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How to Fill Out the Employment Eligibility Verification Form – Also Known 
as the I-9 

 
1. You, the NTI EMPLOYEE, must complete Section 1 and sign and date (MM/DD/YY-this 

format is mandatory) the I-9 Form in front of an approved authorized representative listed 
below in Number 2. The “Preparer and/or Translator Certification” area should only be 
completed if you, the NTI Employee, are unable to complete Section 1 for yourself.  
Otherwise it should be left blank. 

 

2. You must take your appropriate document(s) from the “List of Acceptable Documents” listed 
here below the I-9 Form to an approved “Authorized Representative”. A Vocational 
Rehabilitation Counselor (VR), Notary Public, Lawyer, Doctor, Police Official, or 
Church Official (such as a Priest, Minister, Pastor or Rabbi) is an approved “Authorized 
Representative”.  The “Authorized Representative” views your identification and completes 
Section 2 of the I-9 Form, verifying that he/she has examined your documents, you are who 
you say you are, and are eligible for employment in the United States.       

 
3. The “Authorized Representative” must fill-in the information from each document you show 

under the correct list (A or B and C depending on the document(s) you choose) or the I-9 
form is not acceptable. We highly recommend you also show the below “List of Acceptable 
Documents” sheet to the “Authorized Representative” so he/she knows how to correctly 
complete the form.  Document details are needed as requested on the form:  Document 
Name (i.e. Driver’s License), Issuing Authority (i.e. State of Massachusetts RMV), Document 
Number (if applicable), and Expiration Date (if applicable).  **NOTE:  Expired documents 
are no longer acceptable for completing this form and documents cannot expire prior to 
your first day of work with NTI. 

 
4. For example, if you chose to use a U.S. Passport, that information would go under List A 

(Note:  Not all acceptable documents under List A have two document numbers and 
expiration dates.  If just one document number and expiration date is listed on the 
document, that information should only be filled in once).  If you do not have a document 
from List A, then you must present one document from List B and one document from List 
C.  For example, if you chose to present a driver’s license and a Social Security card, the 
driver’s license information should be written under List B, and the Social Security card 
information under List C.  The “List of Acceptable Documents” below gives instructions on 
which document goes under which List heading.  

 
5. An Authorized representative may use a stamp anywhere on the page, but this is not 

required.  
 
6. The VR Counselor, Notary Public, Lawyer, Doctor Police Official, or Church Official (such as 

a Priest, Minister, Pastor or Rabbi) does not fill in the date that the employee begins 
employment; this will be completed by NTI when you actually begin employment. 

http://www.nticentral.org/


2 

 
Leaders in Placing Americans with Disabilities in Jobs 

 

National Telecommuting Institute, Inc.  A Non-Profit 501(c) (3) Corporation 

225 Friend Street, Boston MA 02114        Telephone (617) 787-4426              Fax (617) 977-9570              www.nticentral.org 

Equal Employment Opportunity Employer, M/F/V/D 

 
 
 
 
 

Section 2 Certification Area SAMPLE: 

 

 
7. In SECTION 2 the VR Counselor, Notary Public, Lawyer, Doctor, Police Official, or Church 
Official (such as a Priest, Minister, Pastor or Rabbi) must print name, print title, print the current 
date he/she viewed your documents, and sign this section of the I-9 Form (as NTI’s “Authorized 
Representative”), attesting that the documentation you provided is true and he/she has viewed 
the correct documents. (See graphic above) The Business or Organization name should be 
populated with NTI’s information on the form below.  If not, you may leave this area blank, and 
NTI will complete once we have received the original document in the mail from you. **Important 
Note:  We cannot accept any attached forms stating the “Authorized Representative” has 
viewed your documents in lieu of filling any of the required fields stated above.  The “Authorized 
Representative” must sign and fill in the required information in Section 2.  If the person you 
chose as an “Authorized Representative” will not complete this information, you must find an 
alternative “Authorized Representative”. 

 
8. We highly recommend that when this form is complete, scan and upload in your portal or fax 
to NTI at 617-977-9570 so we may confirm the I-9 Form was completed correctly. Once we 
have reviewed your form, and verified if the I-9 Form is completed correctly or not, we will email 
you to let you know what corrections need to be made or to mail the original form to us as we 
must have the original form on file in our office for you within 3 days of your date of hire or you 
will be pulled from the job until you have complied with the I-9 requirement. This is required by 
federal law. **Please note: All sections of the I-9 Form must be mailed to NTI and completed in 
original pen-written ink. No sections of this form may be submitted to NTI that are photocopies 
or partially photocopied.** 

 
Please return the original I-9 Form by mail to: 
 
National Telecommuting Institute, Inc. 
225 Friend Street  
Boston, MA 02114 
ATTN: Human Resources 
 
9. For the security of your personal information, it is not recommended that you mail to NTI any 
copies of your documentation verifying your eligibility to work in the U.S. 

http://www.nticentral.org/
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10. We have created the two-page letter below for you to take with you to the “Authorized 
Representative” you have complete Section 2 of the I-9 Form explaining to them exactly what 
you and NTI are asking of them. 

