
Most Common Errors
The following is a list of the most 
common errors from Page 1 of Form I-9:

• Date format (required mm/dd/yyyy)
• Boxes checked incorrectly

• Expiration dates not filled in
• No Alien/USCIS number 

provided
• No date or signature
• Missing Social Security number
• First and last names reversed
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Most Common Errors
The following is a list of the most common 
errors from Page 2 of Form I-9:

• Missing employee info at the top
• IDs entered on wrong List
• Expired IDs
• Incorrect issuing authority
• Not completed within three days
• Manager did not sign
• Helpside name included (this should be 

the name of your company not 
Helpside)

• Date format (required mm/dd/yyyy)
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I-9 Self-Audit 
The following are steps to assist with auditing your employees I-9 forms:

1. Start with all active employee

2. Confirm that all active employees have an I-9 on file?

3. Look for basic errors
• Missing employee info at the top
• IDs entered on wrong list
• Expired IDs
• Incorrect issuing authority
• Not completed within three days
• Manager did not sign
• Helpside name included (this should be the name of your 

company not Helpside)
• Date format (required mm/dd/yyyy)

4. Record all edits on correction form. This form can be found on the 
Helpside web page. 

5. Store correction memo and I-9 in an I-9 folder (physical or electronic) 
separate from all other personnel records.
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