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Objective 

• To provide a brief overview of the Jl::reedom 
of Information AcUPrivacy Act Information 
,,~,recessing ,,Jstem (FIPS). 
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What does FIPS do? 

• Provides workflow processing for the life of a case; 
1 image capture 
1 redaction and printing of responsive records 
1 correspondence with the requester 
1 management reporting. 

• FIPS can support the receipt of more than 10,000 requests to 
USC IS a month, and supports all subsequent processing 
required. 
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D HS is the busiest FO lA Agency: 
The Three Top FOIAAgencies, FY2011 
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Within DHS, US CIS is busiest: 

Number of Requests Received FY2011 
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People at Work: 
1 s 3 n: scan all hard copy information including requests, 

responsive records and other documentation into FIPS 

1 :.: rs create cases, generate letters, request responsive 
records, and close cases that do not require local processing 

• :· redact responsive records with exemption codes and 
determine final actions for cases 

• op ..... review redactions, approve final actions, determine 
costs and applicable fees, and close cases 

• l'r :. " ;•rs print cases, correspondence and other FIPS 
documents 

• rn iw: provide supervisory and managerial support 

1 • i'i l provide system content support including maintaining 
look-up table data and user information, and reassigning cases as 
needed 
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FIPS 
• This application is composed of the Image Viewer window and 

the Worksheet window 

• Allows the user to pertorm case processing tasks like case 
creation, case approval, case close, case searches, etc. 

• Available to the following user roles: 
I Case Creator, 

1 Records Locator, 

I Case Processor Track 112/3, 
1 Case Approver Track 11213, 

• Administrator, 

• Unit Chief, 
1 Up-front Approver, and 

• Stand-Alone. 
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Scan 

• This application handles conversion of physical documents into 
digital images. 
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Reports 

• Allows managers to create a broad array of reports from the 
FIPS database. 

• When we need a new report, FIPS administrators will design 
the SQL search strings and the format of the report to our 
specification. 
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Print Manager 

• Once an approver is finished with a document, it goes to the 
"print queue," a subset of the FIPS database. 

• Print Manager allows office automation personnel to schedule 
printing, stop printing, and restart printing as necessary. 
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STEP 1: Scanning 

• FIPS uses imaging technology to capture electronic copies of 
paper documents associated with FOIA/PA requests initially, 
when we receive responsive records, and whenever we 
receive correspondence about a case. The initial control 
number ends in "REQ." Scanned documents could be: 

1 The initial request letter and supporting documents (correspondence, the 
envelope, etc.) 

1 Requester Documentation (if we have asked for additional information or 
consent) 

1 Responsive Records (and Staffing Response) 

• Supporting Documents such as address change, request modification or 
withdrawal 

1 Remand/Non-Compliance Appeal 
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STEP 2: Creating the Case 
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STEP 2: Creating the Case 

1 As the case creator fills in the worksheet, the information 
becomes part of the FIPS database. 

• After this, the case creator determines type, source, category 
and track, and will search for similar or duplicate cases and 
then creates the case to assign an NRC case control number 
to the case. 

1 The creator prepares an acknowledgement letter (provided by 
FIPS in Microsoft Word) and prepares a request for the file. 
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Correspondence 
1 The request for the file is 

called the "staffing sheet" 
and is provided by FIPS in 
Microsoft Word. 

1 The Case Creator 
prepares an 
acknowledgement letter, 
and makes changes if the 
requester specified 
documents (as opposed to 
the whole file). 
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After Staffing: 

• The contractor sends for the file or retrieves the file from the 
shelf at NRC. 

• The contractor scans the entire file into a responsive records 
image slot 

• The case then goes to the processing queue, which is sorted 
by the date we received the request, not by the date when the 
file was scanned. 
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STEP 3: Processing the Case 
• Case Processors redact Responsive Records. 

• A processor sees the combined Worksheet and the Image, 
with the redaction palette in the FIPS application. 

• The processor "checks out" the responsive record, edits it, and 
then checks it in. 

• The processor uses the redaction palette to redact sections of 
the document, including full pages, and to assign exemption 
codes to each of the redacted sections. 
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During Redaction: 
• Case Processors can perform the following activities in the 

redaction application: 
• Highlight an area of text to be redacted, including a full page. 

• Assign exemption codes to redacted text. 
1 Remove highlighting and redactions. 
1 Create Discussions for unusual circumstances that have affected processing 

decisions. 

• Refer records to other government agencies. 

• Create a Summary Discussion. 

• Create a final action letter to the requester, explaining what FOINPA 
Exemptions were cited, giving a brief explanation of the types of information 
we withheld under each of those exemptions, and explaining how to appeal 
our determination. 

I Create referral letters, as needed. 
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Grayed-in areas were added after processing for 
purposes of this presentation, 
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STEP 4: Reviewing, Approving, and 
Closing the case 

• Approvers open cases in queue in the Case Approver role. 

• The standard intertace is the combined Worksheet and Image 
Viewer forms in the FIPS application. The approver also has 
the redaction palette. 

• The Image Viewer window allows the user to review the 
responsive records and any redactions. The approver is then 
able to finalize and close the case. 
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Reviewing, Approving, Closing 

• Case Approvers can pe~orm the following actions: 
1 Process records 
1 Review redactions and send the case back to the processor, if necessary 

• If applicable, assess fees for services rendered, pend for payment, and 
update case when payment is received 

1 Change a final action code 
1 Modify or create new correspondence 

• Close the case and send it to the printing queue 
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STEP 5: Printing 

• Documents in the print queue do not print until the Office 
Automation user selects them, at which point the Print 
Manager application will send the selected documents to the 
Windows print queue for printing to the default printer. 

• We print to CD by default. We send paper records only when 
the requester specifies paper or if the mailing address is to a 
detention facility or correctional institution. 
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The "0 A Room" 

• Office Automation Personnel can pertorm the following 
activities in the printing application: 

1 Choose a printer to which to route the print jobs. 
1 Select specific document types to be printed. 
1 Select all types of documents to be printed. 
1 Select documents to be printed to paper, if paper is required. 
1 Request a previously printed document to be printed again. 

• Print acknowledgment letters, transfer letters, referral letters, status letters, 
staffing letters, responsive records, index worksheets, final action letters, 
request letters, staffing responses, request statuses, and payment letters. 
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REPORTS 
• FIPS generates reports from the FIPS database used by managers at 

every level of the FOIAIPA process. 

• Reports are viewable in a Crystal Reports frame, and exportable to 
PDF and Excel. 

• Managers at various levels are interested in different kinds of reports. 
Reports categories are: 
• Annual 
I Appeals 
1 Balanced Scorecard 
I Detailed 
1 Management 
I Monthly Pertormance Measures Detail 
1 Monthly Pertormance Measures Summary 
I Summary 
1 Troubleshooting 
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quickly 
shows who 
has what 
cases. 

Most 
reports 
allow 
specific 
parameters, 
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Here, a first
line supervisor 
has generated 
a four page 
report for one 
processor. 

First line 
supervisors 
are interested 
in production 
and correcting 
errors. 
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Excel: 

Some reports in Crystal Reports have a column of actions for every 
FIPS user. Those reports scroll to the right until the last user, and 
are impractical to print. A supervisor can export reports to Excel 
and lock the first column with the legends to manage the data more 

~ ~ 

practically. 
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Managers at higher levels 
are interested in 

• statistical analysis, 

• bottlenecks 

• areas for improvement, 

• congressionally required reports. 
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Here, a higher-level manager can quickly see that we are closing 
more cases per month than we are receiving, which is good news. 
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A person 
working in the 
USC IS FOIA 
Program Office 
created this 
chart in Excel 
from data 
imported from 
FIPS. 
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Objectives 
To define Freedom of Information Act and 
the Privacy Act. 

To understand the concept of creating 
cases in FIPS by reading and analyzing the 
information provided on the FOIA/PA 
request. 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
NRC FOIA Program Office 2 

]4 

AILA Doc. No. 16102838. (Posted 10/28/16)



Part 1- Freed om of Information Act 
and the Privacy Act 

Questions you have to be able to answer: 

• What are FOIA and PA? 

• What are agency requirements? 

• What are requester requirements? 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
NRC FOIA Program Office 3 
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Freed om of Information Act 

• The Freedom of Information Act gives all people the 
right to request federal executive branch records. 5 
U.S.C. § 552 

• Any person can request access to any record 
maintained by any federal agency (this applies to 
Executive Branch only). The FOIA has its own 
definition of "person." 

• Requires agencies to release the requested record/s 
unless one or more of the nine exemptions protects 
the information. 

' '·'' ' 
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Agency Requirements 

• Agencies must: 

- Conduct a diligent search for records responsive 
to the request 

- Comply with time limits: respond within 20 
working days (unless unusual circumstances 
exist) 

- Release responsive records unless an exemption 
applies 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
NRC FOIA Program Office 5 

37 

AILA Doc. No. 16102838. (Posted 10/28/16)



Agencies Requirements 

• Agencies must: 

- Track and monitor 

- Process on a first-in first-out basis 

' '·'' ' 
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Requester Requirements 

• Requester must: 
- Submit the request in writing 

- Provide agreement to release information if the 
requester is other than the subject of record 

- Provide verification of identity if requesting a 
record about a living person 

- Reasonably describe the record sought 

-Assume financial responsibility up to $25.00 

' '·'' ' 
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Who can make a request and what can 
be requested? 

• Anyone can 
- First party requesters-

- Third party requesters -

-Special Interest -

- Bond obligors -

• Anything that is an agency record - but a requester 
cannot ask a question: "I was detained at Miami Airport 
-why?" That's not a description of an agency record. 

' '·'' ' 
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Privacy Act 

• The Privacy Act of 197 4 was enacted to 
limit what the government can do with 
information about you. 

• Among other things, it guarantees the 
public's right to see their records unless 
the record can be legally withheld under 
one of the ten exemptions. (5 U.S.C. § 
552(a)) 
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Privacy Act 

• Privacy Act balances the government's 
need to maintain information about 
individuals with the rights of individuals to 
be protected against unwarranted invasion 
of privacy. 

• The Privacy Act has its own definition of 
"individual." 
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Purpose of the Privacy Act 
- No secret records 

- Records created are limited to only those that are necessary 

- You know what records the government keeps about you and you 
can challenge the accuracy 

- The government is restricted to collect information about you for a 
specific purpose and can not be used for another without your 
consent 

- If the government discloses information about you, it must 
account for that disclosure. 

' '·'' ' 
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Part II- Case Create 
The objective of this class is to be able create a case in FIPS by 
reading and analyzing the information provided on the FOIA/PA 
request. 

I This includes: 

I ensuring that the database is accurately completed, 
I researching/locating the file/record, 
• staffing for the correct file/record, 
I veri~ing that agreement to release the file/record is present, if necessary, 
• determining if additional information is needed to locate the file/record and 
I acknowledging receipt of the FOIA/PA request. 

US. Citizenship 
. and Immigration 
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Requests 
• A request must be made in writing and reasonably 

describe the records being sought. 

- Form G-639 
- Letter from an attorney or representative 
- Letter from the alien. 

• How do we get them? 

• Mail I faxl hand delivered or via e-mail. 

' '·'' ' 
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Reasonable Description 

• Requester must provide enough information for 
us to search for records. 

• If a requester with a very common name sends 
us a request for file, says cannot remember 
Alien Number, and we find multiple matches, we 
have to ask for a better description of the 
records the requester wants. 
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Read! 

Case create requires you to carefully 
read the request and the supporting 
documents while searching for specific 
information. 
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Insert Top1c 1f 
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Delinquent Requesters 
FIPS will automatically conduct a search for delinquent fees 
owed by the requester, using the last name of the requester. 
If a delinquent case is found the box shown below will pop-up. 
Because the search criteria used is the last name the results are 
not always an exact match . 

• 

' '·'' ' 
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Search for a Requester 

I' 

·! ' ' 

.. US, Citizenship 

. and Immigration 
Services 

Select 'Either" 

If you don't find a requester select "Add New 
Requester' 
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Track III 

• To have a Track Ill request~ the subject of the 
file must have been served with a charging 
document and have a future hearing scheduled 
before an Immigration Judge. 

• The subject must provide us with a copy of that 
notice to appear or document showing a future 
scheduled hearing. 
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Cover sheets 

• Cover sheets have been created to help you 
identify cases. 

-Expedited 

-Track Ill 

' '·'' ' 
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Track Ill Cover sheet 
Track Ill Requested 
APPROVED __ 

DENIED. __ 
CC: Please prepare acknowledgment letter and Track Ill denial letter. 

IJ Decision entered on-----------
Decision: ________________ _ 

Appeal of IJ decision does not meet track Ill criteria. 
No supporting documents attached. 
Supporting documents not attached as slated in 

• requester letter. 
No hearing date set- cc ·check EOIR (on 9101 screen press F11 to see EOIR) for hearing date 

update. 

Per: ________ Date: __ _ 
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Expedited 

• To be considered an expedited request one of 
the following criteria must exist. 

• A circumstance that poses an imminent threat to the life 
or physical safety of an individual or 

• An urgency to inform the public about a federal 
government activity, if made by an individual who 
disseminates information (the media). 
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Expedited 
• Using the word expedited in the request letter 

does not mean the requester is seeking 
expedited treatment. 
-It is all in the wording and the placement of the word. 

• Please expedite my FOIAIPA request," This is an expedited request 

• "Thank you for expeditiously handling my case," This is not an expedited request 

• "Request that you expedite my case because my client has a hearing." This is not considered an 
expedited request, and we will treat it as a Track 3 request 

US. Citizenship 
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Expedited Cover sheet 
1 EXPEDITED TREATMENT REQUESTED 
I APPROVED __ 
I DENIED __ _ 
• CC: Please prepare acknowledgement letter with expedited treatment 

denial. 

• Remarks:-----------

• Per: Date: ----- --

NRC FOIA Program Office 26 
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What is Agreement? 
• Approval or permission as to some act or purpose, esp. given 

voluntarily by a competent person. (Black's Law Dictionary) 

• 6 CFR § 5.21 (f): If you are making a request for records 
concerning an individual ... You must also provide a statement 
from the individual certifying the individual's agreement that 
records concerning the individual may be released to you. 

$ 5 U.S.C. § 552a(b) No agency shall disclose any record ... 
except pursuant to a written request by, or with the prior 
written consent of, the individual to whom the record pertains. 

' '·'' ' 
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Certification of Agreement 

• If the requester is not the same as the subject of record, Block 
3 of Form G-639 is Consent to Release Information. 

• Do they have to complete Block 3? 
Not necessarily: 6 CFR s 5.3(a) says: If you are making a 
request for records about another individual, either a written 
authorization signed by that individual permitting disclosure of 
those records to you or proof that individual is deceased ... must be 
submitted. 
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Form G-28? 
• Is Form G-28 certification of agreement? Yes. 

• On Form G-28, at the place where the Subject of Record 
signs, is the following statement: 

- Pursuant to the Privacy Act of 197 4 and DHS policy, I 
hereby consent to the disclosure to the named Attorney or 
Accredited Representative of any record pertaining to me 
that appears in any system of records of USC IS, USCBP, 
or US ICE. 

• With Form G-28, we have a valid agreement to release 
information, but we still must have Verification of Identity. 

' '·'' ' 
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Verification of Identity 

• The following is an excerpt from the Instructions for Form G-
639: 

- Verification of Identity by Mail: 

- Requesters wanting access to their records must identify 
themselves by name, current address, date and place of 
birth. 

- A notarized signature of the requester or a sworn 
declaration under penalty of perjury must also be provided 
(Form G-639 may also be used). 

' '·'' ' 

.i · ...... U.S. Citizenship 
· ·. . and Immigration 

Services 
NRC FOIA Program Office 30 

52 

AILA Doc. No. 16102838. (Posted 10/28/16)



Verification of Identity: 

* 6 CFR s 5.21 (d) says you must provide us: 

-Full Name 

- Mailing address 

- Date of Birth 

- Place of Birth 

• And it also says: You must sign your request and your 
signature must either be notarized or submitted by you under 
28 U.S. C. 17 46 (penalty of peryury in lieu of notarized 
signature). 
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VOl and Agreement 

• We will cover this in detail later. 

• Section 7 of the FOIA/PA Assistant's Guide is all 
about VOl and Agreement. 
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Reasonable Description 

• If a requester gave us name, mailing address, date of birth 
and place of birth, but said alien number unknown, several 
things could happen: 

- If he or she asked for the alien file and we discover one 
(only one) exact match, we have a reasonable description 
of the records being sought. 

- The same is true if he or she asked for a petition. 

- We might find no match. In such a case, the requester did 
not reasonably describe records being sought and we 
must request additional information. 

- The same is true if we find several exact matches. 
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Requesting More Information 

• We will ask for these items of information only if we need 
them. In the earlier scenario, we said the requester gave us 
name, address, date of birth, place of birth, but no A-number, 
and we got multiple matches or no match at all. 

• We will request A-number, Application or Petition number, 
parents' names, other names the subject may have used, and 
other information that may be in CIS and would help us identify 
the correct file. 

• If you request more information, do not staff for the file. Pend. 
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Time to 
Search 

• Search for Duplicate or 
similar cases. 

• Usually you search by 
Alien Number 

• It is a good idea to 
copy the A-number 
from CIS and paste. 

• The A-Number field 
must be nine digits. 
Add a leading zero if 
you have to . 

... ·•. ' ' US. Citizenship 
· · ·. • and Immigration 

Services 

· .. iii&"'' ............. ··~~tl; ... . 

:_'!,\'~ < "'' till! ~tutl!il 
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Second, click 
here 

First click here 
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Not a duplicate or simi ar case 

• Usually, you get a notification like this: 

•• cOiitri! st.lliied'Re/i~'l ~~r'hist iiiii !iiliiile f!1i1cf ···•••• Si&k cal~ iiiai in ···••••· ···••·· ·· 
Number Last Name First Name Name Name Name Number Action li«gation 

• In that case, you simply click "Search Complete" and FIPS 
assigns an NRC control number to your case. You are ready 
to staff or to send a request for more documentation. 

• If this is going to be a multiple case, select "Create Additional 
Cases." 
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What if it is a duplicate? 

· · .... ·.· .. ···· · • ···&.tfillltiiolii!r.S<irinea• ·· • ····· ···· · • ···• ·· • • .,., a!\ui!t<hliSi.ll!t"' iili k""'Aialiletipk' • ···· ·· · ··· · 
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., 
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. . 
.ICiG~1 Jud:: ],.,t; ~~ct l1Ul II " u~·tr.::: "'~I ' h' 

<& t " 
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• First, look at the case by clicking the edit logo (to the left- it 
looks like a folder with a gear in front of it.) 

• Second, if it is a dup, click on the second logo to set the case 
as a duplicate. 
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Closing a Duplicate Case 

• Next, under tasks, click on Final Action Letter. 

• Choose "ER: Created in Error" as the final action code. 

• Be sure to create a Discussion explaining what you did and 
why. 

