UMBC Electronic I-9 Form Completion Instructions
As part of the hiring process, all new employees are required by law to complete an I-9 Form, which is the Employee Eligibility Verification Form required by the federal government.
ALL University new hires and rehires will utilize the secure DocuSign electronic I-9 for the electronic completion of I-9 forms. Section 1 of the I-9 Form must be completed no later than the first day of employment, and the documentation required for the departmental completion of Section 2 of the I-9 Form must be presented no later than three business days after the date of employment begins.*
I-9 Form Section 1 & 2 – COMPLETED BY THE NEW/REHIRE 

1. Prior to your first day of employment, you will receive a link in your email from 

DocuSign for UMBC Human Resources (HR) via DocuSign
2. Click “REVIEW DOCUMENT”
3. ( I agree to use electronic records and signatures (this will allow you to complete this form electronically) and CONTINUE

4. Click “START”

5. Complete Section 1 of the I-9 Form (all areas highlighted in RED are REQUIRED)
6.  Electronically sign the I-9 Form:

a. Review the information

b. Signature of employee 
c. Adopt a signature/Create Signature 

d. Indicate if a preparer and/or Translator assisted with Certification of I-9
e. NEXT/CHOOSE

7. Complete the employee Info in section 2 as indicated in section 1
8. NEXT/FINISH

I-9 Form Section 2 – NEW/REHIRE 

1. Prior to or on your first day of work, and no later than your third day of work, please visit your departmental Payroll Preparer. (location listed below) to have Section 2 of the I-9 Form completed by a University I-9 representative.

2. Bring the applicable identification documents listed on the page 3 of the electronic I-9 Form to satisfy the I-9 Form requirements (documents presented must be original).
3. The Payroll Preparer will validate the I-9 documentation presented, complete Section 2 of the I-9 Form and electronically sign off on the completion of the I-9 Form process.
The electronic I-9 process is now completed.

Payroll Preparer Information

1. Payroll Prepare Name – 
__________________________________________

2. Location – 


__________________________________________





__________________________________________





__________________________________________

3. Email-



__________________________________________

4. Contact Number-

__________________________________________

*NOTE: Failure to meet the required deadlines could in a delay in your first paycheck. Your employment/offer of employment is subject to termination if the required I-9 is not completed.
