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Notary Instructions: 
 

Complete Section 2 on page 2 of the I9. 
Please use acceptable documents (there should be a list attached to the I9) to complete List A OR List B 
and List C. (Make a copy of these documents).   
 
Write in the following fields: 
Document Title: 
Issuing Authority: 
Document Number: 
Expiration Date (if any)(mm/dd/yyyy): 
 
Complete Certification Section of the I9 at the bottom of page 2. 
Write in the following fields: 
Signature of Employer or Authorized Representative 
Date 
Title of Employer or Authorized Representative 
Last Name (family Name) 
First Name (Given Name) 
Employer’s Business or Organization Name – The University of Southern Mississippi 
Employer’s Business or Organization Address (Street Number and Name) – 118 College Drive #5111 
City or Town – Hattiesburg 
State – MS 
Zip Code – 39406 
 
**Depending on the copy of the I9, the address may already be filled in.  
 
Please notarize the I9 (place your notary seal on the I9 in the “additional information box in the center 
of page 2). 
Please send original I9 and copies of documents that were used to verify to : 
Human Resources 
118 College Drive #5111 
Hattiesburg, MS 39406 
 
For any questions please contact our office at 601.266.4050. 
 
**** Important Note: Please make sure when the employee signs and dates the first page, they must 
put the date they signed the I9, not their birth date. This is a very common error.  
 
Please see example below. 
 
 
 
 
 



**EMPLOYEE COMPLETES HIGHLIGHTED SECTIONS** 
 

 
 
 



**NOTARY COMPLETES HIGHLIGHTED SECTIONS** 

    

************ 
Notary Stamp 

Here! 
 

************ 



 

 