• Send the case to Up-front Approver. You are finished with 
that case. 
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Additional Cases? 
• If the case you are creating will be a multiple, do the 

following I in this order: 

1. Create the case (but do not create letters or staffings 
before you create additional cases). 

2. Create additional cases. 

3. Prepare the acknowledgment letter. 

4. Prepare the staffing (s) (if applicable). 

• The additional cases will be waiting for you. You may 
not be staffing for every file. You should treat each case 
individually. 
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Requests 

• What does the requester want? 

• Complete copy of the A-file 

• Receipt file 

• Application/Petition and supporting 
documents 

' '·'' ' 
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Staffing 

• Staffing means the same thing as requesting a 
file. 

• The most complex part of creating a case. 

• It's why you are in here for two weeks. 

• Management Support Branch (MSB) has to get 
the file after you create the staffing. 

• If you have not met the people in MSB yet, take 
the time to meet them. 

• They will always be happy to help you. 
' '·'' ' 
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Discussions 
• Any time you are sending a case to Up-front 

Approver, you must create a Discussion. 

• Any time there is something unusual. 

• You will create a Discussion more often than you 
do not. 

• The only time you do not create a Discussion is 
when you have a standard request with all 
required VOl & Certification and it is a normal 
staffing. 

• A good Discussion can save you some tears. 
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FOIA/PA Assistant's Guide 

• Section 6 is Creating the Case 

• Section 7 is Certification of Agreement, VOl and 
reasonable description 

• Section 8 addresses unusual requests and 
situations 

I Section 9 is Referrals and Redirections 

I Section 12 is Staffing 
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Objective 

To become familiar with CIS, CLAIMS and 
PCQS searches. 
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Warning 

• This training module uses real data so that 
you will be able to practice it for yourself. 

• You should not discuss any PII in the case 
studies outside the class. 

• If you print these slides, treat them as 
sensitive FOUO. Keep them locked, and 
shred all the case studies when you no 
longer need them. 
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Central Index System (CIS) 
CA-Teleview Screen 

This shows the systems you 
have access to 

Enter the system number that you have 
access to at the command line, press Enter. 

. 
' --' -~·:- :--; ;·.-::;.~<=::;J} .. ::;::_:;:}:::--:::·::_:·:::>:":' : ·:·=··. "' - ' ,;,:~.:~; 

,.;t;t~ 

Use PFB To Page Up & PF9 To Page Down 
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COMMAND: JUMP 

Where in CIS do you find what 
commands you can use? 

JUMP MENU 
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JUMP MENU 

• 91 Search Menu 
• 92 Display Menu 
• 93 Add Menu 
• 94 Maintenance Menu 
• 95 Transfer Menu 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
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.. US. Citizenship 

. and Immigration 
Services 

JUMP MENU 
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JUMP MENU (CONTINUED) 

.. US. Citizenship 

. and Immigration 
Services 

9504 is !he only f1le lransfer funcilon you would use as a 
processor . 
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No A-Number? 

• Usually we can find a person based on a 
name and date of birth. 

• There could be variations in spellings. 

• There could be aliases. 

• There could be typographical errors on 
names and dates of birth. 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
USC IS FOIA Program Office 
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Case Study # 1 

• Last name Dominguez-Bandera 

• First name Jose 

• Middle name Antonio 

• He has written his DOB as 
• POB (b)(

61 

• In this case study, you will learn 
-European date notation 

-Garbage In- Garbage Out 
' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
For Official Use Only· USC IS FOIA Program Office 
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(b)(6) 

l')] r ' ~ !: ~' r -.:> 

f I '\] ' . 'I' . : .. 
ii' 
"'' C:CU ·)!.1[' 

~ !' ic 
! • · •. 

; ~ ' ' .. ' ' ' 

9103 

1 ·, ' ' , I , ... "! 

' "f' ' ' . '" ' ~. '. :.:. 
' I ' ' ' ' '" 

, "' ' '1'' ··r· .. ['I'' ··c· ·:··.H-r.'', :r !'.' ·"· : !r: ·.·,.··t.' 

. ' .. 
) : ~ . 1 .' 

' '''']'''"''''II''"''''[' · :· ·.H·r.'·. :r· · .. ·~i .Ji ··''i ~~~ '>'ii .'·.''t · 
. ' '' ' ']'' ' '[\ "1'1''' "f' .. '"[' · :· ',n•! ·'·· :r r L • ··'•' i ''·.'L -.r ! '.: Vo') : 

: --.. ::· r ·_ 

···''I" ,. , ".,,...H ,,.-,. :. JU'" ~~-r·· ['']'' ]' '" "1 .. 1. -,,. ···.r,·u )r:::. ir :·::;.::,~-•. Vi::( •, c:::!! • n: !I :r .' !ii: ": !~: )t~r' .• :·:. 
'l['·" ,., .. : . ' . ' : : . . ' ' ' 

' fi f'f fi i H ,.,, .,,, ,,, .,.,, .,,,, ,,, .,,,, .,.,, .,, .,,,, 

n4 !.IC!i.l r:) H~Lf' rf~ 1~1~ i! !Jt IU 
D m:,[D I'll[ 1101 f')JII: C'll [•cC 11'1-1[ ;o;r:H 

ll!JMO~R 
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:·":I·'' II~,. " ·;I : . • : l . 

II ! I· It 

F9 for Sounds-Like 
[b)[6) 

'[!iliA !let· ),'T[!! · IIU!Ilo !I ICI f'JI 
HIIDI I It lll,lt :m DlT: 0f !I f.T1 lt'"H 

IC:IIII ,,, 
~~.~~; r.~l 

,,., I'' f''· <!ill ICI ~.. . " ~. . ... 

For Official Use Only· USC IS FOIA Program Office 
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F9 Again for Alias Search 

'l'''''" ·• " • r. t ' ! : 

' ' ' '. . . ', 
' ' . ' 

:tiili·l I!Ct• ir!TfH · llllTiflo fill~ f'OII (b)(6) i! Ye 
' l I : i II ' 1,1: !A,:1 

rfl I .. "''' ·,,' -~·.,: " ' " ~ ~ 

'f ;, 1,1:!1 'If' I! r , __ . , • 1 .. 

I 'IH" 0 
, .. I:U 

0 lt1>01E Hd ,[] oWl Felli)· 10 :,:,rii,IJ[ l't\i rfl 
' ' . ' •,' '!I 

NIJM \IVR 
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9102 with DOB range and COB 

(b)(6) 

·I 
" B~ ;.dt ~s;icr1 IransfEf E.rco;ram ~tms ttnJYw ~eb 

illllll ~~lil! ~~~ ~ 
' ' I',. ' I:, 
• : >:' :!. 

. 'I' '"I' :, .,r.l~: L' -.... ,. ' ' 

'I,."',, .. .,, , .. -~ .. ,. 
o f' I • I "' I' • f " J I ~ 
! ' .. ! !<. "" ,, • ' • " 

' ''• 
~; ,', ... 
, I . .. ' . 

l :·!i[· \,IF!.i. "\"·II[·[·' lll'' .i.=~f··:·H '''" ... ,,.,., .·.. . . . 

• : :; : I 'I •. ' : : : •. _:-: t ( 

"''1'1"' : ::·_:, tr . ' ',,. 
' :,: 1:: 

, , "C [ , . 
' !''!·!c' : : · i ! 1 

.,.,,1'" ' ,"_,J,[' ..... : ' ... 
'. ,·,. ··H•··'•'····,.,"F, "·'1'1·',., "·'·I . ' .· .. '. ' . ' ' ' .• •'·'· -'•'· 

. 'H''~·-·.,.·~ 
' •, . '- ' ;; ~ ' ' : ' ~ . . ' ' . ' . ' 

"C [ '!''!·h.'::' i i: 

-·. 'H'"''"~""" •. ,,.,. 
·:··~~,~·.·.:tr -.L-•:.: 
''H·~·-•-e•, ·.:··· •. ~r•·.!tr . 

' r• I ' 

I ,., . r·, 

.. "t·r·· ·r· ··r· "' •!: ·i "J :' J ' I' : • : ,, ···•· ......... . 

~ f::·::i.l r:L' fi tlD ·:'THtr :: tl:·~ .~f: ·::n: C:li.:.L. 
1"''1 .. :: .. !_) 

ClW.I.T If~ 10!'. 1""'1 1'1'1''"1" 1
' .. 1!.!. ,' L. !I !.• '• 

. '" . 
; : i IJ 
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And we find him: 

• "11'1 'I' ', ,: .. !· .• ' ,_.: 

~'CH ~,~T~ fiLm ! C·~C 

liL.I!I 10•iii:C!" !.Ill[', 
11-l.t: 
C,,,, 1''". '''[ \ '" i " ', • • ' .' - . 

'•'•" I'''':; l.,., '"··· "'I ' J • < 

~~!J:H[ DC·I.·ii .. ::H: ' .. [ 
' ) '. :-

., . . 

'.11111.11'0 rr,; 

(b)(6) 

r,c,r··D ~ .. ' 

lDIIII. :c' 

'"" 1'1 i 

~:Dcr 110• 

(b)(7)(e) 

"'liD 0' H''·:H JlifF, · W6 DJID' lll' D·Ji ii'ICH J\ID '" 
T:· '! ::: o:w•r t.T: rc:·:l CJI'J ·:·ll' 11. ''tii 111m. (b)(6) 

II!; I iT 'II fiCI 'Hi·D Iii H•;! !<: '14 !'"I!!! '10 H'li 
'li !! TP!j,T' 'I'"~ 

' . • • , . . • .n :::::1 '· ... ·. D)~li.GI_ . 

tl!JM{t\IR 
"'""'''"''"'''"''"''"'""'''"''"'''"''"'''"''"'""""'''"''"'''"''"'""""'''"''"'''"''"'""""'''"''"'''"''"''"'""'''"''"'''"''"''"'""'''"''"'''"''"''"'""'''"''"'''"''"'''"''"'""""''"' ''''"''"'""""''"' ,,,,., __ . 
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(b)(6) 

Why didn't we find him first time? 
I GARBAGE IN-

GARBAGE OUT: 
First and middle 
names are both 
entered as first 
name. 

• Date notation 
to hi m 

means 

'· I . "I '• : ' ;. ; i 

CCI IHID 
,: ·, ' : : ' ! ; 

• ,' ' :· w ' ,' 1 
\', .. ' •'! 

.; D 1>1![ CJIIIGIJ:: t'IIDtl' 

l·.\1 D•11.11'1G1Jt: t;ll;u; 

DJ[ Cl =J 

flii1 !01[ :I.DII•J '':'" '"j~. 
• • !. • ' " ' 

1.1 LHt. r •' ' • .,. 

'• '.'I. ' i . 
'll ;![\ 

+D r·:·: lll :'tO 
!C' 11r: :.)' 0:>: 

rr,:c. J·J~C :.r.~:·: [·:e: :~;o~;,:rr;;: 

Htl I D ""'' .. , ... "'"'''" r:. r··.jjir•rr·1 '•:Hr.' ' '. •• • '. 1 ' '• ' 

'I" · ''H>' t• I I :. '.' I ! , ' . 

' ' ' 'c .. ! • ~..; ". ·'::: 

II ' " • f I • ' "I •. I'. . ' .. :. ' . ' ' 

][;r H T 'fl it ' :Cii! '' n! lr Of :'II' ;, l'f' <f! 0 • , • • r 

ff0 ·:!~ !.1,,!1.. i.EIJIJ fr ii~·.T ~~~f·r:H n~ ··,Hi,' HI:Ef.: 111:cir 

•, . -. 
~' u (b)(6) 

HUUOVR 
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More about date format: 
,W WW WWW'W WW WW WW'"W WW WWWW WW WWWW WW WWW'W WW WWW'W WW WWW'W WW WW WW'"W WW WWWW WW WWWW WW M 

(J -~'S (] c~s.,::=o 

(::·: :::::-~::~ n .c:::,:-;_.;::;:3 

, ..... ,, ...... ,,, ...... ,, ....... ,, ...... ,,, ...... ,, ....... ,, ...... ,,, ...... ,, ....... ,, ....... ,, ...... ,, ....... ,, ....... ,, ...... ,, ....... ,, ....... ,, ...... ,, ....... ,, ....... ,, ...... ,,, ...... ,, ....... ,, ...... ,,, ...... ,, ....... ,, ...... ,,, ...... ,, ....... ,, ....... ,, ...... ,, ....... ,, ....... ,, ........... . 

'''·"" ''·'" .... (b)(6) 

USC IS people have created records listing his date of birth as 
both I I and I I because of this date-format 
thing. A search using +f. 90 days found everything. 
But what if his DOB was I P ? 
We could try Exact Date and try both0and D 

(b)(6) 

For Official Use Only· USC IS FOIA Program Office 
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Case Study # 2 

• Last name Oyervides 

• First name Reynol 

• Born I I (b)(6) 

• Parents names not provided. 

• Did not provide A-Number 

• Signs his name "Reynol Oyervides F." 

For Official Use Only· USC IS FOIA Program Office 
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(b)(6) 

Exact name search with DOB 

''I'I~'IC· . '• ., ,, . ' ' 
• o I ~ ' • 

·,, : '! : ', : 

~: ... - :.:, :.:I 
I I • J I I • I.' , :~ 

"C 
• '· t- ' 

.. I ' ' ' ' . 

. ' 'H·i' '"[' '"I ']f· ' , • " ' r , , ·': : , ' ._,.,.,_, __ , 

., 'H·I""I' ,, ...• 'I 
'· ~- ""· •. r r-.~~-: ~-

'"·'' '<l~"t :r1·c '' ''1 ,,,;,1: ,:: 'rl'" II'• I' i' [•' .• '' ' ,r .. '· ...... , .. , ....... . 

"r 1· ::: : ... ' 

: : D I • 
. ··r : i ! ! ' ' . ·~" ' . ·,. l' ' . -~'" ' 

. ·, ' .. , , . r· ' " . . ·.,·-.n•·. :.:.' 

,, ..... ~ ... ,,., .... ,,- ... 1' 'H' 1, .. , --~"' --1 'I"'' .• ,.,.,, ....•. :·"·.!·: :H: H"f'.H .rl !:r. :'. ,c·. r.:~:- t:.:,r !·. :!·. :!"'' He ;t"' 1.r 

'lo'l :,:• IHIIi'o'H 
II" lti!C 11: HU 'lc 'IIi l·illi'i I'! H'c'· li I: :1:'Cf 

DliWciC VIII ICT 'OUIID 011: ;cT 11:1: !l:r:H. 
•, . -. 
~' u 

HUUOVR 
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F9- and: 
,I 

" B~ ;.dt ~s;icr1 IransfEf E.rco;ram ~tms ttnJYw ~eb 

illllll ~~lil! ~~~ ~ 
:JHi'ilt en:. 1 liDO ~1~16\'i · DOn m \f"CC :·: :n: " , - 'I . : " 4 ' ' J ' 

;, Dl'i·l= 0d.IDII fl01t) .flill·:·l 

_.;.r c~·~·c:-\·1 r~:~ fl:·n) 

II' • ~' r ,, : 'i I L • _, -... .. 

.~.f·.~.· ''"·'I"' I'' • • ' '! • • : I, 

lb)l6) 

. ' ' 'r. i·l i • 1 ~ ,• ' 

);(j:·,~Pi t 
, • • ' I , ' , ' 

··f·l .'=r : : " '' ' . ' " . ' 

.'.l''·' '· ', 'II '' ' "I·· .. " " r :.[:': ·.·;i) -~ 

'I' ... "1· "I'' If' 1'1 ' .,, ., ... I" •·' H ,., .. · ~ .!~ ·-"! i ·it!~ .. :! .'! .:~r'.~ '.); :·.:. _.:'.''. 

'"'' '"0. ~ >'' ' 

IH '[T!I'ii ff! HilP 
'19 • ,,, :;c 1111 '"' 
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Wildcards 
• PCQS found only those instances of 

"oyervides" in CISCOR because CIS won't 
support a wildcard search in PCQS. 

'''":: J:c,; 
J Cc.'·CCC 

::0 ''"';coos ::,;~e:;;; 
:"'' ~K@:: 1'n·0!r ~;;~,·:;:~ ... 
:_:: ~e'~.o: :.-o~~r;r ::·E~.·, :::ts 

' ' ' ' ' 

(b)(6) 

For Official Use Only· USC IS FOIA Program Office 
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(b)(6) 

(b)(6) 

Exact name 
• When I enter the exact name, it finds 

ONLY the CIS record: 

'I' ::.::: ~:~j ::: 

Ro~~a: . -:- s: :o:.> 

O~tHfMh c:::J" 
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Try Both 

• In CLAIMS you cannot use a wildcard, but 
in PCQS, you can find CLAIMS and 
CISCOR records with a wildcard. 

• In CIS, you can find "sounds-like" 
matches, but in PCQS, you cannot use a 
wildcard to find CIS records. 

For Official Use Only· USC IS FOIA Program Office 
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Discussion 

• Since he did not give us an A-number, we 
have to create a Discussion to the CP 
saying we staffed on best available 
information. 

For Official Use Only· USC IS FOIA Program Office 
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Case Study # 3 

• Last name Ruiz-Lopez 

• First name Blanca 

• Middle name de Jesus 

(b)(6) • Born '--1 -------~ 
• Mother's nam~'-------~1 father's name 

(b)(6) 

• She gave us two A-Numbers: 1'---------~ 
orl I (b)(G) 

For Official Use Only· USC IS FOIA Program Office 

101 

AILA Doc. No. 16102838. (Posted 10/28/16)



(b)(6) 

First A-Number: No way 

'' :·1• 'I . ' ' Dl' 
"' '"! '' 

. I , ·. iL'. 

I ~ ·: , .. '' 

. : ,,• I ' ' ' ! ... ' 

I . ~: '~,:: ~-
' "i '· l-· !': ~. 

1 ~\n:\f·] ;· 
.. ,. • I •' ' 

[•!I II II'· 
, ' I • \. •· 

I " ·:1· 1· ,,, ' ' ' • ,I,' • 

~. r ~r 

I I • • 

•• ,., ,, ••• 1 ,,., 1'1 
•• : : : , ' ~ : :' "' ' " I : . : •• . ' .. ' '·' . ' ' •' 

!tf·l[, D• TJ Cl'll.'• il[/, Plr'•JII. '!Iii tlltl. Cl[ll t'T Ill'[' •: 1 10 ;, 
11: Ill •J (ell' ,, lfl 'tfltif If~ 'tTl!''' f'o HU If': ll•l'llti!U 110 ri<T:f, 

ffG [lc If II [•11: 
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Second A-Number: Forget it 

i li 'f i ~' ,·,, " .. "' 

,. 'CJ 
' ' ' ' 
~ ," '· II r: 

~ C' ,• ,·, II, C 
' 

.... 

, r· : · : ~ : 1 ,.. · . ' ' ' . ' . " 
• : : , • r· ' ·:· • '1 • ., ·c 

' ' J.' ~ " ' 

(b)(6) 

(b)(6) 

!'If[[ 
fi')]f lr 

,:,:m 
l:":~T ·:·ri· 

' i ', : •, ~ 
' ' ' ~ '. ' .. ' 

'1'1' 1''''11'. ,, ·· '- ~ ~ ~~~·.r· -•.1 ·.-:: .. 

