumstances, you may present an acceptable receipt in place of a List A, B, or C document. Receipts only 
temporarily satisfy the document presentation requirement for Section 2. Please call WSDOT HR for guidance when 
presented with receipts: 855-707-8100, option 1.) 

 
Section 2 - Notary Responsibilities 

You must:  
• Physically examine the original documents presented by the employee (not photocopies) 
• Fill out Section 2 and sign the form. See examples attached. 
A notary can perform the physical verification of our new employee’s documents required by USCIS 
since they are too far away for WSDOT staff to perform this required physical verification. The notary 
can use the title of “Notary” or “Public Notary” on the form, and not stamp the form with their notary 
stamp. *California employees may need to have an immigration consultant perform this function 
instead of a notary. 

Once the Form I-9 is completed, scan the I-9 and copies of the documents (front & back) to 
WSDOT HR at HRHelp@wsdot.wa.gov. Please call 855-707-8100, option 1 with any questions. 

 
Note: DO NOT fill out or sign Supplement B, Reverification and Rehire. 

https://www.uscis.gov/node/41814
https://www.uscis.gov/node/41814?topic_id=1&t=b
https://www.uscis.gov/node/41814?topic_id=1&t=c
https://www.uscis.gov/node/41575
mailto:HRHelp@wsdot.wa.gov
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Examples of many of these documents appear in the Handbook for Employers (M-274). 
Refer to the instructions for more information about acceptable receipts. 



What NOT to do: 

• 

• 

Do not over-document (i.e., do not record a list A, B and C document). 
Do not use whiteout or try to erase a mistake. If you make a mistake, either fill out a new form, or cross 
through the error (with one line, so it is still readable), write the correct information and initial the correction. 

 

September 1, 2023 
Page 3 of 3 

 

 

EXAMPLE 1 with a List A document 
 

 

EXAMPLE 2 with List B/C documents 
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