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Employer completes next page! 

     Section 1: Employee Completes 

Sheldon Ransom B 

12345 N. Copper Rd MI Houghton 49931 

00/00/2013 

Employee signs here 

1 box must 
be marked 

here 
If checked, include # 

If checked, Include date 

Enter either  
the Alien 

Registration 
Number or the I-

94 Admission 
Number 

Employe 
MUST 

PRINT info 
clearly 

00/00/2013 

Only use 
current 
form 

Optional or “N/A” Optional (otherwise, enter “N/A”) 

Must be completed no later than 1st day of employment NOTE TO DEPTS: 
You are responsible 
for reviewing & 
ensuring that your 
employee fully and 
properly completes 
Section 1. 

If you entered an I-94 Admission 
Number for Line 2 above, fill in 
your Foreign Passport Number 
and Country of Issuance. 

Voluntary 
(unless USCIS E-
Verify 

Use the 
mm/dd/yyyy 
format for all 
dates 
entered 
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U.S. Passport 

United States 

#00XX00000 

05/13/2020 

I-94 

DHS 

00000000000 

D/S 

Form I-20 or Form DS-2019 

N0000000000 

06/30/2015 

DHS 

NOTE TO DEPTS: 
DO NOT write 

anywhere in List B 
& C if employee 

presents List A 
documents. 

Ransom 

1400 Townsend Drive 

Ransom, Sheldon B 
From 
Section 1 

Passport 

China 

I-94 

Employer 
MUST fill in. 

Section 2 must be completed within 3 business days of hire. 

Section 2: List A Documents 

Section 2: List B & C Documents 

Driver’s License 

State of Michigan 

H12345678910 

00/00/2013 

Social Security Card 

As listed on card 

123-45-6789 

All lines for List B & C are required. 

NOTE TO DEPTS: 
DO NOT write 

anywhere in List 
A if employee 

presents List B & 
C documents. 

Timothy Hardy  07/01/2013 Store Manager 

Hardy Timothy 

456 Campus Way Collegeville MD 12345 

Campus Bookstore 

06/30/2013 

Section 2: Certification 
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Example: How to properly UPDATE and REVERIFY Section 3 when rehiring an employee 

Section 3 should ONLY be completed if a break of employment occurs or a former employee 
is going to be rehired. 

Only 
record if 

applicable 

DO NOT forget to sign and date Sections 2 and 3! 

00/00/2013 123-456-789 Permanent Resident Card 

00/00/2013 HR Employee or authorized person  HR Employee or authorized person  

Section 3: To Be Completed by HR 

06/30/2013 