(b)(7)(e) 

'll" f '1 1'1 ''[ • .,,, ' ~. ' : . '' ' : ' ''li' .:; • . , , I , • ' • 

'f' .,.,,1,'' I'll ~'l' 'f' I I I 'I''" 'f' H' .... ' r 1 ~t!.,.!·i _ l' r r t ,·.i~:h ,.,i!J r ~- :i)!' . .H 

IIJI;D ffl' !01f 

HI_IMmR 
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'I'''-., ', " • r t · : : 

We'll try 9103 

uu~~·n::ir ·:= H·:.'·,-I~L.: :c q:u-1 Ml u~.~:1; 

:ti!Tr~L 1·H·· ::~T:H · ;,!llT f'l[ f!IIC:~ H:::;.; 
·• : : 1 II ; 1.1 t !:'! C 1 

l .. l"'"'f . ,:.~.-,~· ""· . ' 

;. IIJIIU COl 

'I' I '" '' ., r : ·~t ~-·,: 

(b)(6) 

:f~ 1-'Li I ·.It II~ rH AlHrli~H j:~.f'CH 

11: Hll•!IIIIHII'l Cl :1111.[ f:f H:CI f tD i['r:· 
. ' " . ', , I 

. I . . . . ,,.,. ': 
' "' " ' 

NUUOVR 

For Official Use Only· USC IS FOIA Program Office 

104 

AILA Doc. No. 16102838. (Posted 10/28/16)



F9 and -wait for it-

:i i·.!D)~~ f·~~;t (1·;JJ 
:Jil,j:ii[ 

' .~ : 1 ' ,. :' " 

ltl II ;:: 
... , . o I 
;. " ,. • •. r ' 

, UIIC· ci .:.11...·-· ·_· _· --------...1 . t. :!IC·~ L·C • 

n' 'H:: II !I!! 
<1UIIt':' ::r1 " :•o:, .I: ,.,:. 

rf ' '''r'l'' ... ,.., . ;,, . ''"' )'•'' ~ • ~-"''I .... , \.•1 

(b)(7)(e) 
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Got her-

< 

'· : ~ . ' ·, : 
I , , ~ ! ; < 

.. ' . ,~ ' ' : : 
' < ' ' < 

• Garbage In
Garbage Out: Her 
first and middle 
names were 
entered as her first 

'' D 1 :!!. ~. : lei[ (b)(6) ,ll'IC' C: JI!IJ! [,., r---i 
'"'L........J 

i r r : : · 
_, ' ... 

name. :. ;"' lbJI6J 

• Mothers name was :~ .. Q ~;: 0 ::; 0 ;;= ... · :,, ;:);; 
' ' • • ' 'H 

Blanca and fathers "::. '11 
'
1
''· :': ''": ''' 

name was Marco. 

• A quick word about 
Chinese names
the two given 
names constitute a 
first name. 

:·=·.· .. ·.','·'.I··'. I'. •,.',1'.'·'·'· r··· ., .• , .. _,. rr·· ., .. "1·~---·. :t·.; .:~·.· ~ -:t"i· H )i·.r: 

""' . ' •' . . 

, '!'I' L-----~1.·.···. '1::]~[~·: 
' . " " . 

(b)(7)(e) 

Ill Ill.'. II! Hill • 
'I' :1 [.' ::1 II" l'i I I 
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PCQS did NOT find her: 
The person PCQS found does not have the same DOB, and 
the mother's and father's names are different. 

(b)(6) 

r-----------------------------------• . . 
i ?~rs:~ C.f:~'~'-: s~:,·:~ : e e:-~v;::s :j 

~-----------------------------------· . . 

j ":~:;<·~:' 

~ 

,:::c.:,~~'<: 
i FirslS!me: 

' I 
' ' :~ 

' ' ' :~ 

' ' ' :~ 

' ' ' .I 
' ' 

[ D3te olam'1 j SJ c~':\:S ~ J ';"; :i 

f (b)(6) ! 
i. !H"f. ~m: '"'~ · .< 

l ...................................................................................................................................................................................................................................................................................................................... :; 
I! ~ •. ," -~--·" '""~' ~'•'i:h '<':c,·:·"- ;,,,,,_,:·; :,.;,,-,: ,,_:.,-·· ;;',1 

_! .. : .. :.·.:.~:.· .. :~:~_'_::: .. :.:.:~:::....... . .... ·'·. ~. ' .• . • . . .•. ':l 
.. ""'"":< 

l
i 

. 
D

·,;~.cs .. 

::3 
. . . 
' ' ' ' 

. lb\16\ 

' ' :J 

' ' :~ 

' ' ' :~ 

' ' ' .I 
' ' ' .i 
' ' ' .i 
' ' ' .i 
' ' I 
' ' :~ 

' ' '.< 
' :~ 

' ' ' ':l 
---~ .~. ---~ .~. ~--- .~. ~--- .~ •• ~--- .~ •• ~. ---~· .~. ---~ .~. ---~ .~. ~--- .~. ~--- .~ •• ~--- .~ •• ~. "< 
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; 

With wildcards, PCQS did not 
find her: 

Again, PCQS found people with names like her, but a check of 
those records would convince you that it's a different person. 

i :>~;:~~~ C;:;:0·;::eJ,·:~ 5dw;w; 

1:·:·; C;$<CC· 

::1 ···~--:: .. 1-·-·-·-·~ 

Ron~e: "'· ~0 ,;;;.'; v i_:iJ -:~;;J'.:S ; ~-~ > l'i.i FC•:i: 

'"'"'"""I I (b)(6) D:c•FIS. L'·"" 

(b)(6) 
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(b)(6) 

But if I search her exact name: 

- Ca~Name~ ,~u:zc=:m 

; );:·i.'.':i· ~.1: .::·. f;b.;:i% Se.;,.:h :~o:e:::r:.:· :ie~s;.-s : 
-, ...... ""' ..... "" ........ , .... "" "" ..... .. ""' ..... " ..... '" ., .. .. 

''"''·' "'"'" .. • ··.·· D ··.·· £ ··.··· • ··.·· • ..... 

(b](6J 

Why did CIS find her but PCQS almost didn't? PCQS does a better 
job of searching for receipts- unless you have the exact name. 
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Case Study # 4 
• Last name Dang 

• First name Khanh 

• Middle name Van 

• Bornl~....--___ ---~ 
• Gave us 1 1 (b)(B) 

• Father's name 

• Mother's name 
!.....--~ 

• In this case study~ we will learn 2 up, 2 down 
and DOB range 

For Official Use Only· USC IS FOIA Program Office 
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(b)(6) 

First, try the A-Number 

• was her 
~ersname! 
By comparing the 
request, we can 
figure out this is 
probably her 
mother's A
Number. 

• What should we 
do next? I II , 

(b)(6) 

:(d I 
m 1r·::11 
1111 ]j'::ll 

D 
!:T-". D 
"-~ .. '"" .... '" -" . ' 

:•! •. :',1:. 
... : I: : 

:::, .. ~P·It1 :¢ T·:· :·l)f .. :· u·.·; fP)(:II. ~~Ui [1::: Cl[~; :·:T ffl ·:r··· ·:·:·li) .·· 
:·:2 ff.l ,:,; :.. ~~ r::: :·ur.C~H ff~ f·niJfi·! f'fi -Elf ff6 ._::. i·i i:l:i!U :·H HI ~T:Jf·, . 

'li ,,, fill !0:11' 

(b)(6) 
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(b)(6) 9103 

·. I' •. 
:.; • :i.': ···1·r ' , ,,. · .,, "U ., "ll ·1 ,. r··, 1•::·,. 1 .,_, .. 1 '·'''-·'. :.:: :,F ·I'' , .. _, .. , .c.,., :: •.. 1.:.:: .. , •. ,, '"· • , 

.(J II'Ul \[.fCH 
~,,. · ·cr'··· ,. C """''· !Ui-'L ·:~;,_:.·r.'~ i:• ; ·t:·.·;·.·.·. 
~f:H [<T.: .li. ~'·I··J 

:1:: .H- !H 
I j.JI[ 

'" 'It' ",f" ''' 'l"l'·· '" [;- ••. ~r.:~-·: 

;, II~I:Hi DC! 

10 ; [!., 'orcJI D!T, i .OCt ClfH 0llli lio · m:: liiHf 
CWf t' - ffl f,;i ·HtiD ff: o:;[ >;CJ ff1 Tli'l 'f) itlf 

no r1.'-! ·r 1rnu ~r~~ ~lHf·_-.;,rt ~~:f··:H 

10 'lrlC•IIIIF:ti.Ji"l01 011 'Ill f:t inC fl tD lli'CH. 
' ' .. '! ,' I 

' ~ ' ' .. ' . ", 
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F9 for Sounds Like 

/, ' '·. 1 " 
·,. ':· .' ' ,. : I " 

C[Ti:l! IDt! in· !JJll fl! ill:)! f!:•!.l[b)[6) '' IUn 
'cJIID! ll .[ IH! ;, -r ;q Jf I nH l!•ICH 

~-,. .. '·(''f"' '·('[ ''"'·'" ''''• ~ "1''' 0 •; ''" '"i'''' '''·''"''"''' """"' 

I • I • I ' i !• -II' •'• .,,I, •• 

lei II 'C. 
:;;c; r:1 · 
r•:c:l 110 • 

11>.1 ;.IIIJIHI [' :. ' -- c~:·b f·:·: fCC )~~il lDl. 

"' I liD 01 !ACH Dl !'l'' '" 
I'J i [.','!I((. D;-; il:·.:l ·:Ui'•J l••ll' II · II!!! !IIHI. 

11; ;:;; k '14 TIJ! 

no 1.·!: II L·lt:IU n; ~lTt:·r::r; ~t~tCH 

II! 1!'!0111111C'I·I;TI !II •:. Ill! =:1 'I!CI 'I !D !!ii:H 
r. (, 

. f ' . , ' , I · .· Mn 

tlU!d{•VR 
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F9 again for aliases: 

.. - - ~ 

) . '. ! " ' -:: 

And we did not find her. 

'["' .. '. :. ~A 

· 1·1 · H · · : L • :·.. : , ·' i . • 

. . [ ·1 ' I " •. 'L :··· ~'.•."!'. 

' ' IIC•n ' ' E C011TIIIU: ![;::H In!! ''I •)I 

f·r:. f.):·~ Ht:JU f·=~ q -~r!l.:.r: ;t,.~·.,:H 

110 °[1'!11! H':: ,[[ l[[llcl.ll' · ·; C:IIT IJ[ ll[!i II' 

NIIMQVR 
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Th1s 1s nobody related. 

(b)(6) 

2 up 
(b)(6) 

(b)(6) 

... r---1 
""L.......J c' 

.. ,- '" 
~ '2 ; ! ; 

I[ .. "I'I"H Cl'"l' ';!!: ~ .•.:· • .'' ;.• "I 

L C>Ti )!!. 

. • . I , 
',' ': ' ' ~ 
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These two 
are not the 
right person, 
t :-·-~A (1 
' : : i,} 

"-' 

;.:t _._,., 

Dad was 
I 

• I I I I I 

I 
(b)(6) 

Mom was 
I I 

Child born in 
Dis 

I I 
Child born in 
Dis 
I 
Let's try one 
more!! 

: .:: :. ' . I" 'II . ,., .. ' 

C :~!-11:1~ 1-!C. 

• 1.11 ~II ' -:: .. 
C:t!!I;IIC 

I!! eel[ 
.~li ~H~ 

(b)(6) 

2 down 

'"""11"'1' 'I .... ,,.ID '"II"- w·· L'n~· L·! ~~ nj!-!d•!' :t·-.r ·, · h· .. !;. 
.,.,.,l •rr,·, ' '1''11 · I'· 'l'f···H·cr 'll' ',[;!'!:~• : .... •:, o·' L',. •. •-. •' "I 

• • II ~ ' .. u·r .. ., ' ' 

1 
.. ,,., 
',. ·, . : : ·, : ' 

[:tf'AfT !ti..T Cf HJ!!~l4.iiD :WH -~ · IJ~C! ~ 

WiTI'l IICI• !•!lUI · I D' WICH Cl m;, 

' ::: 
: ' ,- ' ' ' -· ' ' .,.,.. C'"' 
' : " : . " .. ' 

D 
," '·"' 1' .... '' ' 
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(b)(6) 

1 more down and 
She gave us 
an alias, 
Khanh Van 
Dang. 
She gave us a 

1
b

1161 DOB of 

a s one 
year different 
exactly. 
It would be 
hard to find by 
name search. 
She has a 
fairly common 
name. 

" . , I' 
~· ~ ' " ' : 

,', ,, ' !;'·' ,., '·, "' "l"l'"'['. II" ... , ... :.•: :,; ' .,., 

~·-·.\ip.'Dj' 
! • ; • ' ·• ! -

r r:,~~D :-";;; 
' ' "' .. ' " .. 

::.·:U· i't·r I ::t F [' ~f·~~-,· !!~·,\· f't;~C·!i. n~i·) :r·-~' CJ~f· ~-,iT ff' ii:-i- ·>:;IJj t~ 

f·=~ rr! ,:,: .>:·!li :t n: nr;-~)H n. nrm: :r) H:u :·rt r.:r :1 .. !W.! f·=3 Hi )-·.:·r~ 

. •, . ' 
'''I 
" . ' ' 
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We could have tried 9102 
' ~· 

'"' E~ ~dt ~6S(IIl rr.rsk ~cgarrr l:fiTS ~i"idiJW tap 

lllll ~~ ~~~! ~~~ ~ 
' I'' '' C : ·'' !' .' • '• , I ''''f1 'I" 'f '"If' "ID '"'II'. :•rr. •:r 1 r: H·1 :.:': ,,, f , • .. ' '• ' . """ . ' ... ". '· ' '"·'~-"' ' ,, ; ' ' .. " '. : 

""II'I'C :, ,' 1'."!: " i ' ' ''17i;lllr·t"·' '1'11· '1·\II·IDI II'' ·" '' ' ~ . ' . " . " . . ' " ' ' " ' 
: : ' ~ ' ,",· : 

':r1: il·ll~ ·.·.• .. ·.·. ! ' ' ' '." ,.,, .. 

This search 
has too 
many wild 
cards. 

; '!iil·l~f;· .·,~ ~--'~··1 tH~P;:"1'r"' 1"' i.'~T:~, ,',·), ·, _,..,,._ " ......... , .... , .. ''" 

We will get 
hundreds of 
possible 
matches. 

(b)(6) 

. ··c·o t _·. -" '. ! ";' 

,., • 'II" l11.l H · •. 

f 
.. 

' .. 
~ t :·. 

' , I 

··c r ' •H , ., '. '" :, 

.'. " .. , 
' . -' 

: ~- :w·:-,.:::f- ."::r::r-,· :.·.·-~; > ,,,_ ... -.......... ·.:- ....... .. . _,_,_,_ .... , .. ,.r,·~ ...• 
·:".~--~·.::r ·.,..','I'Ll·;.·.-~: 

, 1H[r,·, ·· 
"'' 0 

• L f. 
' .,_ ,' 

.... 1 .. , .•• , ·rr'"'l' w·· "'1"1· 1". , .• 1'1" '"""I'" •r··• • .,, •. ~r~'- ri )C~~\.r. :tr .. ' .. rn;;. i:i! t ·,:! :! • t )',''.:'!L' L !: ~~H~H 

' ' " : " .' ', 

'l"' '.·. ',- 'f. I'""" • [;•r " r ~ .n·.t:.H f : ' ""ll' 1 1'1. I ' , ' • r If . H" , 
; ' ' . ' 
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Exact Character Match/COB 

Because I 
know this is a 
fairly common 
name, I can 
speci~ number 
of exact 
characters to 
match and 
speci~ COB. 

·: [ .. !: !i :· 
·: ~r·.!l·.!~ ·:c: ~'i':'f'' I ·'~,e (.\,",,f,l.•,'. ·.,t:.: ·L I il:t' 'lc!IID> .Ill' II¥H 

"·'~·" ·, :· ~ ' ' : . 

• I'" I'' "I· ~ •': :~::·: .k:}!f~ : .. !~·,: 
: ' :. 
' :' ::· 

. -. , /'", , I .- " , . ..:··.:.•; :.:.·.·· 

' ' 1. 

I . 1 ,., r. '~ r--., 
(b)(6) .·'-' '" · -II'Cf' , · 

[•·"! -,,,_,[ 
., • ' ' T 

"·I· ' . 
, ·'I· .... ' 

' " ' ' 

C ' ' I, 
' . / ' 

) t ',' 

',. ~·· ~' 

, :. rn.::· ~r::y ,--.:.·:!ITI, r.·.;:, . '' ', ...... ' ' ···"· 

.. I. ·r· [ .. ' ·:''' '! 1' 

- "H'"'"""'•. ~~· .• ', C"''l' ·-~[ ·.:·~ .. ·.·~·.::~ ' ..... ~ .:: •. ;.)!~'1 .'.'l'' 

::. ··H::;c;:: I 1 :; ."'IIF•'•' ."Ffl:: r:.:;, 
•• ' "" •• • .... v ' ••• ' •• '"''''• 

·. I. 1· 

'I""''· '"I" "''"I''' ''I" II'"''"' I···"'. '"I" 'II"' \ ~' '\•. ·~ ·>•, 'I> ·~ '' 'I•C< I•• ',•,1 ,l,l,,•,o '.1,1,::·,·,·! •• . ···''·d ............ , ,, "' •'•' ,,. • 

II : :n::;c • , • , •. r; I . ' I '. "I ' • i ,1!: : : •1 1·1' HI : •' .. ' II . ··1· '[I" ' ~· !i!~ !! ~~~ ;.:.: 
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"Sounds-like" did not find her 
In my 
experience, if 
the month, day 
and year are all 
off, it's never the 
right person. 
We might come 
back to this, but 
let's try aliases 
first, just in case 
we get 
something. 

' ' I I I • ' I ! 
'I""', 'I"' . ''II ·1·" "I'' I ., "D' "I' ·• ii !'·.! !.'.:.' :::·! ', · \UL! ,.L "iii') r·· •. ·:i 

;:·,·H -,~-~- q: .. : ~I·' :, .,.,:.'.,:~. 
• " • .• ! .!,' "" I. 

" " . L''·iL• 

:. : i: ~ 
"•, !I" 

' I' "I' r I''~ .. ' • !. ! ' ... •, ! .• 

;.IIJIIU H 
I ':; ·,, ', '1," ' ' i :! • ~ 

:~'" ''•I· , • , ' .. . , r. 

' ' ' ' . I "H.n 

' ~ I H , I ,.-: , 

l i:i~'ll" . , . , n • : n 

I ' I H I I II 
' I' 1• .. : ' ~-

1 '' ' ' "' , "1•!-n n'.·" 

(b)(6) 

"'tiC 01 !IHCH Dl)ll'l · 91!6 ))!liD! lii:.D01li;!CH !liD"' 
T:· .'! :;·:· ft:·_:.;:·li C~T-~ f'l.~.~:~ :U~.:.:·f·. ':'1! l! i!: · :n~l ~liT:~. 

