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REMOTE HIRE NOTARY NOTICE FORM INSTRUCTION SHEET FOR NOTARY 
NOTARY Instructions for the I-9 Form
We are asking you the Notary to act as our Witness to examine the identification papers for a new SPRINGBOARD INC. Employee. Because the U.S. Citizenship and Immigration Services (USCIS) requires us to verify the right of our employees to work in the U.S., we are asking you to serve as our Witness in this matter by examining the person’s paperwork for us and signing the attached USCIS Form “I-9”. 

Please find attached the “I-9” form, the “I-9” instruction sheet, and the Remote Hire Notary Notice Form. Verify that the employee has completed section 1 of the “I-9” form in front of you, prior to completing section 2. The employee must present to you a suitable set of identification papers as given on the “List of Acceptable Documents” page. 

The employee can present either, 
1. Any one document from List A or 
2. Two documents, one from List B (identity) and one from List C (eligibility). 

The section that we need you (our Witness) to complete is “Section 2. Employer Review Verification”. There are spaces indicating which document, or documents were presented to you and their associated information. This includes, the Document Title, Issuing Authority, Document number and Expiration date (if any).
We also need you to complete the “Certification” section of the “I-9” form. The employment begin date has been provided to you on the Remote Hire Notary Notice Form. Please complete the Certification section as follows: 

1. Enter the employee’s date of hire (see Remote Hire Notary Notice Form ) 

2. Sign the Notary Public section. 

3. Date the form (enter the date you reviewed the employee’s documents). 

4. Notary, please place the notary seal on the Remote Hire Notary Notice Form or  

    attach a Notary Certificate to the documents. 

 Please note: view only original documentation; Taxes, Photocopies, and Laminated social security cards are unacceptable documents. 

PLEASE COMPLETE AND SIGN SECTION 2 AND THE CERTIFICATION SECTION OF THE
” I-9” WITH ORIGINAL DOCUMENTATION ONLY; A PHOTO COPY OF DOCUMENTATION IS NOT SUFFICIENT. 
**Employee Instructions**

If the NOTARY or EMPLOYEE has any questions or concerns regarding the completion of the attached documents, please contact Kim Alvarado, Operations Manager of SPRINGBOARD INC. at 1-866-465-6286 Ext.101, or you may email me at: melissa@springboardstaffing.com
Phone 623.516.8001       Toll free 866.465.6286      Fax 877.890.5343

              2525 W. Carefree HWY, 1-106 Phoenix, AZ  85085        
REMOTE HIRE NOTARY NOTICE FORM
EMPLOYEE INFORMATION:
NAME:
LAST ___________________________ FIRST _________________________M.I. ____

DATE OF BIRTH __________________ SSN___________________________
DEPT CONTACT LAST, FIRST NAME _Melissa Arthur
DEPT CONTACT TITLE ___Fulfillment  Manager___________________________

DEPT CONTACT PHONE NO. ( 866 )465-6286_Ext_106______________________

NOTARY:  PLACE NOTARY SEAL IN THE SECTION BELOW OR ATTACH NOTARY CERTIFICATE.THIS FORM MUST BE COMPLETED BY NOTARY TO ACT AS WITNESS FOR SPRINGBOARD; INC. BEFORE THE I-9 FORM SECTION 1 IS COMPLETED BY THE EMPLOYEE AND SECTION 2 AND THE CERTIFICATION IS COMPLETED BY THE NOTARY. THIS WILL ENSURE THAT THE REMOTE HIRE’S DOCUMENTATION HAS BEEN VERIFIED BY THE NOTARY AS ORIGINAL LEGAL DOCUMENTATION BECAUSE A PHOTO COPY IS NOT SUFFICIENT.
NOTARY PUBLIC INFORMATION:

LAST, FIRST NAME: _________________________________________
NOTARY PUBLIC, STATE OF: _______________ COMMISSION EXPIRATION: __________
(OFFICIAL NOTARY SEAL):
                                                                    ________________ ______________________     
                                                                                                                                                        NOTARY PUBLIC SIGNATURE /   DATE

 NEW HIRE:  COMPLETE AND RETURN ALL NEW HIRE PAYROLL AND BENEFITS FORMS TO PAYROLL SERVICES, PLEASE MAKE SURE YOU BRING ALL PAGES OF THE “I-9” TO THE NOTARY TO COMPLETE. SEND FAX ALL COMPLETED PAPERWORK. ATT: Melissa Arthur VIA FAX TO: 1(877)890-5343.
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