
Immigration Compliance Guidance for 

Employers 

Date: [Insert Date] 

To: [Employer's Name] 

[Employer's Address] 

Dear [Employer's Name], 

As part of our commitment to ensuring compliance with immigration laws and regulations, we 

are providing you with guidance on best practices for maintaining compliance in your hiring and 

employment practices. 

1. Verify Employee Eligibility 

Ensure that all employees are authorized to work in the United States by completing the 

Employment Eligibility Verification Form (I-9) within the required timeframe. 

2. Maintain Records 

Keep records of I-9 forms and other documents verifying an employee's eligibility for a 

minimum of three years after the date of hire or one year after employment ends, whichever is 

longer. 

3. Training and Awareness 

Provide training for HR personnel and hiring managers on immigration compliance and the 

importance of non-discrimination in hiring practices. 

4. Reporting Changes 

If you become aware of any changes in an employee's work eligibility status, ensure that you 

address the situation in accordance with the law. 

Please do not hesitate to reach out if you have any questions or need further assistance regarding 

immigration compliance. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Organization] 

[Your Contact Information] 