For Official Use Only· USC IS FOIA Program Office 
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, ·. , ~ I . . 
: ~' : ' ' : ' 

.flllll ::: 
" · f· , I · 
···-~· •. ' 

(b)(l)(e) • 

HUUOVR 
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And we found her the long way: 
CIS lists her 
possible 
aliases as 
Khanh Van 
and Khanh 
(by itself). 
Also, we see 
the DOBis 
exactly one 
year off. 
By selecting 
the second or 
third line, we 
can veri~ that 
it's her. 

,_' ' ,,~ 

' ,. . . ..~' 

: l I : I II: 1·1 [ i[''CH 
··r·l , .... ,. r··~ '""""' , ' . ,,,-, '•'\ ~,.' • ,,.,, !••'• 
:.-. ,- .. ~.- •• , ...... w ·., ...... 

II : 1-1[ 
c; II•, 

' H 'I'H : ! • :, 

nm.~·n~ml··;t="·.-mMI'·n=.o-.-l>=•·.-l>m.l'·n=.o-.-l>=•·.-mMI'-n'j'"''''"!f''''"'""·mm.o-.-

j L•;J·.·.. . ! i•!.H ·.,:~!1 

' 'II. j "' • '-.; ' ~ ' c , :- ,M:-.n 

.: (b)(6) H. D 
' ~ 

(b)(6) 

'I' '' f r • . • • 

For Official Use Only· USC IS FOIA Program Office 
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' ' ' ' •' • • •• ,. ·I . 

~rDCI roc 

(b)(7)(e) 

IPJ!Hllffi 
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Discussion 

• In a situation like that, we must add a 
discussion, something like this: 

(b)(6) 

CP 
Subject provided DOBI I CIS DOB is 
Subject provided I Subject's recor..~-:::ap=pe=ars-r:::o~ !(O be 

Father's and mothers name match, COB matches, 
~~~ 
and the A-Number was 3 away from the one he provided. Please 
veri~ the file relates to the subject. Thank you. 
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Lost in the System 

• We could have easily gotten lost with our 
example from 

[b)[6) 

• If you have a fairly common name, try to 
limit your variables and don't look at every 
possible match. 

• If a person lists several aliases and dates 
of birth, we can do 9102 with F9 for each 
of them, but we should move on if we do 
not have a really good match. 

For Official Use Only· USC IS FOIA Program Office 
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·. US. Citizenship 
· .• and Immigration 

Services 

uesions? 
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··. us c·t· h. ~·. . . 11zens tp 
j: and Immigration 

· .. Services s ........ · 
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Objective 

··· To define Verification of Identity by 6 CFR. § 521 (d) 

·· To define Certification of Agreement to Release Information by 
6 C.F.R. § 5.21 (d) 
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Verification of Identity 

··· The following is an excerpt from the Instructions for Form G-639: 
·.· Verification of Identity by Mail: 

··· Requesters wanting access to their records must identi~ themselves by name, 
"Uf"'"' o;id.'"S' ~···to'' h,,. and ph<··o ot' ~:1..1h \,1 :Vi:> u"~' h; :)1 \M v -,;i U:i,:l 10vt;,;,, v it:. 

·· The subject of the record must also provide a notarized signature or an unsworn 
declaration under penalty of perjury (Form G-639 may also be used). 
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Verification of Identity: 

··· 6 CFR § 5.21 (d) says you must provide us: 
·.· Full Name 

··· Mailing address 

·· Date of Birth 

·.· Place of Birth 

··· And it also says: You must sign your request and your signature must 
either be notarized or submitted by you under 28 U.S.C.1746 (penalty of 
peryury in lieu of notarized signature). 
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VOl 

Name 

Address 

Date of Birth 

Place of Birth 

Proper 
signature 

(b)(6) 

(b)(6) 

'----d'''-·c::_':. ------~·--'"---

0 )•:, 1:'1 iJ.c:1•• ,k-n ::, !;r J,r,- .:.- ·:·:·!'-~~;~-~· 

r ;t;;.li'\l ::i:!li~l~ !lit' l:mi!~1 ~·~lt\ 
1:' Z':;c\t~ci .·,:;idt 1::; l.i::;( \.tJoo 'I i·.•;:;.,, • .. ,r,:', 

OR 

" - ' 

F·"'''""R 

.,. ,, • .-a,,: ,,;1;,::, :1" i.::.ir~i! ~::: 1,-~. :·, ;;:c::-~::c·. ~-·--;. ;1"·•, 
.•: ,,,,-.,:\,'1"·;:.-:r::~. ·: :i:\"1!: :::c; ::i· .• c:i:_. :·1 ,:,,: , .... ):r 

.................. T 

: -~· -:. ·<. '" :·_:•!.· \ ,.,._ .• 

I 
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DOB/POB 
8.:· .m ,;_~MII::·i. { ,1,11\!!J/r~ ,'/,,;r i,,\(1.H. ,".-:!w,.' i•i :!!~ rr•w;s.;uwl:d to ·'·~f:•b,·r '.f:r·:l :r:-•,tr.': .. ,~k ·:·,;: 

Sj q.,:· .. ,., :t~-yj; J A P"'li-•;, r:.;:~~ :;_ ·m·: -.::. ,,,_.,.> !·,.'.;·,• .:.~:' 1w .. , . --, .• ,.• •1'.:!:"'';.;;;, 

---------- ----- ----- --~--

If date of birth and place 
of birth are blank, look 
on the front of the G-
639. If the person in 
block 2 is the same as 
block 4, you can use that 
data. 

\ \1' c -:·I. k(' u ··~i~~;ci -;:., •,J :-:: •;:.'• ; ,,,.-· '\r.·:':ni ·: i:;rh, .. ; F-·.;;:i 'J:l::;:; 

(b)(6) ~"~'··· .~ •• ''~'"'~· ·=· .~ .. ==::::=====··~,.~ .... ,' 

Look to see if they 
provided documentation 
with DOB and POB 
accompanied by a Jurat 
or Affidavit. 

Otherwise, we have 
inadequate VOl. (b)(6) 

----- -~- --~- -

' 

())"( 

0 )•:, J:;tik:,, ,J;.-n; ·' !;r !;r., :.- ·:·:'!'·:!;~-~· 

r ,,\'.11'\lt:i:t•iJt tltr' l:uii!~~ ~•~:t\ h<11:it11 ~~ ~,,, t:"i:~J ~~"lti 

-------------.......................... ___ _ 
............................. _ .. ~ ·-·········-; 

"!,"h;.:o'.- !J<<i::l:~>,:,~:~''··: [·'i<::i.', .. :.}~.i I 

'''l 
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No 
Signature? 

(b)(6) Look for another 
document that 
provides VOl, such as 
a DOJ 361 or a written 
letter that meets the 
requirements. 

Otherwise, you have 
inadequate VOl. 

(b)(6) 

:;; ' ------~~ ·······························-·~·~ 

I i~, .. _,,,. ,; :' 11 : 

I : :\·. ·- ,. : ,,,., .. ,. · :-·, ., .. "' ~ ··•'" "'Ill' r ... •I;· rl··' ,..; _,._,,_,, __ ,._., .. ··'""'' ''"''" ·'""'-~ "" 

, ~~ ~'~J<t: ,,: RIII•nlm~>• Fhi~t, ''1r''"''' ~::~:·1 i'ilrltr a \o:!1111J ~me~·,,, ,.fl~~Mnl o:· J ~~·o::l Dt•'kl::u~ '· o~;to 
P,:::'·ll> o:'h•'j::r:: 

[K i.-.• ::r: ).<;k-;·,::.,. .-::•_• .. r• 

r '"w;:. (1\lts:;l! :;~< r~:(~il ~~»tl" 

!1 e·-x-:'d ,.,:,,.1, ::.c: .·::::,·I :>t::;,, · · :lo,!J:: ld -f, " -•·\r·''"' ., .o:,, ::-: l.1:i:,,1 :;,_;;,~ .. ;., ::r: :: :e'. ~: · ._.,, ...... 
,-_. ,;.:rm:··~"'~::t:>,: '1 ,,.:I'" :·~1:1i1,_' c~ -':- :::, ... :r: _,,._:;: 

._ ..... ,., •.~~s~~····::.::.. ........ . 
i;'.;,,,,-.-.f;."':~·-1·-if;.:,.'.,.l ,;',!,; ·r:n·i . .. ·•i.';; ·),,,: .. ; ... ,,.,,. ·---, .. -- "··", ';,._,_ 

................ -... . 
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Bad news: 

The subject of 
record has not 
provided a VOl 
signature on this 
page. 

If the subject 
does not provide 
VOl someplace 
else, you have 
inadequate VOl. 

U.S, Citizenship 
amllmmlgratlon 
Services 

By liiJ' ~~~/lffire, f rwt'flli W ,m~wt.'SO~ m rell,m !~ ritt ~~WSW ~~mrd ;~ :\i1'1!ilet! !L~wl ~·-•pii,'.;i:i~ i.>,:x}' 

@ .•Ji Of~ 11\'~'ili 0 A pOOiDfi oim/ r~;or!JI fl! cli!<:>10X. Jp;'(j_~· }:~'·>i•' wiW [a~. i.t ri•,",l ~,i ~p;l~,;!:.1~ ; 
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Other documents: 

··· If the G-639 is not 
correctly filled out, 
look for other 
documents that would 
fulfill the CFR 
requirements. 

··· This letter is good 
enough. 

(b)(6) 
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Citing the law is enough 

··· The law that permits unsworn statements under penalty of 
perjury is 28 U.S.C. § 1746. 

··· The person does not have to use the words "I declare under 
penalty of perjury that the foregoing is true and correct" 

··· The person could say "I declare this to be true under the 
provisions of 28 U.S.C. 17 46," and we will accept it. 
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Privacy Act I FOIA 

··· 6 CFR § 5.21 (d) specifically deals with Privacy Act requests, 
doesn't it? 

··· Yes, but the FOIA requester gets referred right back to the PA 
section· 

··· 6 CFR § 5.3 (Requirements for making a FOIA request): If you 
are requesting records about yourself or another individual, 
you have to meet the requirements of section 5.21 (d). 
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Verification of Guardianship 

6 CFR § 5.21(e) 

'. A parent or guardian must establish the identity of the subject 
of record with name, address, date of birth and place of birth. 

The parent or guardian must prove the relationship by 
providing a birth certificate or a court order that establishes 
parenthood or guardianship. 

••·•·. Finally, the parent or guardian must establish that they are 
acting on behalf of the individual by making the request. 
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V 0 I is important 

··· Plaintiff has the burden of demonstrating that an unauthorized 
disclosure by the agency has occurred. 

··· If we have no VOl signature, the plaintiff has a sound legal 
basis for claiming we made an unauthorized disclosure. 
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Inadequate Verification of Identity? 
• You may not have good Verification of Identity when you open 
a case. 

• When you are processing, you should 
• create a Discussion, 

• copy the Discussion to an e-mail to your supervisor, with the subject of thee
mail being the NRC case number, then 

• send the case to Records Locator. 

• Don't process unless you have VOl. If the requester does not 
respond, the case will close as FC, and your supervisor will 
return the case for you to remove all redactions. 
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What is Certification of Agreement? 

•·· Consent (generally) Agreement, approval or permission as to some act 
or purpose, esp. given voluntarily by a competent person. (Biack's Law 
Dictionary) 

···· 6 CFR 3 5.21 (f): If you are making a request for records concerning an 
individual ... You must also provide a statement from the individual 
cerlifying the individual's agreement that records concerning the 
individual may be released to you. 

·· 5 U.S.C. s 552a(b) No agency shall disclose any record ... except 
pursuant to a written request by, or with the prior written consent of, the 
individual to whom the record pertains. 
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Certification of Agreement 

·· If the requester is not the same as the subject of record, Block 3 of Form 
G-639 is Agreement to Release Information. 

· .... Does the requester have to agree to release of 
information? Maybe. 
If the record is about a person, and :f somebody besides that person is 
the requester then yes. 6 CFR § 5.21 (f) says: If you are making a 
request for records concerning an individual on behalf of that 
individual, you must provide a statement from the individual certi~ing 
the individual's agreement that records concerning the individual may 
be released to you. · a II r s n 
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Can that be a handwritten note? 

.. The CFR does not require the subject of record to sign 
consent on the G-639. 

····· The subject of record could provide a separate statement 
certifying agreement to release information to the other person. 
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Can Agreement be a Form G-28? 
·····Yes. 

·••• On Form G-28, at the place where the Subject of Record 
signs, is the following statement: 

•·· Pursuant to the Privacy Act of 197 4 and DHS policy, I hereby consent to the 
disclosure to the named Attorney or Accredited Representative of any record 
pertaining to me that appears in any system of records of USCIS, USCBP, or 
USICE. 

•··· Certification of Agreement does not have to be on Form 
G-28. It could be on the G-639 or it could be a separate, 
signed piece of paper giving us permission to release the 
file to an attorney (or whatever third party). 
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Must an attorney use Form G-28? 

fr: F L . If an attorney is representing a person for an 
immigration benefit petition or application! the attorney must 
submit Form G-28 along with it. 

··· Some attorneys submit a G-28 along with the FOIA request 
because they treat the FOIA the same as an immigration 
petition or application. 

··· It's possible some attorneys do not know USC IS does not 
require a Form G-28 for a FOIA request. 

··· But it doesnlt hurt. A properly signed G-28 gives us adequate 
certification of agreement to release records. 
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Agreement and Attorneys of Record 

··· 3rd 5th Sth gth 1 Qth 11th and DC Circuits as well as the 
' ! , ' ' ' 

Supreme Court, have all held that no unauthorized disclosure 
under the Privacy Act has occurred if the communication is to 
a person who is already aware of the information. 

•· On the other hand, the DC Circuit has found that "Implied 
consent is never enough." (Taylor v. Orr, 1983). 
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G-28 in the File 
···· We used to say "if it's the same attorney, and if there's a G-28 

in the file ... " 

··· Now we say "you must have agreement to release under FOIA 
for the file you are processing right now." 

·· First: OMB Guidelines caution that "the consent provision was not intended to 
permit a blanket or open-ended consent clause." 

··. Second: Perry v. FBI (1985), disclosure can be upheld if consent is not 
vague or general, and if lplain!iffj knew what he was authorizing. 

···· The chances we'd get sued might be small, but if it did happen, 
we would have no legal defense for releasing 
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Missing? 
If you do not see a 
signature permitting 
us to release 
information to the 
requester, always 

(b)(6) 

look for a G-28 or 
something else that 
permits release. 

If there's nothing 
else there, you do 
not have adequate 
certification of (b)(6) 

agreement. 
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You need both signatures: 
···· We used to say "the subject would never have signed VOl if he 

or she did not want to send the file to the attorney." 

·· Even though that logic is probably good, we would have no 
legal standing if a person ever claimed he or she did not want 
us to release the information to the attorney (or whatever third 
party). 

··•· If this is an attorney request, or any third party request, we 
must have both a VOl signature and a certification of 
agreement signature. On a G-639, that's two signatures. 

·· If they include all VOl information and certification of 
agreement information in a single letter, and sign under perjury 
or sign notarized, that will fulfill all the requirements. 
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It could happen 

···· Owens v. Merit Systems Protection Board - Owens' attorney 
filed a FOIA. Later, Owens ended his relationship with the 
attorney. MSPB sent the responsive record to the ex-attorney. 
Owens noted he had signed verification of identity, but not 
consent, and filed suit. 

····· The court eventually found in favor of MSPB: Mailing of the 
agency decision affirming employee's removal to his former 
attorney was held not to be a "disclosure" under the Privacy 
Act, as the "attorney was familiar with the facts of [the 
employee]'s claim" and "no new information was disclosed to 
him." 

··· BUT- that litigation took time, and it was expensive. 
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Two 
(b)(6) 

(b)(6) 
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I-129F, 1-130, 1-140, & affidavits 
of support: 

··· If they have not been consolidated into the beneficiary's A-file, 
the petitioner may have a copy without the beneficiary's 
certification of agreement. 

··· If they have been consolidated into the beneficiary's A-file, the 
petitioner must have the beneficiary's certification of 
agreement. 
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Inadequate Certification of Agreement? 
• You may not have certification of agreement when you open a 

case. 

• When you are processing, you should 

1. Change the case category to "Third Party No Agreement." 

2. Go to Tasks, click Final Action Letter and choose code TO-Total 
Denial. 

3. Paste in the Total Denial letter language. 

4. Add a discussion, "Third Party, No Agreement." 

5. Send the case to an approver. -Case approver if you are 
processing, Up-front approver if you are creating. 

·•··· Processors -do not make any redactions to the 
responsive record. 
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Agreement 
to pay: 

The requester 
should sign 
agreement to pay. 

But if there's no 
signature, it will 
not get us in legal 
trouble ... why? 
I'm glad you 
asked. 

(b)(6) 

(b)(6) 
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Agreement to pay: 
·· First, the acknowledgment letter says "your request constitutes 

an agreement to pay up to $25.00." 

··· The requester has an opportunity to write back and say "No I 
do not agree to pay!" We close the case FC if the requester 
specifically states refusal to pay. 

•· If the requester owes money, we do not send the record until 
we receive payment. 

··· Finally, if we're printing to CD, we don't charge them anyway. 

··· Therefore, no signature in agreement to pay does not mean 
you stop processing the case. 
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U.S. Citizenship 

Services 
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,, U.S. Citizenship 
' : and Immigration 

"'-""' · .... ···· Services 
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February 20, 2013 
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Objective 

·····To better understand: 

······ Why people request receipt files 

> How to find them 

···· What to do in different circumstances 

WARNING This exercise is FOR OFFICIAl USE ONLY (FOUO). it contains PII that 
is exempt from public release under the Freedom of Information Act (5 U.S.C. 
552). This document is to be controlled, handled, transmitted, distributed, and 
disposed of in accordance with Department of Homeland Security policy relating to 
Sensitive But Unclassified (SBU) information and is not to be released to the public 
or other personnel who do not have a valid need to know without prior approval from 
the originator. 
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A little bit of background 

Family and Employment based immigrants must have an 
approved petition before they get permanent residence. 

··· I-129F Petition for Alien Fiance( e) 

··· 1-130 Petition for Alien Relative 

··· 1-140 Immigrant Petition for Alien Worker 

··· 1-360 Petition for Amerasian, Widow(er), or Special 
Immigrant 
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I-130/I-129F and 1-485 

•·· The immigrant files Form 1-485, Application to Register 
Permanent Residence or Adjust Status. 

··· If the immigrant is a spouse or fiance( e) and if the petitioner is 
a United States Citizen, then a visa is immediately available. 
They file the petition and the 1-485 at the same time. 
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Family Based Preference 

···• The petitioner might be a Lawful Permanent Resident 
petitioning for a family member, 

···· or a United States Citizen petitioning for somebody other than 
spouse and minor children, 

·•·· In those situations, Congress sets numbers on how many 
people may immigrate from each country each year. State 
Department is in charge of allocating the immigrant visa 
numbers. 

···· Even though the petition is approved, the immigrant may not 
file the 1-485 until a visa is available. 
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Preference Categories 

··· F1 -Unmarried Sons and Daughters of United States Citizens 

··· F2A - Spouses and Children of Permanent Residents 

··· F2B- Unmarried Sons and Daughters (21 years and older) of 
LPR's 

··· F3- Married Sons and Daughters of United States Citizens 

··· F4- Brothers and Sisters of Adult U.S. Citizens 
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Standing in Line 

, Because of congressional limits by country, the National Visa 
Center grants that number by each country each year in order 
of when USC IS received the petition. 

···· If there are more people than visas, everybody else stands in 
line. 

··. Some countries have very long lines. Some people have been 
standing in line for years. 
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Visas Available (as of2/10/2014) 

01FEB07 01FEB07 01FEB07 150CT03 15AUG01 

08SEP13 08SEP13 08SEP13 15APR12 08SEP13 

01SEP06 01SEP06 01SEP06 01MAY93 08JUN03 

15JUN03 15JUN03 15JUN03 08JUN93 15FEB93 

08NOV01 OBNOV01 OBNOV01 15NOV96 01SEP90 
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Want to know more? 

··· If you are ever curious about immigrant visa availability, here is 
a link you can go to: 

··· Oh- and in case you didn't know, Congress also sets limits by 
country by year for employment based immigrant visas. It's all 
at the link above. 
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For Example 

•·· Juana, an LPR from Mexico filed a petition for her husband, 
Gustavo, in Mexico, on the 4th of June, 2012. 

··· On the 12th of June, she got a Form 1-797, Notice of Action, 
from USC IS saying USCIS received the petition on June Sth. 

··· The receipt date is the date she uses for reference to the State 
Department website. 

··· Spouses and children of permanent residents are F2A. 
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F2A, Mexico 

15APR12 
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Keep Checking: 

··• If USCIS received Juana's petition on or before the 15th of 
April, 2012, NVC would have an available visa number now. 

··· If the visa is available, Gustavo may now file Form 1-485 with 
USCIS. 

··· Since USC IS received her petition on the 8th of June, 2012, 
she knows his number is coming up soon. 

··· Gustavo can't file the 485 yet. They keep checking the 
website. 
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Why would she file a FOIA? 

··· Maybe she has not heard anything in a long time. 

··· Maybe she never got an approval notice. 

··· Maybe she lost her copies. 

·· Maybe she is changing attorneys and the attorney wants to 
see everything associated with the petition. 

170 

AILA Doc. No. 16102838. (Posted 10/28/16)



Petition at Service Center 

··· You may see the petition at a service center, with a 
responsible party like "Adjudication" or "Post-decision Review." 

··· Always check to see if it has been consolidated. If it has been 
consolidated into the beneficiary's A-file, we have a consent 
' 
ISSUe. 

··· If it is unconsolidated, you can staff for it. 
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After Time Passes: 
··. We may have approved it and sent it to NVC. NFTS may tell 

you, or you may ask NVC if they have that petition. RD. 

···· If two years pass after visa becomes available and the 
husband does not show up at the designated consulate, NVC 
sends the file back to USCIS, and it goes to Harrisonburg. If it 
is available in records, you can staff for the receipt from 
Harrisonburg. 

·· If the petition is not used, Harrisonburg destroys the petition 3 
years after a visa number became available. We can print out 
the record in PCQS as well as the screen from NFTS that 
shows the receipt was destroyed. That will be a RAFACS 
staffing. 
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Want to know more? 

··· Some records we keep fall under the General Schedule of 
Records. 

··· National Archives and Records Administration is responsible 
for providing General Schedule guidance. 

···· Agencies have some records that are unique to them. 

···· They have to file SF 115 with NARA to get approval for 
disposing of records. 

•·· Some records are permanent. Some are not. 
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Record Disposition 

··· You can read the disposition authority for I-129F, 1-130 and 1-
140 at: 

···· If the petition is not used, it is to be disposed of 3 years after a 
visa number becomes available. 

···· If the petition is denied, an A-File is created and the petition 
becomes a permanent part of the alien's A-File. 
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(b)(6) 

FO lA Request # 1 

··· Manuel A. Redondo, born!......_ _____ ..... 

··· Father's nameD Mother's nameD We have 
Manuel's notarized signature for VOl and Manuel lists himself 
as the requester. 

····Address: 

(b)(6) 

··· "I need a copy of the petition I filed for my wife, Sandra." 

··· We do not have Sandra's consent. 

For Official Use Only 
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(b)(6) 

He gave us his A-Number: 
II, . . 
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It is at the KC FRC 

(b)(6) 

Sub Group IIRG 

Should I staff for it? 

For Official Use Only 
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One Possibility 

··· What if he did ask for a copy of his A-file and a copy of the 
petition he filed for his wife, Sandra? 

··· I would have to create two cases. I cannot staff for an A-file 
and a receipt file on the same FOIA request. Section 6.2.2.4. 

···· If he only asked for the petition, then you are almost certainly 
not going to request his file. 

For Official Use Only 
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What do we need? 

. ' .. 
': . '·' 

... , 

, 'II D 

~lf'T·Ht: 

Cl' f,l! f,l,llll,',lll :,!111 
111'1111,::1''11; II' I! 

h II' '10 

<' I"''~' ••. I : .• ~ : ; 

I .!HDC:: '· 

II : 

m:lltii'R 

, •• One way to search is go to CLAIMS and enter his A-number. 
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Found an 1-130- PFl =BENF 

oc,r·,, ', · o r· ' I' - ~ ' - ' ; ' 

, I ,., ,. , --
" " ' '~ ~· t : : : :' ,, (b)(6) 

~" '" .... 
,'J,r;·:;.( .• 

'I'" 1.·. 'I" '.) .,-.,., : t L · I : : '. 

1"'------------------~;c~o~-~CT,_'----------~ " ,, " 
c~.:~-. ,,. . 

"'I' -I I I. \ , . " . . ' ' 

II[:' i"fl , . r •• " , 

11'1 :,; - c;;r , _,, L·. , ' 

[t-:.·:~~: .. IIi, HI 
Ill n: II : 
IIIII Cl Ill') ·('II:! I 

~ : ~ ·J 

U\('" '• '"' .mzenship 
and Immigration 
Services 

(b)(7)(e) 

Ill n 
' I. r 1.11 I H 

1;-:cn:r:r: 
··'"'"'""' 

- ""''" ,.. 
',' .. ' i',: 

II o T ' I ; ) f ·; n: IT 
, ' I I Ill I "[[' l ~~~- :·,r: ':Ill - Ul r --'. ,' :- '" ' 

!IJIM!VR 
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Right I-130? 

(b)(6) 

'"'1'1 " ', :. : ; .... · : 

[ .... "1 ' "I ' " ' : I : ,:, ' ; j; , . ., . ,., . 

II ' '" • > •, i u ; l 

· ' I D ·, 1 .. : ·i >.· _:, :·_, ,_·,_·, :': ',- ~ ·'.· 
.. •, ' - ' .. "' . . . 

!HI; i H Jill i 11111'1 C il i. (b)(6) 
·'·) 

• I • 
' ' . ' ... 

U\("' h' . . '"' .mzens.dp 
· .• and Immigration 

Services 

' I . 
1:11!11 

lllc 1111 
: - IIIII lit, HI( 

#IJ,i QVR 
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Another way to search: 

(b)(6) 

(b)(6) 

U\('" '• '"' .mzenship 
and Immigration 
Services 

(b)(6) 

(b)(l)(e) 

For Official Use Only 
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And check the details: 
Details for Person 

Claims 

.~~ceptl~un1b.~r................................ ............................................................ .~ool __ _....! ..................... . 
Mail Room Received Date 

Acliv1ty Type 
Aclivily Descriplion 
"" Pel1tioner lnicrmalion "' 

01-28-2013 
1130 
Pelilion for Aien Reiat1ve 

,,, ...... ,, ....... ,, ...... ,,, ...... ,, ....... ,, ...... ,,, ...... ,, ..... ,, ....... ,, ....... ,, ...... ,, ....... ,, ....... ,, ...... ,,, ........... ,, ...... ,,, ...... ,, ....... ,, ...... ,,, ........... ,, ...... ,,, ...... ,, 

Petitioner Last Name REDONDO 
Petitioner Firs! Name 

Petitioner Middle Name 
Petitioner Dale of Birth 

Petitioner Counlrt of Birth 

I Beneficiary 

MANUEL 

A 

......................................................... ! _ ..... L. 

I BenefiCiary Last Name AViLA 
I 
18er,e~ciary First Name SANDRA 
I Beneficiary Middle Name 

(b)(6) 

(b)(6) 

I~·· 1 Benenciary Dale of Birth 
!~~~~~~~~~~~~~~~~~~~ (b)(6) 
I Benenciary Countr; o! Birth 
I Beneficiary Alien Number NIA 
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Has it been consolidated into a file? 

i. "' 

(b)(6) 

.................................................................................•.•...• ~~;;;fll¢;;1;~;:······.···················1 ............. 1 •...••................... 

J~ard! In J.tt (mJ\'~rt«< &.~~~ ]s1arm Fnr lltlmpldllaff Fl~ Pr!flxl • 

!liuw infunmiti<lli entm llli lll' •~• 

~Hilt'¢ • • • • ·Q~· ··~······· . . . 

·~······ .. · .. 
kl> 

U\("· '• '"' .mzenship 
and Immigration 
Services 

• •()• . . .()· .. · ........... . 
. . . · ....• ·~ .. · ... ··· .. · . ·• .. • ..• () ....•......... 
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Other Possibilities 

··· If it had been consolidated into the beneficiary's A-file, we 
would need consent from the beneficiary. Section 6.2.1. 

··· Section 9.2 tells you what to do if the petition has been sent to 
NVC. 

For Official Use Only 
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More Tips 
, If you find a social security number, you may put that into 

PCQS and search. Case creators have found petitions that 
way. 

··.·. If NFTS shows "deleted," call NVC and ask if they have it. 
"Deleted" does not mean "destroyed." 

r Put the language of their specific request in a Discussion. It 
will serve as a memory jog when you change the 
acknowledgment letter, and you can copy and paste it. 

··.·. If you discover the petition has been consolidated into the 
petitioner's A-File, and you staff for the A-File, make sure your 
Discussion explains why you did that. 
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Staff and Acknowledge 

··· Before making the staffing, I need to get rid of Manuel's A
number if I already typed it in. 

··· I need to enter the MSC number in the Topic field. Section 
6.2.2.4. 

··· Next, I can staff for it. 

···· This is going to be Track 1, Specific Documents. Section 
6.3.1.1. 

···· In the acknowledgment letter, we change ~~sPECIFIC DOC 
INFORMATION" to II a copy of the petition you filed for your 
wife, Sandra." Section 6.3.1.1.1 

187 

AILA Doc. No. 16102838. (Posted 10/28/16)



What if I saved the A -number? 

···· If you already saved, you will not be able to delete the A-
number from the A-number field. 

··· That's not a problem. 

··· First, enter the receipt number in the Topic field. 

··· When you do the staffing, you can select the "null field" for the 
A-Number: 

(b)(6) 

A-Number '~ • 
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FO lA Request # 2 

··· Last name Mago 

··· First name Meseret 

··· Middle name Waldesenbet 

(b)(6) • Born ~...1 --------' 

··· Did not provide parents' names 

··· Request is for all records 

For Official Use Only 

189 

AILA Doc. No. 16102838. (Posted 10/28/16)



9103 

(b)(6) 

·r··.:·~.: '·''' :. '.,\:•::. '•' ·•· •''· .. ,., · · , .• , · . .,, ,. ·1 Ill It It ""r 
""'''' .. ,, .,., .. ,., ... ' . 

:n:ri~ ·:H~ 
'"' .. . . . ''". 

.... , .. , • ., · -H" ·r··· o'T .• 1·" ·1 •· ,.,,,~·•· ,,.,.I''~,,,:. ·• .. ,,,, "'' -·- , .. ,, •'' •·'" '"' '·-··· '·' , ,,, '-,. 
CJ~f ::.! T H~ f·:r(~~H 

,',PT ,'i.;i . ' . ' . ' 

n~ !It!.!.! r:~ H:LP n~ '.J~i !.J ! .. I~'·I!J r·:,j ::::lil L':·li i ~ ~~;;.} 

:·1 m:,[c HI I[ 1101 f·l~l[ ·)II [it] 1141'[ ![:fCH 

U\('" '• '"' .mzenship 
and Immigration 
Services For Official Use Only 
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F9 - Sounds Like 

.,.H ··r· . "I 'i""li' , .. , .·' r. ·" '" 
I ' ' " II ' l ' " '\ 
~ '.t:' :•.•,,f_.' 

"• :liD 01 ihi'H Dl ifl- "' 

:-IIJI.W. 

''i.o 
lDtlll;: 
~~~~). f~.l ' 

