[Your Name]
[Your Address]
[City, State ZIP]
[Your Email]
[Your Phone Number]

[Date]
[Recipient Name]
[Title / HR Department]
[Employer Name]
[Employer Address]
[City, State ZIP]

RE: Notice of Pending Immigration Application
⚠ Before sending this letter:
Consider consulting with an immigration attorney before sharing details about your immigration status with your employer. An attorney represents your interests and can advise you on what information is appropriate to disclose. Your employer's HR department may have its own compliance priorities that differ from your personal interests. Delete this box before sending.
Dear [Recipient Name]:
I am writing to inform you that I have a pending application with U.S. Citizenship and Immigration Services (USCIS). Due to current adjudication delays, I do not yet have a timeline for when my case will be reviewed, and I want to keep you informed about my work authorization status during this period.
I am committed to maintaining my employment in good standing and will continue to provide updated documentation as soon as it is available. Depending on my visa category, I may be eligible to continue working under existing immigration regulations — for example, the 240-day extension rule for certain pending nonimmigrant petitions, the automatic extension available for some EAD renewals, or AC21 portability for certain adjustment-of-status applicants. I am happy to provide copies of my receipt notices and any other documentation you may need for I-9 records.
I would appreciate the opportunity to discuss this with you at your convenience so that we can plan ahead. Please let me know if there is any additional information I can provide. Thank you for your understanding and support.
Sincerely,

[Your Typed Name]
