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Dear Future Employee, 
 
We ask that all new hires complete their new hire paperwork on or before their first day of work.  
Appointments can be made at our Hattiesburg or Gulf Park campus HERE. 
If you are unable to complete this process in person due to reasons such as working fully remote out of state, please 
contact us at hr@usm.edu. 
 
Our complete new employee documents can be found HERE. 
 
Your Form I-9 must be completed in person. We encourage you to reach out to your nearest College or University HR 
department for assistance and ask that they serve as your authorized representative. Instructions for this process and a 
prefilled Form I-9 for an authorized representative are included on the following pages. 
 
Sincerely,  
USM University Human Resources 
 
 
 
  

https://outlook.office365.com/owa/calendar/MoriahRouse@SMTTT.onmicrosoft.com/bookings/
mailto:hr@usm.edu
https://www.usm.edu/employment-human-resources/new-employee-forms.php?_gl=1*awtxdb*_up*MQ..*_ga*MTY2NzYzNzczNC4xNjk0NzA1NzQ5*_ga_RQXJYEQ7LP*MTY5NDcwNTc0OC4xLjEuMTY5NDcwNTc1MS4wLjAuMA
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Dear Authorized Representative,  
University Human Resources would like to thank you for serving as our Authorized Representative for the Form I-9. We 
have pre-filled the first page of this document. Please use the version on the following page. 
 
The employee should complete Section 1.  

1. Please make sure the employee signed and dated Section 1. 
 
As the Authorized Representation, you will complete Section 2.  

1. Examine our employee’s original forms of identification or Employment Authorization Documents. The full list 
of acceptable documents can be found on page 2 of the Form I-9 HERE. The employee may elect to present –  
 1 document from List A 
   OR 

1 document from List B (identity verification) AND 1 document from List C (employment 
authorization) 

2. Make two copies of each of the presented documents.  
3. Complete the information in the appropriate boxes for the documentation. 
4. Leave the first day of employment blank. 
5. Enter your Last Name, First Name 
6. Sign  
7. Date (enter the date you reviewed the documents) 

 
Complete the Authorized Representative Form included on page three of this document.   
 
Return the completed Form I-9, two copies of each form of identification, and the Authorized Representative Form to the 
employee.  
 
The employee will then mail these documents along with all additional new hire paperwork to –  
University Human Resources 
Attn: HR Operations 
University of Southern Mississippi 
118 College Dr.#5111 
Hattiesburg, MS, 39406 
 
If you have any questions, please contact us at HR@usm.edu or (601) 266-4058. 
We would be happy to view a fax of the completed form during your time with our employee to ensure accuracy.  
  

https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf
mailto:HR@usm.edu
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https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf 
 
  

https://www.uscis.gov/sites/default/files/document/forms/i-9.pdf
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AUTHORIZED REPRESENTATIVE FORM 
 

I attest that I am not a relative of the employee nor a member of their household.  
 
The undersigned Authorized Representative has examined the original identification documents(s) as listed on 
the form I-9 List of Acceptable Documents.  
 
The original identification documents(s) were presented to the undersigned and appear to be genuine and related 
to the individual. 
 
Authorized Representative Name ______________________________________________________________ 

Business Title _________________________________________________________________________ 

Business Name _________________________________________________________________________ 

Business Address _________________________________________________________________________ 

City, State, Zip Code _____________________________________________________________________ 

Phone Number  _____________________________________________________________________ 

E-mail address  _____________________________________________________________________ 

 

Signature _____________________________________________ Date ___________________ 
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This is a Sample of the Form 1-9 for your reference –  

 

 