.• , . '[ .... '. ·1 I Dl . I:, c'" "Ill\\\\ ' •·., ,, .. ,. ' 

1·.·. ·' · '['''I''· ' '[ . , ... , ' 1', I'· ', ',.[)·: .. '.ll'i'. ·.~:·.:: · r·.:·.'i L1•!' r.•.~ ' •• ·r;.:;r ·.-·. :: • 

'1''1 ' I" 'II .... 'H''I r·r· .... ' " .. "" •': r-.·-.~: .'·•" ~ r·o,:c "·'·'· 

•, .. ' 
• ' I' " ' 

U\('" .. '"' .mzenship 
and Immigration 
Services For Official Use Only 
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F9 again -Alias And she's not there. 

, ~~ 
··· I E;lit S~:io1 Tr~'tr 0rcgam OpMm Wr¢11 Hap 

~~ ~~~~ ~~~ ~ 
'.,·~.~F ·,,-,,~] :~q:fjiJ~iT ,",f Ht.!Fi;]l[ \F·"i!PIT·· 

•• •<> ~- .. ' '""' •' ....... "' ...... ' 

·"·1·1 1' r,. • .-, ·L'. ~' 

:iLl: il: ::~cn·n· :•: ... '' . : 
r' 1 'il· r.r; :: _,,,,,,J. 

II . I . ' ·: : 

i0JIIW C:Ct' ;r: 11: IUo. 

U\('"' .. ·"· .mzenship 
and Immigration 
Services 

•·lliW 

For Official Use Only 

:' ~ ,•: ' ,. •' . ' -' 
.-~ ·~ . ' . ~' ' ~ . 

NIJMiiVR 
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Some thoughts 

··· I could try a date of birth range or variations of the name, 

··· I could go to CLAIMS immediately, 

··· Or I could go to PCQS next. 

·· If I don't find something in the first system, I'll still look in 
second system - and vice versa. 
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Notice CLAIMS says no receipt: 
-llliiWIIIIIIilillillWlt%lftlt~lll[ll:!tlKUii@tl:t[;~:s!: 
~R; 5:i: :~;;en r;r~for 'r(•;ti~ C•:1:n: >.';n:!J~ ~J .!:::X:~ 

f : " ',j! ·:11.. 

f; C:! T liC 

I ,I : I ; ·; -. • ,, . . . ' 

'·'I' r 11'1.-111 ''''Til 
n:·: 'f<·::~IIJ,; m JIJ 

~U:T 'IC ·::.iFLm ·:!It l 1.: 

I I'Tli '•'!Ill 1·:11'1' 'l."lll:· '1111111·:11 :-' !' : 'E '11:1 'IC:fl ' 
'I! II' 'li I' ! Ill 1'1! 

-::n. 1'11111111" lid' '1-1·:-1 .. o 11111 :--11 ·:- .11 r, 1-r 

Now I'm going to enter the EXACT SAME info in PCQS and look: 

U\("" '• '"' .mzenship 
and Immigration 
Services For Official Use Only 
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We found just a petition: 

: 1£· : [•m d t:~~ .. =~::;:' ;C,•O( :c · 

: I . I ·c,;~~-..•. 'IL..._.,.JI .... , ..... ~ 
~ · • • (b)(6) • ' · 

• (b)(6) 

!"'~'" :<.c;• I.e~·+ 

· MAW ~f;8'.£D'c'i':03 O!O!i·W· :Be• o~·~:::i~o ~'.'W R~ C.5·:::;-:m ''·1··~·2•3 
''<;;>; :; :;;1 !e,e:':: i" :: :;.:. :.m::, '~ .:.k f ,: .::;.;:-::)1 : ·:i· :i· 10 

' ' ' ' ' ' ' ' ' ' ' ' : ' : ' : ' : ' : ' : ' : 

. . • (b)(6] •.. 

U\('"' '• '"' .mzenship 
and Immigration 
Services 

. . (b)(6) 

For Official Use Only 

..... ······· ...... ·· 
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I can enter the petition number 

That's the 
correct middle 
name and the 
correct date of 
birth and country 
of birth. 

It's also the only 
record we found 
in PCQS. 

Why did PCQS 
find it, but 
CLAIMS didn't? 

''" '1''1 r,,, ''·~. ~-...1 
1'1 1'11' ' n \, ' . ,, ' '' 

\~ :,· n :· ,· ',:,:,; 
-·~ ,, ., """ 

C;' :: ' 

Ci'lll) U'lllfi'OI[ ) , iHII 
l[l[fl :1 :r, ::![ IIIIC'I·I'11 •) 

; [. . 
• ' i. ,: 

\,'," .... :. ,,. ['"['l'"t1 (b)(6) 

~----------------------~ 
'1'" ' . : . 

"HI! I i 1H[ ell I· ![11['1 :1 •1 i. 
I I: rf. lfli n: 

IH HJ 1'[, 1[111 
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Another tip: 
·- CLAIMS might not like dates of birth. If I have an unusual 

name like hers, I can enter the name without any date of birth, 
and it is much more likely to find it: 

(b)(6) 

' " \ '\ ' 
'! • : : ~ • ·• : ;. 

'. :-' >i~ ' ;. ) '. 

,:,:'+.:: t:: :.·'. 

:·[T!T:::l. f·.:·: 
.'Ti r-------""""w' -... ·-;....· ----, 

. "".-
l r t : 

L: ,'; 

:~>i='l ·J :: 

r::r;c1 · 1 ;,, 11m 
'II '1: Iii II' II' Iii ''' 'I' II' 'II' 'Ill 
ill : II·) :+:1. II. ·:II IC:· 'II .11 ·:::1• .:·:GI' !11111 'Ill -1!1 
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It's not consolidated (b)(6) 

:-: j !~FTS 

~ C!13r~B ':''hrk'n1 Obi -
ih' ' . 

) : 

Q ffll<!ffil' .... .... .... .... Q ~'""""'' •... . .. ·Q···· ·····•· ... . ... 0 Q ' . . . Q • 
Q . Q. . • . Q >' • ..•.. 

