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Form I-9 Distribution/Collection Process to Begin May 6 
With the offer letter process complete, we are now ready to begin the second major component of 
transitioning the workforce from CHBWV to WVCA: collection of required federal Form I-9s for 
employment verification.  
 
Completing the Form I-9 and providing the necessary identification documents is a condition for 
continued employment for WVCA employees. It is a requirement, regardless of your years of service 
with CHBWV, previous experience at WVDP, or security clearance level. In order to verify eligibility 
for employment, you must 1) complete a Form I-9 and 2) provide the necessary form(s) of 
identification. Please read the following instructions carefully for additional details. 
 
Requirements 
1. Employees will need to pick up an I-9 form at your respective location on May 6 or 7 according to 

the schedule below, and the completed forms will be collected during the following two weeks. 
2. When you bring back your filled-out forms (see schedule below), you will need to bring original 

forms of identification such as a current U.S. Passport, valid driver's license, social security card, 
certified or original birth certificate, an HSPD-12 badge, and/or other options on List A, B and C 
shown on page 2 of this bulletin. PLEASE READ THAT PAGE CAREFULLY TO ENSURE YOU 
BRING THE NECESSARY FORM OR FORMS OF IDENTIFICATION. 

3. You will meet with WVCA Human Resources staff on one of the dates May 12-21 below so that 
the staff can verify the identification documents and complete the verification process. 

   
Form I-9 Distribution and Collection Schedule 

Pick Up Blank Form I-9s 
Tuesday, May 6, 6:00 am to 9:00 am  Guard House  
Wednesday, May 7, 6:00 am to 9:00 am AOC, Conference Room 1 

Drop Off Form I-9s With Section 1 Completed and Produce Required Documentation 
Monday, May 12, 9:00 am to 2:00 pm Guard House 
Tuesday, May 13, 1:00 pm to 6:30 pm Guard House 
Wednesday, May 14, 9:00 am to 12:00 pm AOC, Conference Room 3 
Thursday, May 15, 1:00 to 6:00 pm AOC, Conference Room 3 
Tuesday, May 20, 1:00 pm to 6:30 pm Guard House 
Wednesday, May 21, 2:00 pm to 6:00 pm AOC Conference Room 3 

 
Additional Tips & Instructions 
1. Please fill out only Section 1 of the form ahead of time. HR will complete the remaining parts of 

the form. 
2. The verification process takes only a few moments.  
3. Please double-check the expiration dates of documents where applicable. No expired 

identification documents will be accepted. 
4. Many employees at WVDP have HSPD-12 badges. As the information on page 2 of this 

newsletter shows, an HSPD-12 badge satisfies a List B item, but a List C item MUST accompany 
the badge in order to complete the verification process. 

 
In the limited cases where employees are unable to pick up their forms and meet with HR on these 
dates, you should contact WVCA via email to info@westvalleycleanup.com or call 434.347.3110 to 
make separate arrangements. 
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Document(s) for Employment Verification 
Everyone’s situation may be different in terms of which documents are most convenient to provide. 
Please refer to the chart below in deciding which documents to provide to HR.  
• One option is to present one selection from List A only.  
• The other option is to present two forms of identification: one from list B and one from list C. 
 
 
 
 
 
 
 

One selection from List A 
-OR- 

One selection from List B and one selection from List C 


