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I-9 Central

Dear Reader:
The following document was created from the MTAS website (mtas.tennessee.edu). This website is
maintained daily by MTAS staff and seeks to represent the most current information regarding issues
relative to Tennessee municipal government.
We hope this information will be useful to you; reference to it will assist you with many of the questions
that will arise in your tenure with municipal government. However, the Tennessee Code Annotated and
other relevant laws or regulations should always be consulted before any action is taken based upon
the contents of this document.
Please feel free to contact us if you have questions or comments regarding this information or any other
MTAS website material.
Sincerely,
The University of Tennessee
Municipal Technical Advisory Service
1610 University Avenue
Knoxville, TN 37921-6741
865-974-0411 phone
865-974-0423 fax
www.mtas.tennessee.edu
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I-9 Central
Reference Number: MTAS-2013
The I-9 form must be completed for all employees hired on or after November 7, 1986, as well as for
any existing employee who requires re-verification. You do not need to complete a Form I-9 for persons
who are:
• Hired on or before November 7, 1986, who continued in their employment and have a reasonable expectation of employment at all times;
• Employed for casual domestic work in a private home on a sporadic, irregular, or intermittent
basis;
• Independent contractors;
• Providing labor to you but are employed by a contractor providing services (i.e. employee leasing or temporary agencies); or
• Not physically working on U.S. soil.
Section 1 of the Form I-9 must be completed on or before the employee’s first day of work. The new
form can be completed on line or by hand. The on-line form is not for electronic submission by purely
fillable. Instructions for completing for forms are also available.
The employee must provide his/her full legal name and other names used in the past. The employee
must provide a home address, apartment number, city or town, state, and zip code. PO boxes are not
allowed. The employee must also provide data of birth, social security number, e-mail address and
telephone number. The employee must read and attest to their citizenship or immigration status by
checking the appropriate box. If the employee attests to "alien authorized to work", then the employee
must provide either their alien registration number or the employer's form I-9 admission number. The
employee must sign and date the form. You should ensure that the employee prints the information
clearly. The instruction handbook provides that if the employee cannot complete Section 1 without
assistance or if he/she needs Form I-9 translated, someone may assist him or her. The preparer or
translator must then complete the Preparer/Translator Certification block on Form I-9.
Section 2 of the Form I-9 must be completed within three (3) days of the employee’s actual start date.
The employee must present to you an original document or documents that establish identity and
employment authorization. Some documents establish both identity and employment authorization (List
A documents). Other documents establish identity only (List B documents) or employment authorization
(List C documents) only. The employee can choose which documents he or she wants to present.
Section 3 of the Form I-9 must be completed for employees who are rehired or whose employment
authorization requires reverification or who has changed his/her name.
See https://www.uscis.gov/i-9-central/complete-and-correct-form-i-9 [1] for more information.

Links:
[1] https://www.uscis.gov/i-9-central/complete-and-correct-form-i-9
DISCLAIMER: The letters and publications written by the MTAS consultants were written based upon the law at the time and/or a specific
sets of facts. The laws referenced in the letters and publications may have changed and/or the technical advice provided may not be
applicable to your city or circumstances. Always consult with your city attorney or an MTAS consultant before taking any action based on
information contained in this website.
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