- -- ;- '- ;- '- ;:. .. ;; .. .-.... :,:.-.... :\; --

' : : : :! EXIt 1: 

:A~di10ate; 1)6·[5.:ZG12 J' .52 ::J PM 
:LJst i.[tlon: 0&:1~:21)12 )'.52 :::1 PM 3Jt-:~ .~.udfi ,,,, .............. · ....... · .............. · ....... · ...... . 

We'll staff for it and we'll create a Discussion to say we're staffing 
on best available information. 
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,, U.S. Citizenship 
' : and Immigration 

"'-""' · .... ···· Services 
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.• U.S. Citizenship 
. · and Immigration 

.· Services 
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Lost Files: Serious Business 
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Lost Files: Serious Business 

i 
' 
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Our Job 

>If USC IS has lost a file, we have a duty-

···· To conduct a diligent search for the file 

· ... To give the requester what we can find if we cannot 
find the A-file, and 

···• To advise the requester of his or her legal rights 
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Before You Start 

···· Have some lost 
file worksheets 
handy. 

···· And while you're 
at it, have some 
Scan As sheets 
handy or save a 
copy to your 
desk top for 
easy access. 

~ 

SCAN AS 

NRClOll 

F{c;S-:Q l;C" 

•'-'-'" 

.,_. __ .,.;" ............. . 

:·.· "-'.':'•'·>h'-"',":"'-"'-'--'';:. 

< ,,,,, •• ,,.,,, ....... ---' ... --...... 
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Then "It" Happens 

··· You look for it in NFTS and ... oh no: 
(b)(6) 

(b)(6) · DAl ·• S~tu; LOST FILE : !eet: Rl· D.'-1. RECORDS 

•Allliil Date: Ol'l5r20t4 12 '33iPI.l 
;:l"IACII'r>.w 03/15/2014 i:j·Jf;~i PH I 'J~!i=:l-·· :11;,'0. \llh .J ,,,Jo,•l•L\!.,,.,,<;: 
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Go Back to CIS 

Review the 
9504 Screen. 
Both should 
say the file is 
lost. 

If this screen 
does not say 
the file is lost, 
then staff with 
this screen. 

(b)(6) 

;; 1..! -...ij !!•It HUZARMCY 

;q ;·; 03012012 · i'!';c, · · 

'"'' f' oJ0220I2 
'· ,, ,,. 10222010 
• ', ' l. ' .• ' 

''''''.i1!ii·DAl 1 REC . • ' • " •.. • . I 

;'. ·;. ' : ;", ' 1 ~ 
'" ··. '" 

(b)(6) 
' > "' '' : ~ ' : ; ' : ! 

. EUAN 
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(b)(6) 

Add 60 days to the date it was lost 

··· This file was lost in 
March, so ... 

(b)(6) 

D3i15r2014 !2'43 30PM 

.··.·.········•··.·.· ..... ·.····•····•··.·.··•····•·······• '',~'~:~~.': 03~'1512014 Gt46:51Pr·,1 LGs!F:Ie 

LOCi!tioo 
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Pretend Today is April 6th 

(b)(6) 

··· March 15 + 60 days= May 14, so on May 14, the file will be 
lost for two months. 

(b)(6) 

Localioo 

It has not been lost for more than 60 days, so we go to the < 60 day 
Flowchart. 

Now we just follow Appendix H, FOIAIPAAssistant's Guide 
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If it is not in NFTS: (b)(G) 

Use the 9504 
Screen. 

We would use 'D !!•It HUZARMCY 

DATE FTI 
because that's 
the last time 
we knew 
where the file 
was. 

~: .. ~ " ... 
•. "· ! l. ~ ; ·.' 

03152014 
03152014 
10222013 

• • • • •• .. .. 1 

''' ~·.ii •'.;, ;: • DAl/ REC 

;:!!;';~ " .. , .. ' 

. EUAN 

(b)(6) 

:: i; ~· '\ . 
. ' - ,. " 
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Scenario: 
Less Than 
60 Days 

Since the file was lost 
less than 60 days 
ago, we will go to 
Lost File Flowchart < 
60 Days in Appendix 
H. 

1"R<·»>ll'R-'->m<-'·>>ll"R<·»>ll'R-'->m<-'·>>ll"R<·»>ll'R-'->m<-'->WR<·»>ll'R-'·»m1<-'·>>ll"R<·»>ll'R-'·»m1<-'->WR<·'·>>ll'R 

G D 

:;·~-~:~~~·~ :;:~·;:~~~;:~:;:_:;·:~:;:.:;,~,::;;:;:~;;~~ 
-.---, ;·-=·; .-,,-"._;_,_:.:,· """' "'"'' ,,-,' 

ii:. -~;;;;,~,, l;Jpr;~. fir;:!;;'::.~~·; 'tmo:!-, tirJ;~ -;~~ :; :1 
~!-:~::: :~:;r.-: ~mt:~!!G: :N;~~!!~;ir~ :~:-.': ~~'1 ~-:w ~.! 
-~!:~,;<'! ;,;:;"!~--

I 
...... '" ...... ,., . . ......•. , .. I 
.·, ._ ... ,;_,,-•.: .,:- .,.._:,-:, w;:;:.L .. , . 

"""''""" '""" '"""'""" '""" '""" """''" 

·-·:·1' ·:·..; "--" .•. .--··, .... ,-i -,,.:",""'''.::; ! 
'"·'-'''•"::" .-:::·: .. >: ·•'-'''' :"'<><::.• ':::'·::.-'-:'<'·::! 
,,;.;•;i' 
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What if? 

Suppose it was 
lost in NFTS but 
not in CIS: 

<l .. _ _, .. -· _,_, 

·~-~···. : ~ :·i -~ 
,.-.. ,_ -

You will staff by doing a screen print of 
the 9504 screen. The quickest way to do 
that is Snag-it. 
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Other Files-
Yes 

If we found any T
file, unconsolidated 
A-file, or any receipt 
file, we staff for that, 
do screen prints and 
then move on down 
the flow chart. 

:~':i~'f.-',>::i·.~:":'~ii:~t;:' ! 

;:: .• ~;.;._:f:,.;.;,: 
((.-,.,;·>;:o'•\ 

-::, .. , ;, ->:·;: ;<'": ·:,'1.' i< .< 0.!:) 

::.: j{ .. : ~~~:.~:·: 1 

·::·.::: ;.:-,·::(:.:"1!- :.~,;<:- ·:.'· ....... ~---: :o''.: :'.'~U).' ,.1M:: ·-;;;:~- /:~;-:·. 

·:·_· :::: ::: .:~ ·.: ;~::;~:~;;-:, ': :·;_. ,:_·:~ ··:;:~~ ;=i ~ ;;~~: : ;~;:: ~~;:.;· =;~ ~~: ;~;- \; 

:;~-!-i: !i ' ;;'!'''i ''H'f< :~ '"' :y:~ \'PY•\ ~. 
:•·i·=·:.;;-:e ; :.;: c,. :, :«~< :· ,,,. -;1·,:· 1:·: ,1,•· .. 

• ::<'; · i: :: ,:;.:•; ;.r::': :;;:c>1·-; ~-:c-~· -:1,;.~~;: :>:1:~ •\i·-~ ·t_:;:~. 
;~(: -~ :- F14i<!'l; '· ;i~ .:'i);·~~~- ,.;·~: <0•'t.:-:;;( ·~·! i:~' •: 

.-.. ;\ :!. \!.! 
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Other Files- No 

If we did not find any 
other files, we have to do 
the search screen prints, 
just like a No Records 
search then move on 
down the flow chart. 

.:: .:;: .... · .:.:., ... 
"" ~ ' :-:-. :·:: _, :: -":!\ : ::::·:- :-, -·-', '~"-''' 

' -.. '~· " """"' 
' .. ·.'·'· .--. ''"'."),.', 

' .' ... ·.- .. ,, '' .-:- :·: :::." : .. -~·":·.;, 

'"-" 
' " .... ""-- "'- ," 

-· .- ... ,.··-:·:::-::.::·::_:!'';:::(>/>>:::: .. , ''>'-~: -· .. ,_ ...• ,, ·'· 

••• ••·••• ·······~;;'. _:,:::!'', ,. ~'- '·''.!'!!:":,.:;::, ._ .. ,_.,_,, 
_,.,_ - < :'···' ' ',•- ,- ,., .. , • .-,; ;·_._., ·-· 

;';.- ' ',:_; i , .. , .• .-: '-•: ,._, -;·;,_: ' .•: -:-.. ;_.-. ;:::, , ... .,,':.;-~';•: _,_,_,,._, __ :.-- ;•'.;-~ 
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Search 
Again 

···.· Do a two-number 
above and below 
search and print 
those screen prints. 

···.· See - you need that 
Scan As sheet no 
matter what! 
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Lost File 
Worksheet 

··• Fill it in as 
completely as 
possible. 

··· The requester may 
appeal, and if it 
goes to court, the 
Lost File Worksheet 
could become an 
exhibit. 

LOST FILE WORfuiHEET 

.1-r:u:;1ter _____ _ 

J i'.:'!t1r::f;Jt;ni"Y•; -'0 --- --
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Get Ready to Staff 

r;w"· ·· · 

Check "In Circular Search" 

Save 

When you staff, "File Missing/Lost" will automatically be 
checked. If you staff and that box is not automatically 
checked, then you must go back and check Circular Search. 
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Now Staff 

Lost File at FCO: 

And fill in the 
blank on the 
staffing sheet: 

:,-::.: ... ---' 

FRAUD DETECTION AND NATiONAL SEC 
FRC 
HSG 
HEL NON 1HlLE MATERJAL 

M!L 

Slaffl'tlto: Lost File at FCO: S.Nll 
ClRCTlAR .· SPECm ·• IJlST FILE SFARf'HRFQUEST 
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(b)(6) 

Manually Pending 

··· For our example, we are pretending today is April6, 

··· The last action on the file was March 15. lbll61 

· DAl ·• S~tu; LOST FILE : !eet: Pl- D.'-1. RECORDS 

.Allliil Date: Ol'l5r20t4 12 '33iPI.l 
;:l"IACII'r>.w 03/15/2014 i:j·Jf;~i PH I 'J~!i=:l-·· :11;,'0. \llh .J ,,,Jo,•l•L\!.,,.,,<;: 

We have to set the suspense so this case goes to Records 
Locator when the "Lost Time" is more than 60 days. 

Why? 
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Why Manually Pend? 

···· We are waiting to see if we find the file. We do occasionally 
find the file. 
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Giving It a Chance 

··· If you staffed for something else such as a receipt file or T-file, 
We give the A-file 60 days to show up. 

··· If the lost status goes over 60 days, we want to cancel the slot 
and send what we have to the case processor. 

··· If you did not find anything else and the lost status goes over 
60 days, we will print what electronic records we have and 
send the case to the case processor. 
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How many days? 

··· Let's say the file was lost March 15th. 

··· We want the file to hit Records Locator on or about May 14th. 

·.·. Today is April61h. 

•·· How do you figure out the number of days? 

·. Use ·· · · :·-· i' '.hi •••.• ' •.• 
L. , 
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http://www.easysurf.cc/ndate2.htm 

D. en_·,· .•.· :_._r,Jl,il ._ .... o·,~:,,:. :w;' ;.At;, 
~· ,r ,:-. ~(· -~ :<~, .. :'"'-"''"' ---- .... 

Eamurf t. \1 'l ~' i " 1 " ' . <! .. 
' 

DaY Count~r- How manY dan and; or weeks b~hflen h>o dat~s ,. •. . 
From: :\

11oruh Dav 
,. 
1 e·ar Era 

Apnl • 6 • 2014 A.D. • 

To: ~!Clllth Da-: Ye:ar " tJJ 
' 

May • 14 • 2014 A.D. • 

38 Days -or·· 5 Weeks and 3 Days 

The answer is 38 Days. 

223 

AILA Doc. No. 16102838. (Posted 10/28/16)



There are other ways to figure it out 

·····OK Google "How many days until May 14 ?" 

·····If you just like to do math, there is a Julian 
Date calendar at Appendix H. 

····· Fingers. Take shoes off for more 
complicated math. 
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How to Manually Pend 

·.· .. "Manually Pend" means the same as "Change !he Due Date" 

··· Go back to the "Contents" tab 

··· Click on "Responsive Records" and wait 

····· You will get a drop-down box that says "Manage Document" 

·.· .. Click that and it will send you to another screen 
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Now Change the Due Date 

··· Enter 38 in "Days to Pend" and then click Update Due Date 

··· That should change the due date to the day we want it to hit 
RL 

~~·.'~ ••• 1/•i;::·: .;-:· .;~, 

~:: >~·;~;i'i0i:li'i'i: ''"'·'···" 1\-.:;:~~~~j 

(b)(6) 
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Before We Move On: 
···· You can experiment -

···· When you enter the number in Days to Pend then click Update 
Due Dale -the Due Date changes. 

···· If you don't like that Due Date, just change the number and 
update again until you do like it. 

Oti: !~~:Ui.'l?!i.::; ·;<. 
~f (~\'>:'.\<;;<:>:·;~ \'(10 ,,,,,.,,,,,,, •• !> 

(b)(6) 
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Scenario: More Than 60 Days 

If it has been 
more than 60 
days, we go to 
the Lost File 
Flowchart > 60 
days and follow 
the instructions. 

U.S. Citizenship 
ami Immlgratlon 
S 

. emce$ 

.',>•;'<>'<)C, ,'-,~'·.'ci: '"• -·,' 

o-;-r-·; ;'-1 ·;:.: ~ ·; •:•!),-::: 

DO 

-c~' _-,;-- '·'"' ·; r,.; ;• ''"h·< 
''' • .. ;; ''1:':L 0 { ~-' .. ; ~:: ; ','.,, 

r " , • ; !ro;• :·i•' ;• .. ;"" "·"- · :.~· .•_' 
}:_.: :··: · ... :·::o:••·"'«dt·. '"'' "' 
U::f i:·~~;;;-;i'·:·.:;; :".-b.~'::·· 

0 
! C';;):\:-.\':>:-c;·~·;:;; 
'·'•di:: __ ,_,;•_.,·; 

:·Uw ,;,.:;>_•:.-:->• 
; ... , -,-~,-1: :-: ·::~-.i '':! 
:·;:i~:=i~':'<i 

" ""-"''' ·.<>: ;:.<: : .-.. -
··""• ".'f~)1 :1:W 

~-~ ,.;:'" "I" _,,. " ''''''''"" "'''· ;; "·' ", •::>1>1 
'l~!l:;: :·l::t;~ .. ,;,,l:•-·1! ! !r. t•:·;>1·; f::.:~M 
:•;:o;•; ;.;:·;r., :;r 1 :~ri: ·~;;;~: :';' ··t< <I :'.It 

:'!:• -.-.. ,~)';;"-·) 'i'-'"'; 
:,;i; .. ;,;;,;,:'.' .. ;;;, 
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Unit Chief 

··· If you have a > 60 day scenario 

··· And you find possible related A-files 

·.·. Then you print the screen prints and send the case to Unit 
Chief 

···Why? 
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Unit Chief might search 

··· Unit Chief may be able to order the file(s) and review them to 
see if there are misfiled documents belonging to your subject. 

··· If we cannot find anything else, we will print our what electronic 
records we have and scan that into a RAFACS slot. 

•· Finally, you must check "Add Lost File Paragraph" when you 
create the Acknowledgement Letter. 
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uestions? 
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}. U.S. Citizenship 
·. and Immigration 

· i Services 

232 

AILA Doc. No. 16102838. (Posted 10/28/16)



,, U.S. Citizenship 
' : and Immigration 

"'-""' · .... ···· Services 
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a In 

US. Citizenship 
. and Immigration 

Services 

• 

FOIA Program Office 
National Records Center 
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Objective 

·····To better understand: 

••·•· Multiple Staffing 

·····Staffing forT -files 

··.· .. The Scanning Bar Code 

WARNING This exercise is FOR OFFICIAl USE ONLY (FOUO). it contains PII that 
is exempt from public release under the Freedom of Information Act (5 U.S.C. 
552). This document is to be controlled, handled, transmitted, distributed, and 
disposed of in accordance with Department of Homeland Security policy relating to 
Sensitive But Unclassified (SBU) information and is not to be released to the public 
or other personnel who do not have a valid need to know without prior approval from 
the originator. 

FOIA Program Office 
National Records Center 
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Common Staffing Errors: 

··· A-file number in FIPS does not match the NFTS screenshot · 
usually by not using the dropdown box, and occasionally by 
using a screens hot totally unrelated to the case. 

··· Cropped NFTS screenshots. 

···· ''Multiple Staffing'' when the A & T files are at different FCO's. 

···· "Multiple Staffing" when there is an A file and a receipt. 

FOIA Program Office 
National Records Center 
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Some other Staffing Errors: 

·.· .. Circular search box not checked and/or not saved prior to 
staffing for lost files. 

··• Staffing for an A files or receipt files that NFTS shows in 
''i:crsr..JI ~~. .11 Usually, the Consolidation button is 
blued-in, and you can see it has already been consolidated. 

••· Staffing for an A file at an outside FCO and a T file that is at 
NRC. 

··· Staffing for FRC files using RAFACS/CIS staffing sheets. 

FOIA Program Office 
National Records Center 
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Save a Little Time 
····· Some case creators have been typing the specific 

documents on staffing sheets of Track 1 cases. (example: 
"Requester needs Naturalization Certificate only 11

) 

···· Save your time. The contractor scans in the whole file. 

···· Imagine a busy store with long lines. Imagine a customer at 
the store purchasing a package of multicolored napkins. 
The customer says to the checker, "My child only wants the 
purple napkins.'' What will the checker do? 

···· Case processors and supervisors need your insight
Discussions are good. Adding comment to a staffing sheet? 
Not so good . 

. U' ('" .. '"' .mzenship 
and Immigration 

.. · .... · : Services 
FOIA Program Office 
National Records Center 
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Records Locator: 

·•·· If you see a file request from an outside FCO, and you look in 
NFTS and see the file at NRC, do not cancel that staffing and 
re-staff to RAFACS/CIS. 

···· That means we will most likely have to pay for a second scan 
and the responsive records are going to show up twice. 

···· If you see a file request from an outside FCO, and you look in 
NFTS and see the file is now at ANOTHER outside FCO, then 
yes, cancel the staffing and re-staff. 

· If you are not sure about the situation, talk to MSB. They are 
very happy to help! 

FOIA Program Office 
National Records Center 
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When to type 
"MULTIPLE STAFFING" 

IF 
··.· .. ·A person has more than one A-File. 

AND 

·····Those A-Files are not consolidated. 

FOIA Program Office 
National Records Center 

240 

AILA Doc. No. 16102838. (Posted 10/28/16)



Let's Pretend 
···· Staffing for an A-file in Chicago and a T-file in Milwaukee? 

That's more than one staffing, but it does not fit our term 
"Multiple Staffing." Pretend -let's call that "Condition Blue." 

··· Staffing for an A-file and an unconsolidated application? That 
is two staffings, but does not fit our term "Multiple Staffing." 
Pretend -let's call that "Condition Blue." 