 
11. If you have any questions about completing the I-9 Form, please email NTI Human 
Resources at paperwork@nticentral.org.   

Letter from NTI to Official Acting as an “Authorized Representative” on 
behalf of National Telecommuting Institute (NTI), inc.  

Dear VR Counselor, Notary Public, Lawyer, Doctor, Police Official or Church Official,  
 
The bearer of this letter is a candidate for employment with National Telecommuting Institute, 
Inc. (NTI).  NTI is a non-profit organization based in Boston, MA, that serves and employs 
individuals with severe disabilities that require or strongly desire home-based employment.  We 
have hundreds of home-based employees in 47 different states across the continental U.S., 
most of who work from an office based out of their home. 

One of the conditions of employment is the candidate must complete an I-9, Employment 
Eligibility Verification Form.  It is a federal requirement for an employer to have this form on file 
for each new employee within three (3) days of the employee’s date of hire.  This information is 
for employers to verify the eligibility of individuals for employment to preclude the unlawful hiring 
of aliens who are not authorized to work in the United States.   

As our operations are based in Boston, MA, and our candidate for employment before you today 
is not, we are asking for your assistance in completing this mandatory new hire paperwork 
requirement as an “Authorized Representative”. 

What we are asking of you is to please confirm the person’s identity on behalf of NTI, by 
witnessing the information provided by the bearer in Section 1: name, address, date-of-birth, 
social security number and citizenship. The individual should sign it and date it in your 
presence. 

Additionally, we need you to view this person’s required acceptable documents from the “List of 
Acceptable Documents” following the I-9 Form and list each document in the appropriate List A, 
or List B and List C in section 2 (which starts on the 2nd page of the I-9).  The person must 
present to you one document from List A, OR one document from BOTH List B AND List C.  
Please provide all information that is required for each of the documents:  Document title (i.e. 
Drivers License), Issuing authority (i.e. State of Massachusetts RMV), Document number (if 
applicable), and Expiration Date (if applicable). Please note:  Expired documents are not 
acceptable.   

http://www.nticentral.org/
mailto:paperwork@nticentral.org
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Finally, please fill out the bottom of Section 2 as being the “Authorized Representative” of NTI 
(the Employer) who viewed the documents, by completing the Signature of Employer or 
Authorized Representative, Print Name, Title, and Date fields, and then stamp anywhere on the 
I-9 Form with your seal (if applicable, but not mandatory).  It is a requirement of the form that the 
employer or “Authorized Representative” of the employer who viewed the documents and 
completed the documentation part of Section 2 also sign and date the form, as well as provide 
the rest of the required information.  We cannot accept any attached, signed forms stating that 
you viewed the documentation in lieu of signing this form. 

Do not fill-in the “first day of employment” in Section 2.  This will be completed by NTI once the 
employee has begun to work. 

http://www.nticentral.org/
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You are in no way required by law to assist NTI and our candidate for employment by 
completing this form.  It is your choice to decide whether or not to assist in completing this form. 

However, please note that by assisting NTI in completing and signing this form as an 
“Authorized Representative”, you are not and could not be held liable by either NTI or the U.S. 
Citizenship and Immigration Services (USCIS) of the Department of Homeland Security should 
the information not be filled in correctly or should it be determined at a future date that the 
employee is ineligible for employment in the U.S.  NTI as the employer bares full responsibility 
for making sure all candidates for employment are eligible for employment in the U.S., 
regardless of who completes the I-9 Form on our behalf. 

If you would like additional information about completing the I-9 Form as an “Authorized 
Representative”, you can visit the USCIS website at www.uscis.gov/i-9, or speak with a 
representative of the USCIS at 1-888-464-4218.  
 
I, or any member of the NTI Human Resources Department, would also be glad to assist you or 
answer any questions you have regarding the I-9 Form at 1-800-619-0111. 

Thank you in advance for your assistance, 

Laurie Silverio, PHR 
Associate Director of Human Resources 
National Telecommuting Institute, Inc. (NTI) 

http://www.nticentral.org/
http://www.uscis.gov/i-9

