
Remote I-9 Instructions for Authorized Representatives 

The University System of New Hampshire asks that you act as our Authorized Representative in completing the Form I-9 
Employment Eligibility Verification. Click here for Form I9 instructions.  

Authorized Representative – Please Provide the Following Information: 

Full Name _________________________________________________________________________________________ 

Address ___________________________________________________________________________________________ 

Phone ___________________________________ Email ____________________________________________________ 

Section 1 must be filled out by the employee no later than the first day of employment, but not before accepting a job 
offer. Section 2 must be completed by you within three business days of the employee’s first day of employment. We 
thank you for your assistance with this process.  

Please complete the Following Steps and Initial that you have done so:  

_______ 1. Verify that Section 1 of the I9 is completed correctly by the employee 

_______ 2. Examine the presented Original and Unexpired documents  

_______ 3. Complete Section 2 of the I9 per the I-9 Instructions (Notaries: Do not stamp the form) 

_______ 4. Certification:  

- Fill in the employee’s first day of employment, per the hiring department
- Print your name and Authorized Rep title, sign your name, and date, then complete the rest exactly as

shown in the Sample below:

Submit to UNH HR: 

• Securely Upload Completed I-9 (Page 1 and 2), this completed form, and copies of documentation to:
https://universitysystemnh-my.sharepoint.com/:f:/g/personal/sy_unh_hr_sp01_usnh_edu/EllWpAk0kDhLnO-
OECu_WJMB1a41oSIRBkhMxxMo5eyL5A 
Or 

• FAX and Mail the original I-9, this completed form, and legible copies of your documents to:
- Fax: (603) 862-0583 Mail: University of New Hampshire – Human Resources: 131 Main St Durham, NH 03824

All I-9 Documentation must be original and unexpired. No exceptions. Click here to 
view a list of acceptable documentation.  

https://www.uscis.gov/sites/default/files/document/forms/i-9instr.pdf
https://universitysystemnh-my.sharepoint.com/:f:/g/personal/sy_unh_hr_sp01_usnh_edu/EllWpAk0kDhLnO-OECu_WJMB1a41oSIRBkhMxxMo5eyL5A?xsdata=MDV8MDF8fDFjZWI1ZjU5YWZkNDQyY2VlMGJjMDhkYjkzOWFlN2U2fGQ2MjQxODkzNTEyZDQ2ZGM4ZDJiYmU0N2UyNWY1NjY2fDB8MHw2MzgyNjYwNjU3Mjc5NzE1MTZ8VW5rbm93bnxWR1ZoYlhOVFpXTjFjbWwwZVZObGNuWnBZMlY4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazkwYUdWeUlpd2lWMVFpT2pFeGZRPT18MXxMMk5vWVhSekx6RTVPamMzT1dGaU5UUmhOVFF4WVRReFptTTVOemsyTURoaU9HTXhNRGcwWTJFelFIUm9jbVZoWkM1Mk1pOXRaWE56WVdkbGN5OHhOamt4TURBNU56Y3hOVFkyfDViZDIwZGFmZmFjYjRlMDhlMGJjMDhkYjkzOWFlN2U2fDA5MzM5YmVmZTQ5MzRkOGI4ZDUyNDA4YmU4MGZjMTdi&sdata=V0hwZGUvNFN5RlB1MmlQcU16aUMyUDFva256Qm5sNENITjV1U0duN0Qvaz0%3D&ovuser=d6241893-512d-46dc-8d2b-be47e25f5666%2Cher1017%40usnh.edu
https://universitysystemnh-my.sharepoint.com/:f:/g/personal/sy_unh_hr_sp01_usnh_edu/EllWpAk0kDhLnO-OECu_WJMB1a41oSIRBkhMxxMo5eyL5A?xsdata=MDV8MDF8fDFjZWI1ZjU5YWZkNDQyY2VlMGJjMDhkYjkzOWFlN2U2fGQ2MjQxODkzNTEyZDQ2ZGM4ZDJiYmU0N2UyNWY1NjY2fDB8MHw2MzgyNjYwNjU3Mjc5NzE1MTZ8VW5rbm93bnxWR1ZoYlhOVFpXTjFjbWwwZVZObGNuWnBZMlY4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazkwYUdWeUlpd2lWMVFpT2pFeGZRPT18MXxMMk5vWVhSekx6RTVPamMzT1dGaU5UUmhOVFF4WVRReFptTTVOemsyTURoaU9HTXhNRGcwWTJFelFIUm9jbVZoWkM1Mk1pOXRaWE56WVdkbGN5OHhOamt4TURBNU56Y3hOVFkyfDViZDIwZGFmZmFjYjRlMDhlMGJjMDhkYjkzOWFlN2U2fDA5MzM5YmVmZTQ5MzRkOGI4ZDUyNDA4YmU4MGZjMTdi&sdata=V0hwZGUvNFN5RlB1MmlQcU16aUMyUDFva256Qm5sNENITjV1U0duN0Qvaz0%3D&ovuser=d6241893-512d-46dc-8d2b-be47e25f5666%2Cher1017%40usnh.edu
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

	Full Name: 
	Address: 
	Phone: 
	Email: 
	1: 
	2: 
	3: 
	4: 