···· Now let's pretend that you have two un n that 
you have to staff for. Let's call that "Condition Red." 

····• The ONLY time you type "Multiple Staffings" is during 
"Condition Ref' 

FOIA Program Office 
National Records Center 
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Are these multiple staffings? 

·····Person has A-File and receipt file, and 
those files are at two different places. Is it? 

····· Person has an A-File and a T -File at two 
different places. Is it? 

FOIA Program Office 
National Records Center 
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(b)(6) 

Requester gave us two A -numbers 
n-: : ;. J : , ·, 
... ' : ~ ' : .. 

··1···· , I"[·· •••• , I D "['~"H'CI 'fl'. , ~ ·.1 : ~·;;. : · .. i 1: 1 \ , \ i r H • ~ \ ..: ! · ' ~ ~ 1• ..... ,,,_.,, ..... ,.!~!! ·~ "'.' 
1 .I· ~ 1 · J, '.· 
' '!, .- ! ' 

I ':iT ' l •: : f' i • ~"' .• •:. ioi '::.~ ~-

: •' \ ' f ' " • ., ' ' ' ' '' . ' ' Nllllr ., ..• C'T' !:1 Ji. ! ' I~ C 
! ' ~ ' 

" ,' " · ' " \ " ·. I I\ 'l ''~[- "'"T[l 'II" .. i .. ;. .... - ~ • .... ... ~ , D[ lllfr : :'.,".\T
1
1,-:

1
11 

I. \< '• " '-" 'I 

) [ 0 ,, "~ . .._. D 'T .'.•!.•.•••.•. 
~ ! '" ' ' 

. : !! : 1 I ! I I I I II II II II 

' : "~ " "'. ' H, •• ¥ •••• " 

~ r r · IWC ,.. -~ ' 0 -· ". T ... , ' • 'I I C'TH[P V.)~· r ' .. : i! i'\ < 1' !i 
' ~ v ~ .... - 0 : -~ ' , .. 

n CC: Ill ' ~ m 1'-" •• • "I r~1 I ~ : II ""TH[' · ' \ p : ; '' 11:. II r, 
~ ! . ' ' : . . ' \. ,.,- ' :,-, • " I' I~- I :·-

"'I' \ \ '' • " j. 

I. CJ ~!:!.1 :· 
~ . ... :• " . 

~ Q! 4. 
: ~: .. ' 

(b)(6) 
f ' I''"'· ··-· 

'

, J 1 , r ,. , : ... 
'"" :. """. 

tiiW. ][if [ IT rfl lt.1.T C:IE -~ 

rf~ Htlf rff 11~1 II l.lt!IIJ 'fo HI \Efr 
n; H ff II t 11' 

FOUO 
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Is this the same person? [b)[6) 

[·cr'rTIIc''T •• H"l"' ··'J[· .,.,.,r··· 1, ... • I .: ' ·: ,,, 1]. i::.:•: 'I 1 \~i ::~, I ' :\::\ 
"· '!: ,: ,y!•l.t.".' ·~·-·,:. ..-.·": .. 

Ct!IH'l IIH )r\TUI· I D; H<r:H Dl m;, 

!n;,;:Li':c;,. 
~- . ·. .. . R' " , , 

: D l .. r b _ .. : ~~ _ .. i .: ~ r ,: ~ ) , T L': 

.:)7 ~l,;n: 

} [!Ill i 
;lt LIIW 

'" . f r,; "'t \ ~ ' v.~ :: ... ... ~' 

D f •• IWC I' ••• ! ' ... 
' ' ', · .. · ~-' I iII ' 
• v' 'w \. ' ' 

~ f ,.. " t" r· t"' ~ I ,· I ' 
\ : ! ,. 'r v: : "-~- " o;l 1., ~I' 

I . \ •I 
' • 1 

D 
"I •• 1\ •• 

" . -~ J II II ~~ 

'' .... v ·, .. 

C'·/P: !-.t ~- I:'# TC: C! )rl~--i 1-Jt:,.\ nne( 
m rmm rr4 

' . t " ...... , 
L' '.) . II il !! II jj llilli 

" .. ¥ v ... 'I 

T • "I " •, '· ' . r ,_ . II,. II 1 II II 
1~ . . • v ••.•• 

f'll II bi ,, 

HIHf. 

' . ' ' - ' ' ' ·~··· r··· ! P, i ~ I .:0. ! t, 

t,~!!P· 
" "' ., , - I , 

. ~ ... , •. ~I, 
! :' ,, -·. :! '' -.:· 
~y~~:: y,J, 

,'lc;o fil T .. ~ . r .. , : , 

PfTIIfll f·f' Hfl' 'f; ,,., '' '"1.1" , .. ,, , " ,,~ : r ,• ::: .. : :·: :·::~ v 'fR H' I iTM: r ~ , , .. , ... , , 

'.J • '· ' ! ~ ' : ~ 

FOUO 
r f ' '.' r f II "'I '· .. ~ w 1.' .. "' :-. 
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Staffing for more than one A #? 
--- Use the Drop-down Box in FIPS to create the file request. 

3:11)' 

11!idd!: 
::B,:cb 

:ll:C:'~'lW<~~lll-~'t _ ~-:iL:mbE:-~ .. ·--::· .... ··::::::::::1 
..................................................................... ---x .. ···· --

T:p:-: ,_, 
-·----·----- -----·----·----- -----·----·-----1-----· 

(b)(6) " ,_, 

' ,_, 

" ,_, 

' ,_, 

" ,_, 

' ,_, 

" ,. 
(b)(6) • A-Number c) EDMS 

CIS 
ClS 

R~F- P.em:j: D:~:tizaiJ,:q Fa~i:ty 

RECORCS ~llEr'i FILE 

US. Citizenship 
. and Immigration FOIA Program Office 

Services National Records Center 
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(b)(6) 

The Drop-down Box ANumooriL....--...II" · EOMs 

··· The subject asked for "all my records" and has two unconsolidated A
Files. 

·· You must add the second A-number to the A-number field on the 
Fl PS worksheet. 

··· When you staff for the second file, you must select the second A
number from the drop-down box. If the number on the staffing sheet 
does not match, you cannot type the correct number onto the staffing 
sheet. That will not solve the problem. 

lbll61 •·· If ou staff fori lbut the A-Number on the FIPS worksheet 
is the contractor will not be able to locate the file, your 

1
b

1161 staffing sheet will come up on the Problem Files report, and .. 

·· The staffing will get sent back to you for correction. 

FOIA Program Office 
National Records Center 
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Unconsolidated Receipt? 
···· This person has an A-number and an unconsolidated receipt 

··· Is this a multiple staffing? [b)[6) 

i ~\ ..'-.';J;'jf

'RolU'-~ 

II wr•m¥ '. .. . '. • ~ !iJln\!!IJit, ' .. • \i ' .. • ' .. 
~ :, . .. • •.• G, ., ·' . • j .. • .. 
o•·········t>··w.<·· 

·--->" ' 
Exit ' 

ll!lnellillnquilyFor-

··--- --- ---- --- ---·-·-··-- ·--··---··-- ·--· ---··-- ·--· ---··-- ''·--

It's two staffingsl but it is not Condi!ion Red. 

FOUO FOIA Program Office 
National Records Center 
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(b)(6) 

Consolidated A-File 
DANGER WILL ROBINSON: If he gave us A75812830 AND we find 
it in NFTS AND it shows it is in "Consolidation Area"- watch out! 

Cl Ll! [' !-1 
.. 'I 'I' , , :,, I]~:. ,. ·• ' ' " ' ,; ' 

L~)T. f ~~-~~~ 

,, '" '-'11_1 · .. · ' I "· ' I _ 

'I' ,, ,, ' ,_ ' .... " ' 

~t,_· D 
f::. -Ire 

ff:: .II 

•• I .. r i :;-. 

C·'lf' l'. r, '"'· , • 

··r 'rll • ·1· :.: ·.: '.: ": .. 
' ' . ' ' ·-· ' 

(b)(6) 

,:-_,H·!·:: ![:~ T:• Q!ql~·: il[: ltf'~·Jii.. nn! :1·.-~~- .:l~;r ::·iT f·=1iH·T ~~)i'J':. ~-; 

ffi !! .;f C:,•l\ ;; If: rtfl''iH rll !tH!•I 'f) HU ff6 1.:'! iiti'J ff-' H' iT01r 
ffi [:[fill H' 

FOUO FOIA Program Office 
National Records Center 
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(b)(6) 

Well now, this is a 
worthless staffing: 

LocatiOn 
... · . . . . . . 000 •. NBC . Sect: ZY ·SYSTEM AREA 

• Resp: 8585- CONSOLIDATION AREA 

CIS told us this file is consolidated into 
(b)(e) • The case creator cannot staff for 

- it doesn't exist 

MSB will send it back to the case creator to fix. 

FOIA Program Office 
National Records Center 
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T -files- will a physical A file be here? 
··· A-file at RDF and T-file at NRC, yes staff for both. 

·· A-file at any service center besides NBC (i.e. ESC, NSC, SSC 
or WSC) and Hie at NRC, yes staff for both. 

··· A-file at ZMI and Hie at MIA yes, staff for both. 

·· A-file at NBC and T-file at NRC, no, do not staff for the T-file, 
but include the screen shot 

··· A-file at FRC and T-file at NRC, no, do not staff for the Hie, 
but include the screen shot 

··· A-file at CHI and T-file at NRC, no, do not staff for the T-file, 
but include the screen shot. 

FOIA Program Office 
National Records Center 
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Next Subject: 

US. Citizenship 
. and Immigration 

Services 

1 

FOIA Program Office 
National Records Center 
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General Inquiry ForAU917 

Location 

tmn>Jl r~~- ~~c reo cmm~ s~H!l~: 
C~~<!Nr f\~. IN~ i!J~-;ll( :t(~T!C~ l~~-

m'Jm 1~~- sN~ 

~~.H fn· 0412:~02 diM~i,'l'iY"i) ~tD>Ilt,~ li;JNSI·R· ~MG 
vm m· ~~m~~~ :~l ~:;x ~~~~\2: 
Di:.H fi(· fl4JG:~ot 

.. US. Citizenship 

. and Immigration 
Services 

~mm ~~~8(2: 

1~0 Jt<MST n~n 
'i~~ ~!Q:;Et ~~iL 

Lost File 

Check both CIS and 
NFTS- they both have to 
say the file is lost. 

' you create the file 
request letter 

Check the "In Circular 
Search" Box 

Click "Save" 

• And then create the file 
request letter . 

NRC FOIA Policy and Training Office 20 
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Where's the File? 
"In Circular Search" 

• Before you create the file request letter 
- Check the "In Circular Search" Box 
- Click "Save" 

• When you create the file request letter 
- Make sure the "File Missing/Lost" box is checked. 
- Then click on Create File Request. 

' '·'' ' 

.i · ...... U.S. Citizenship 
· ·. . and Immigration 

Services 
NRC FOIA Policy and Training Office 21 
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Speaking of 
Unnecessary Artwork: 

• Please don't crop the top. 

• You might think you are helping, but unfortunately, this only 
causes confusion. 

• This staffing will come back to the case creator for correction: 

Ao4ooooooo· ooo NRC sect:········ AN ·FILE ROOM NUMBER ill N ............. . 
• -~~p: 4260 ·ROW AN SHELF 4260 • 114260 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
NRC FOIA Policy and Training Office 22 

254 

AILA Doc. No. 16102838. (Posted 10/28/16)



Interference with the bar code 

··· This will cause a scanning problem. If you notice typing has 
somehow gotten bumped down into the bar code area, please 
move it back up. 

Tl,;s 1'' 'O 'eri;n:'' 'tat T (wei f., .. , CO')"'I'Aa 'I''O'O"'j' '"''"jl +or the ahO"' f',+e1 1-t'rl, a"~ 'hr' ,tcf,. Ul Jl ~ l~a .. lU ~.: ''~!•l<ll~ u\f:.ll•l.\~ •J ~ :.l,:o>.il.£l,\,: ~ ul.l'J <l.•l••·iJ.r\~oli,II.IIJ'"" J.\., 

Prinlcd Name 

i : 
-;:;-------- 1 • 

Sia11at1!re <:>" • 

is attached 
couid not hr located, 

_- _, -_ -_: -,, , __ 

FOIA Program Office 
National Records Center 
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Next subject: FIPS Crash 
.j''-' ill! ,_ 

1 ETIJr :ava heap space 
·) ;"• _,. ___ ., 
., · ... ·~~~ -~ 

I URl httplll~s."cis. dhs.gGVIsonora/RPSnellmageViewe~Butlons.jsp 1 
I irl~oRJJJm 

; £\ Tile nstruction at "Dxlt911123" referen:f1J TIEffilrl at "CxQd5odac~" The 
· Y/1 ffiefllJlY :oo~ oo: 113 'reaJ". 

G:korr 0~ t~ termncte tllevoJrlm 
(~:korr C~Nm :o deOOg the progrom 

c:!J CarJ:el 

· They're investigating what causes FIPS Crash. 

··· If you search and get back 200 or more hits, you could possibly 
be contributing to a FIPS Crash- so: 

!\ EIOr!lffi:fr:.J>~~l.i' IJ17. DDDDDDDCCCCCDODOOOOOJ 
, ~ oooooooD;c_o"ooooooo~ooDccccoooooooo 

DDDDDDD, -,.M/271, W'WGED. , rr~oe>.d.rlp_ 3465 

C" "K i 

· Always search with a number if you have a number'----· _· _· ----' 

·•· If they gave you a number, and it checks out, ccnduct your search with that 
number and you're done. 

··· If they didn't give you a number- this could be a way to avoid FIPS Crash
specify "created after" and make it not greater than one year. 

\ Stop running this script? 
I\ 

cJJ A scnpt on this page ts causi 
If it continues to run, your c 

FOIA Program Office 
National Records Center 
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ues ions? 

US. Citizenship 
. and Immigration 

Services 
FOIA Program Office 
National Records Center 
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,, U.S. Citizenship 
' : and Immigration 

"'-""' · .... ···· Services 
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··. us c·t· h. ~·. . . 11zens tp 
j: and Immigration 

.···· Services 
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Objectives 

To read instructions scanned in with the 
request. 

To search diligently enough to find a file, if 
there is one. 

To catch the hidden Expedited Treatment 
and Fee Waiver requests. 

To double-check the A-number on the 
staffing sheet. 

' '·'' ' 
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Warning 

• This training module uses real data so that 
you will be able to practice it for yourself. 

• You should not discuss any PII in the case 
studies outside the class. 

• If you print these slides, treat them as 
sensitive FOUO. Keep them locked, and 
shred all the case studies when you no 
longer need them. 

' '·'' ' 
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The problem: 

• Not everybody knows his or her Alien 
Number. 

• Not everybody has a good command of 
English. 

• Sometimes their writing is messy. 

• Not everybody is easy to find. 

• Is it important to find them? 

' '·'' ' 
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We owe them a diligent search. 

' '·'' ' 
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We owe them a diligent search. 

: -.:-t::: 
' ,_., ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 

264 

AILA Doc. No. 16102838. (Posted 10/28/16)



Is your job important? 

. , .tizenship 
· ·· ·.· and ; .. 

Services 
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No A-Number? 

• Usually we can find a person based on a 
name and date of birth. 

• There could be variations in spellings. 

• CIS might have entered the date of birth 
incorrectly. 

• There might be aliases. 

• There could be typographical errors on 
names and dates of birth. 

' '·'' ' 
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Case Study 

• We will look at a situation involving real 
PI I. 

• The pages are marked FOUO. 

• The case was difficult. We closed it NR. 

• We easily found a record in PCQS, and 
we got lucky and found her in CIS, but it is 
too late. 

' '·'' ' 
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The Request 

This looks straightforward. 

She asked for "All my records." 

.. US. Citizenship 

. and Immigration 
Services 

For Official Use Only· USC IS FOIA Program Office 

(b)(6) 
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Straightforward? 
l!IIEXA DEPARTI!E~iT OF HOI!ELAIID SECURITY - U\lll 
COIIIIAIID: WITRAL Hi[IEX IYSTE!I - EXACT IINIE SEARCH 

!liDDLE ljNIE: (b)(6) 

EXACT DUB: DIIII[IDYYYY! 
DOB P.NIGE: DATE RNiGE ~ YYYYR; YYYHEAR, 

COB: (~-CHARACTER COUNTRY CODE) 
COC: (\CHARA.ITER COUmY CODE! 
POE: (l-CHARACTER POET OF E~iTRY CODE 
DOE: (IIIIDDYYYY) 
lOA: ()-CHARACTER CLA\1 OF ADIHI\10~1 
FCI!: ()-CHARACTER FILE\ Cl!fiTROL OFF! 
SEX: (ll.f· 

'· LAST NAIIE AfiD FIRST IINIE ARE REQUIRED FIELDS. OTHm A 
SPECIFY THE SEARCH CRITERIA, THEN PREll EIHER TO HIITIA 

CLEAR EXIT PFl REFRESH 
PF4 IIEIIU PF\ HELP PFIJ !IAHIImiiJ Pf' 

)JIPLAYE[I IIAIIE IIOT FOII11iD Oil EXACT IINIE SEARCH . 

. US. Citizenship 

Maybe not. 

Let's try the 
two F9's. 

. and Immigration 
Services 

For Official Use Only· USC IS FOIA Program Office 
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No. Nothing. 
(b)(6) 

II!IV\A\ PAGE 01':'1 I!EPARTIE!il OF HOI·iELA'ID SEi:IIIJ]( - IIICJS 
Clii·ll Ailli: I 'EIITRAL Ih!IEX SY\TEII- !I!LTIPLE FJI.fiS FWI 

)!ili'lli\ LIKE IIAI!E UTH D!TE If cBTH \E.ARIH 
Tli!Al mOWS mD ~ Oi!IIO'J;JI:, 
lf'H om: FIILE'I: I!Am 

L[, LE'I: \IAC!Ii'IALEI 
IIAIIE 

''' EIIV OF \EAliH 111\PLAY "' 

1; II!,~:CJ 
1.': 

A-Nil 1m [li!K Ci!R filE 

Jli 'i!E'!. PE!\{111 DATA I'LAIE [IIR',OE li'l llliE - !'RES\ E!ITE!. 
ilEAR Em rF! PACE AHEAD PF/ I'AI.E !Ale PF4 RETIIRI P 

PF; llAI!II-IE'iil PF1 .ALTWIATE IEAECH 

IIIlA\ PAl,[ 00111 OEPIRT IEI-1 OF HO IELAi,l' lflllmY - I 
li!I!IAIIII: m.mL INIIEX WilE! I- l!l_llTIPLE Fl\li' 

TliTAL REIOW\ REAV ~ 0')11-JI))j 
IRCH fiAT A: FHEI·I: I lAm 

li.LEII: WIOI.,ILEI 

A L I A \ N A I E \EARIH 

I} 

A-lllii!DER Olio 

''' Ellli i'F IEARIH lii\I'LAY '" 
Til v~E1! rEm!. DATA nACE iiiR\IIR 01 lii1E - PHI\ I 

(l[AR Em Pfl PtGE AHt.~D rf4 REJI 
PF6 11.~111 E\11 PI" ~lTERI-ATE 1[~!11 

1/iiJi,OEX CI1DEI ARE lii\4 ih , 

Close this case NR? We did . 

