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Cooperating Teacher/Field Supervisor 

Instructions for Completing 

I – 9 and W-4 Forms 

 

I-9 Form 
Please complete Page 1 of the I-9 Form exactly as shown in the sample below.  Please pay special 

attention to these          areas of I-9.  Also, ensure you fill in every space—do not leave any space 

blank.   Our Human Resources Dept. requires us to submit the original form—do not submit via 

fax or email.  

 

Page 1 of I-9 

 

 

 

 

Complete Section 1.     Employee Information and Attestation.   

Use correct date 

format: mm/dd/yyyy: 

 

Yes!  08/08/2018 

 

No ☹   8/8/18   

 

Unfortunately, if you 

do not use correct 

format, we will have to 

return the I-9 form for 

you to correct. ☹ 

Do not leave 
blank.  If no  

middle initial, 

no other name, 
or no Apt. 

Number, write 

“N/A.” 

Use this format: 

(406) 888-8888 

If you are a US Citizen, 

check the first box.  

Otherwise, check 

appropriate box and/or 

fill in the information. 

If you completed 

this form, check the 

first box. 

An original signature is required.  You may not “type” 

in your signature. 

 

IMPORTANT:  Do not fill in the bottom of I-9 if 

you completed the form. 
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Section 2. Employer or Authorized Representative Review and Verification must be completed by 

a Human Resources or Administrator or any individual with I-9 training.  Not to be completed by 

the employee. Please pay special attention to these          areas.  Remember to use correct date 

format (mm/dd/yyyy) in any area that is requesting a date.  

 

 
 

 

 

 

 

If no middle 

name, write 

“N/A.” 

This information should 

be the same as marked 

on Pg. 1, # 1 of I-9.  For 

example, if employee 

checked they were “A 

citizen of the United 

States,” then write in, 

“1 - US Citizen.”   

 

If employee checked 

any other box, 

representative should 

fill in Immigration 

Status here. 

First day of employment 

is: 

 

Leave this BLANK 
 

Use correct date format 

for “Today’s Date”:   

          mm/dd/yyyy. 

 

Yes! 😊 08/08/2018 

 

No ☹   8/8/18   

 

Unfortunately, if you do 

not use correct format, 

we will have to return 

the I-9 form for you to 

correct. ☹ 
 

Information 

under the 

“Certification: 

I attest…” is 

the 

representative 

completing 

Section 2 

information. 

Please use a 

physical 

address…no 

P.O. Box. Do not complete Section 3.  

 

The MSU Human Resources Department 

will complete this section. 

IMPORTANT!! 

 

Read the 

instructions on 

the next page for 

List of 

Acceptable 

Documents.  To 

reiterate: 

 

List A = 1 

document 

 

If you select a 

document from 

List B then you 

will also need to 

select a 

document from 

List C. 
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Submit a copy of the document(s) from lists of acceptable documents below for 

verification of employment identity.   

• If you select a document from List A, you do not need to submit any other 

documents. Only one document is submitted. 

• If you select a document from List B, you will also need to select a document 

from List C.  

List A =  

1 

Document 
 

 
If you submit a 

document from 

List A, for 
example:  

 

1. US Passport 

or US Passport 

Card 

 

--you do not 
need to submit a 

document from 

List B or List C. 

IMPORTANT:   
You may not use two documents from List B.  

You must select a document from List B 

and List C. 
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W-4 Form 
 

 

All you need to submit to the Field Placement & Licensure Office is the actual W-4 form.  We 

do not need the worksheets from the W-4.  Please pay special attention to these    areas of W-4.  

 

 

 
 

 

Fill in your 

information 

for #1 and 

#2. 

 

Make sure to 

check one of 

the boxes 

under #3. 

#5.  This is the 

number of 

deductions/allowances 

you want taken out of 

your paycheck, if any.  

Make sure to sign and date the bottom of W-4. 


