
New Hire Checklist: US Citizen 

*DO NOT BEGIN WORK UNTIL ALL PAPERWORK IS SUBMITTED TO BUSINESS AFFAIRS*

• Signed Offer Letter

• W-4

• 1-9 completed online (1-9 verification documents, see p.2 of W-4 for accepted documents)

• Voluntary Self-Identification Form

• Employee Information Form

• Copy of Social Security Card

• Unexpired Passport Picture Page OR Unexpired Driver's License

https://www.hr.upenn.edu/I9















