(Insert department letterhead)


Date

Employee name
Address
City, Washington 98xxx


Re: Employment Authorization Document (EAD)
Dear Employee Name,
On xx/xx/xxxx, you presented an Employment Authorization Document that verified your status as authorized to work in the United States. This information was obtained in accordance with federal law and recorded on your Form I-9. The purpose of this letter is to inform you that your Employment Authorization Document will be expiring on xx/xx/xxxx.

Proof of valid, ongoing employment authorization is required for continued employment at King County. Please arrange to present new documentation showing continued employment authorization before the document on file expires on the date referenced above. [Department-specific instructions on who to reach out to?] 
Please let me know if you have any questions.  
Sincerely,


Name
Title

Cc:   Personnel File
        DHR











	
	
	
	
	


Employment Authorization – Notification Letter
