
I-9 Audit Checklist 

Week 5 Document 

 

Pre-Audit Preparation 

• Review current I-9 forms and records. 
• Ensure access to all completed I-9 forms for active and terminated employees 

(within retention period). 

• Confirm audit date, auditor, and audit scope. 

Employee Information Verification 

• Check that Section 1 of each I-9 is completed and signed by the employee. 
• Verify that the employee’s start date is accurately recorded. 

• Ensure the form was completed on or before the employee’s first day of work. 
• Confirm all fields in Section 1 are properly filled out. 

Employer Review and Verification (Section 2) 

• Ensure document review date is accurate. 

• Confirm documents provided are acceptable per I-9 guidelines. 
• Verify document details (title, issuing authority, document number, expiration 

date). 
• Check that Section 2 is signed and dated by the employer. 

Reverification and Updates (Section 3) 

• For rehires or expired documents, ensure Section 3 is completed. 

• Confirm document details are updated accurately. 
• Verify that all dates in Section 3 are properly recorded. 

Correction Process 

• Identify missing or incomplete information on any form. 
• Ensure corrections are made following I-9 correction guidelines. 

• If corrections are made, confirm initials and dates are present. 

Final Compliance Review 

• Review each form for completeness and accuracy. 
• Ensure each form is signed and dated by both employee and employer. 

• Identify any forms that require follow-up actions or corrections. 

Post-Audit Actions 

• Document any non-compliant I-9 forms. 
• Provide a list of corrective actions required and assign responsibility. 

• Set a deadline for completion of corrective actions. 
• Maintain a record of the completed audit and any corrections made. 


