UMBC Electronic I-9 Form 
Preparer 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 the employees day of employment go to the DocuSign link found on the UMBC HR website 
a. Initiator- 


Payroll Preparer (First & Last)
b. Email- Payroll-

Preparer Email
c. Employee – 


New/Rehire Name (First & Last)
d. Email-



New/Rehire Name
e. Authorized Representative-
Payroll Preparer Name  (First & Last)
f. Email-



Payroll Prepare Email
2. Next/Continue
3. Click “START”

4. Initiated by -
Payroll Preparer Initials (If this is your first time you will be required to adopt/create a signature)

5. Next/Fill In
a. Employee SSN is optional (you may leave blank) 
6. Select Next (3 times) 
7. Finish
I-9 Form Section 2 
1. Once the employee has completed section 2 they should schedule a time to 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).
2. The Payroll Preparer will receive notification to “review document” to validate the I-9 documentation presented, 
3. Complete Section 2 of the I-9 Form (all areas highlighted in red must be completed)
4. Electronically sign off on the completion of the I-9 Form process.
5. All I-9 documents to support section 1 & 2 must be scanned to the “FINAL DOCUMENTATION” Only attach information for a document from LIST A, or documents from List B and C.
6. Please certify that the completion of I-9 
a. If the I-9 was completed after the 3-Day rule please use an explanation from the drop down menu.
The electronic I-9 process is now complete
*NOTE: Failure to meet the required deadlines could in a delay in the employee’s first paycheck. Their employment/offer of employment is subject to termination if the required I-9 is not completed.
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