.. US. Citizenship 

. and Immigration 
Services 

For Official Use Only· USC IS FOIA Program Office 
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' ::c 
(b)(6) --

PCQS 

' ~ .. ] 
.. 

:·.' ·.::: 

(b)(6) 

···o·········· :UF·-'S 3 !-,1/; 

~ ·' l!C • ,,.·~ 

'' -~di-'~"i•"·'''' 
' ' ' ' ' ' 

' ' ' ' ' ' ' ' ' ' ' ' ' 

We found two 1-102's, so if she requested "all my 
records," we do not have a No Record . 

.. US. Citizenship 

. and Immigration 
Services 

For Official Use Only· USC IS FOIA Program Office 
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Parameters 

• I can say I want name results to match up 
to 9 exact characters. 

• I can speci~ the whole year D by (b)l
61 

entering in DOB RANGE: Dor if I 
r------"l 

want it to look one year either way, 
L.....--......1 

Maximum 9 years plus or minus. 

• How did you find country codes? 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
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" 
Back • Search • Folders • ,,-. 

J 0:\Foia\FOIA LIBRARY\ Case Create References 

Size Type 

: :-,:.!! 

.' ~ ,', '' !\ 

Open the Word document and look: 

US. Citizenship 
and Immigration 
Services 

~7.)).<:!~'-'1 
""'"'""'"'· ..... 

,r- .. --
h.JJ·.;., 

,,_ ' 

~) .~ ». , . ·;x 
: .:. i :- ~T ,, . 

""- . \ : .. ~,) 

Dale Modified 
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CIIISND 
CiliiiAI1D: 

9102 with Parameters 
DEPARTIIENT OF HOIHNID S[(URITY - IJSCIS 

mmAL INDEX mmr - "\Oil liDS LIKE" SEARCH 
010414 
14:0l:09 

' lAST fiNe[[: n !H! Ln 

FIRST fiAIIE: 
( 40-CHARS I lAX) 
(II-CHARS IIAX) 

LAST NAIIE IIATCH: ·•• 
FIRST NAIIE IIATCH: 

mvm; NNI E: 
1
b

1161 

fXACT DO 8 : ,....-...., 
DOB RANGE: 

(NIJiiBfR OF EXACT CHARACHRS TO HATCH (0-Y) l 
(lWIIBER OF fXACT CHARACTm TO HATCH (0-9)) 
(Y NJ 

(IIIIDDYYYY) 
(DAH RAfM = YYYYR; YYYY=YEAR, M!-9) 

COB: (I-CHARACTER COUIHRY CODE) 
COC: (I-CHARACTER COUIHRY CODE) 
POE: ()-CHARACTER PORT OF ENTRY CODE) 
DOE: (IIIIDDYYYY) 
COA: ()-CHARACTER CLASS OF ADIIISSION COD[) 
FCO: (]-CHARACTER FilES CONTROl OFFICl CODE) 
SEX: (II F) 

'LAST NAfiE IS REQUIRED FIELD. OTHER FIElDS ARE OPTIONAl. 
SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOIJfW LIKE" SEARCH 

ClEAR EXIT PFl REFRESH PF4 IIENIJ PFI HElP PFG IIAIN IIHW 

. US. Citizenship 

. and Immigration 
Services 

For Official Use Only· USC IS FOIA Program Office 
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9102 - Hit Enter 
UI1SAS PAGE 0001 DfrARTI!ENT OF HOI<iELNID SfCURITY - INIS 
COIIIWJD: I WmAL INDEX SYSTEII - IIULTirLE FINDS FROII 

S 0 U N D S - L I K E \EARCH 

0104 14 
ll:lb:l4 

TOTAL RECORDS READ = 0001000 
mH DATA: FNUN: 

Lmll1 AIV 
DOB: 11041961 AAAAA PAI 

LN. LHI: r1ACI OriALE\ 0 PRDCI PRO 
rmrE A-r1UIIBER DOB COB POE FCO Sillll llll 

r"""""';...;.;;.;_.;..;.;..._.;.;.;......;...;.;;.,rl R c I I NACIONALE\ IIARIE , CURIE 

(b)(6) 

! ! IIORE I I TO CONTINIJE IEARCH PREll PFl OR 
TO Vmi PERSON DATA PLACE CURSOR ON LINE - f!RE\S ENTER. 

CLEAR EXIT PFl PACE AHEAD Pf4 RETURN Pfl HELP 

IIJUNDEX CODE\ ARE rm4 

. US. Citizenship 

. and Immigration 
Services 

PfO IIAHI IIENIJ PF9 ALTERNATE SEARCH 

For Official Use Only· USC IS FOIA Program Office 

(b)(l)(e) 
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And GOT HER! • (b)(6) 

(]11\IN 
COli! lAND: 

DEPAWIENT OF HOIIELN.D mumY - U\CI\ 
W1TRAL INDEX IYITEII - DETAILED SEARCH DISPLAY 

(J/0414 
11:47:17 

A::~...l _...,ji'IME: IIAUONALE\ IIARIE ,CURIE [106:0 

LA\T: IIAC!OIIft.LEl HARlE 
FIR IT: CURIE 

!liDDLE: 
ALIASES: 

SEX:D f'OE:D COB: 
FCO: NRC COA: COC: 

f'FCO: 1:\C \FCO: DFO: lm~ "ml"_ mol_ ~ 

I SN :1 
I-(14 ADII ::~....-_ _, 
f'Al\PORT i': 

FBI :: 
DRIVER LIC: 
FHHIR ([1:: 

llOE:~...I _...,j 

NATZ om: 
IUI"T · .J.r, , 

LOCATI0 11: 

FTC: 01282014 FATHER: 
BIN: !!OTHER: 

CONSOLIDATED A-1101 --OTHER nFI!RI>IATION--

c:::::J 

(b)(6) 

CLEAR EXIT PFl mT CONI A:: PF2 PRIOR Um\ A= PF4 RETURN PFS HELP 
PFii CIIIIAIN IIHIU PF7 mT SEARCH PFS Vm HISTORY f'F9 Vm. EAD PFll EOIR 

. US. Citizenship 

. and Immigration 
Services 

... but il's too late . 

For Official Use Only- USC IS FOIA Program Office 
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What Happened? 
• It seems ridiculous that somebody entered her 

first name as her second last name, 
but... 

• Probably, a long time ago, she filled out some 
form incorrectly and INS entered it the way she 
filled it out. 

• The processor will see what happened and think 
~~wow, what a great case creator!" 

' '·'' ' 
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Don't give up too easily! 

• If we have not found the person within 10 
minutes, there is a problem. 

• Sometimes there is another reason we can't find 
them. 

• If you are having a problem, contact a neighbor 
or a supervisor- Sometimes in our lives, we all 
have pain, we all have sorrow ... 

' '·'' ' 
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Other reasons we can't find her: 

• If she said she entered EWI in 2008, and we 
have no reason to believe she was ever 
arrested, it is possible she has no file. 

• If she said she entered the country in 1960, and 
we have no reason to believe she had anything 
to do with INS after 1975, we should prepare a 
Records Index staffing. 

' '·'' ' 
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READ 
• The first requirement of Case Create is . For 

example: liDo not dup to NRC20131XXXXX." 

i'i'"" ••:;~,:;;;-:!,'·-.:-~ \'• :,~,; ;: i~,;i·;: · s,':s i'e,'Z'n ;.;;c.J:~g t~;,l11\"~-. !( h ';'ni1 b:, r~it\'· 
r;·,Li>·l ,iadxi ;!; '~ i:Sn. :ii i:i'.-~q>f:~ r:-::j·i.b~f \t!::t ·; J:i::~;~. 

DATE: 01/02;13 

·, US. Citizenship 
. and Immigration 

Services 
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READ 

• The first requirement of Case Create is . For 
example: 

• "Receipt number and the current status of the petition I 
filed for my son Alberto Reyes." 
- Petition is at NVC. \ / ··· .···· 

• Petitioner wants: "Copy of P...;;.;;eti~tio,;,;,o.n ..;;.;;su~~· 
and Affidavit of Support for .....__ ___ ...,~ (b)(6) 

- Petition is consolidated into beneficiary's file ... \: <> .) ·> ; 

' '·'' ' 
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Your Discussion 

• Say what you mean. 

• Mean what you say. 

• Use Plain English. 

• Don't try to sound fancy or official. 

• Paste-in sentences are good. 

• If you think you wrote something confusing 
-you probably did. 

' '·'' ' 
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• The Plain Language Act requires federal 
employees to use plain language on any 
document that goes to the public. 

• It's a good idea to use plain language all 
the time. 

• Want to read the Federal Plain Language Guidelines? 
There is a copy at 0:\Foia\FOIA LIBRARY 

' '·'' ' 
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Six Real Examples 

What if you wrote 
someplace and they 
closed your case NR 
and sent you a letter 
with your name spelled 
incorrectly? 

How would you feel? 

Dear Monk Potter 
We have no record if yo14 
and we looked all over. 

'·, ., ' 

·· · · · . US. Citizenship 
· .• and Immigration 

Services 

Given Namt {first Namd 

Yunlcng 
~~I 

'""'"'"''"'''"'_.,_. ______ 0'"'''"''"''"'''"'""''"'''",::.;";.: 

"-]~:ili~~~ Nam~ if;r.r! Nmn(!_l 
... , ............... ,. ..... -:.;.;. --"--~ 
' . 'L>~ 

.J,,,,,,', ,,,,•,,,,,,,,",,,,,,_,,,,,W''"W"-""WO'"'~W0'0"""":""'-0~ 

--
Maria 

r;11ddl-e 

Ode!fonso 

nrelatingto Yuniong 

First 

. 
'ru 1·•ry""'"''' J'" '"' \J~rta · _ ,;,. _, 1.-~"'-u~ uru.~ ... ::w.. •• 

' - ~' ,_. 
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Attention to Addresses 
The case creator clicked on the right attorney's name, but not 
the correct address, and it went to the wrong address: 

)~'"""""~'V''""'""""V"""WO.'.>""W-'.mW"-""'W'\m)W.'"""'- 0 

ihill~t(' d ~l~·~:;~:.t::~ (f i1i H.'f !.I "~ilirt~! :\,tf! ;It_ .lf,h}<Yi ,,{ R~li/1\/?! 
... , .. , .... ~.--. .-.. ~ .-.. -- -.. -.. -----.. -.. ~ --.... -- -.-.-.. ~- -.-.-.. ~ --.-.-.... :-.-.-.~---. 

"''"''' ' .• :· ' , .......................................................................................... ···--······--·······-·······'"······-

~"~"""w"""""~'""""'"""'""""''~'"""'""""''~'"""'""""''~'"""'" 

! m ;·:/_,~·? SI\ET, 

The case creator changed the spelling of the town. If you 
believe the name of the town is spelled incorrectly, look it up on 

-
P·t~ll'l'' c· A 04°~1 
_ t.. il u .. l d. ..:i. .1 _. 7 .... 

, US. Citizenship 
. and Immigration 

Services 

!Cry 
k .............................................. _ 
~ .-.' ---~ ·' ..... , .. • ~-~- ., p t : -~--, i ... , ... !-.-,, ... _,., -'h 
~"'))Y'V".'>Y1<-'-'Wi'fll"m""''0PI'' w 
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Expedited I Fee Waiver 

1. We are missing a few Expedited and Fee 
Waiver requests. 

2. Sometimes we are closing a case FC, TD, RD 
or RF and leaving the request ''Denied" instead 
of setting it to "Not Requested." 

' '·'' ' 
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Cover Sheet 
• There is supposed to be an Expedited Treatment or Fee 

Waiver cover sheet. 

• That makes it easy. Just read and follow the 
instructions. 

• Problem: Sometimes there is no cover sheet. 

• Why? Sometimes the attorney adds "Please expedite" 
or "Please waive fees" at the very end of the letter, and 
mentions the request nowhere else. 

' '·'' ' 
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No Cover Sheet 

Wo~id like ;o have :ris ex~ertited i have an appoiretmem on fml<ya:my ool office an~ I need ihi; to renew mycr!vers 
iicerse whkh is current~ e1oired. 

• This counts as an expedite request. 
• We did not notice it. 

· ... U.S. Citizenship 
·. and Immigration 

Services 
For Official Use Only· USC IS FOIA Program Office 
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Crouching Lawyer, Hidden Request 

• Why would they put a Fee Waiver or Expedited 
Treatment request in the last sentence of the letter, in 
small print? 

• Why does a boa hold perfectly still on a tree branch 
over an animal path? 

' '·'' ' 
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Cause for Action 

• If we completely ignore a request, the requester has a 
cause for action. The requester may take us to court 
and recover "attorney fees." 

• Those "fees" come directly out of the USC IS operating 
budget- NOT out of the US Treasury. 

' '·'' ' 
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READ 

• The first requirement of case create is: 1:< d! 

• If you catch the hidden request, you potentially save 
USC IS a lot of money. 

• If there is a hidden request, you may 
- Add a discussion and send the case to Unit Chief, or 

- Find a supervisor, get a decision, and take action. 

' '·'' ' 
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Expedited Grant or Denial 

• To be considered an expedited request 
one of the following criteria must exist: 

• A circumstance that poses an imminent threat to 
the life or physical safety of an individual or 

• An urgency to inform the public about a federal 
government activity, if made by an individual who 
disseminates information (the media). 

' '·'' ' 
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Expedited 
• Using the word expedited in the request 

letter does not necessarily mean the 
requester is requesting expedited 
treatment. 

-"Thank you for expediting my request" is not a 
request. 

-"Please expedite this request" is a request. 

' '·'' ' 
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Fee Waiver 

• To be considered for Fee Waiver: 

1. The disclosure of the requested information must be in the 
public interest, 

2. AND the disclosure of the information is not primarily in the 
commercial interest of the requester. 

' '·'' ' 
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The Fee Waiver Request 

' ;:-'·\ -,~... ::,'': , .. .-.;._ '- ', 

, __ ,-
·-·-·.. -.. '.'-. ·-:. :: _:-' .'-,_ ,_.-.-.,,_ :::'':: ·.. .· .·.·••.•.··.· .· .• =-.• • .•'.··.····.·.·.·.··· ·.• .• ~·.· . - ' . --" -' : : -' -' : : : --' : : : ' ~ : : 

- No. 

- We have to close it FC. He cannot declare an intention not to pay. 
: ~ 

:, :; .-··--:; ,:.-:,. ::-.- :,:-:, ·='"'-'-: : __ : /-'-'·, ,:/-':·. ·:- :: -·-:····· .·.• ..• ·.·.,.-·-·-.· .• • .• .• ••·.• .. ·· ..• •.= ..... ·.:::.=. 

:;_,_,.:: :: ___ .) :: ;: :;_,_ ::.._._) ;:·.::t \/ :::-·::=; ;; :; =:, .. :: ' " 

- Yes, even though. 

- That does not count as a request. He has to ask. If there is not a 
specific request, his financial statement is meaningless . 

. US. Citizenship 

. and Immigration 
Services 

295 

AILA Doc. No. 16102838. (Posted 10/28/16)



Sending to Unit Chief 

• If you send a case to UC for clarification I change 
the IIExpeditedll or II Fee Waiver" status to 
11Requested. 11 

• Always send an e-mail to your supervisor saying 
you did that. 

• Why? 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 
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Sending to Up-front Approver 

• If you send a case to IJ 
MUST change 11

: .• ~/ii·., •• , 

request status to '' t '""i"·· 

• Why? 

' ,_., ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 

,_,·:· 

J --::..,..:-

r, you 
v'' l 
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Discussions 

• Sometimes, supervisors will give you verbal 
guidance to deny or approve Fee Waiver or 
Expedited Treatment requests. 

• If that is the situation, we need a discussion 
• 

saymg so. 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 
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"The noblest 
question in the 
world is: What 
Good may I do in 
't?" I . 

- Poor Richard's 
Almanack, 1737 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
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A common staffing error 

• The A# on the staffing sheet does not 
match the A# on the NFTS screen print. 

• There are two main reasons 
1. Typing in the A# instead of copying and 

pasting. 

2. Not using the drop-down box if staffing for 
more than one file. 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 
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Copy and Paste 

• Verify (or find) the A-number in CIS or 
PCQS. 

• Once you know the A-number relates to 
the subject, copy and paste the A-number 
into FIPS. 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
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Staffing for more than one A#? 

··· Use the Drop-down Box in FIPS to create the file request. 

3:11)' 

11!idd!: 
::B,:cb 

~-:1L:mb1-- ---- . ----- -----. ---- . ----- tll~;;;,~;;~)l~~;i ...... ::· .... ··:: ............... · 
(b)(6) 

• • ..................... ,x-.--..... --
T:p.: '' 

'---- ·----- -----· ---- ·----- -----· ---- ·-----t ~ -· ----.---- -----· ----.---- ·----- ----.---- ·----- -----· ---- ·:··-~-~:·:· :::· ·- ;Es]r:f,J·matlC/1 
,_, . 
' ,_, 

' ,_, 

' ,_, 

' ,_, 

' ,_, 

' ,. 

The A-number on the staffing 
sheet must be the same 
number as the NFTS screen 

' A-Number c) EDMS 

CIS 
: : ClS 

print. 
If the numbers are different, you have to 
start over. 

US. Citizenship 
. and Immigration 

Services 
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(b)(6) 

The Drop-down Box A.Numh~~Dv mMs 

I The subject asked for "all my records" and has two unconsolidated 
A-Files. 

• You must add the second A-number to the A-number field on the 
Fl PS worksheet. 

• When you staff for the second file, you must select the other A
number from the drop-down box. If the number on the staffing sheet 
does not match, you cannot type the correct number onto the 
staffing sheet That will not solve the problem. 

I If you leave it the way it is, the contractor will not be able to locate 
the file, your staffing sheet will come up on the Problem Files report, 
and ... 

• ®The staffing will get sent back to you for correction. 

' '·'' ' 
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Unconsolidated Receipt 
• If you staff for an unconsolidated receipt, you should not have 

any A-number on the staffing sheet. 

• If you already saved, you will not be able to delete the A-
number from the A-number field. 

• That's not a problem. 

• First, enter the receipt number in the Topic field. 

• When you do the staffing, you can select the "null field" which 
is immediately above the A-Number: 

1
b

1161 

A-Number 

' '·'' ' 
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FOIA Support Team 
• Staffing question? Talk to FST. 

• They would rather have a good staffing the first 
time. 

• They get no joy from sending a case back to you 
to fix a staffing. 

• They are always happy to discuss the best way 
to staff for something. 

' '·'' ' 

.i · ...... US. Citizenship 
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Always Remember Everything! 

• Vietnam adoptions, prospective 
adoptive parents, 

• ELlS staffing, 

• Track 3 staffings 

• Bracero requests, 

• DACA, 

• RPC of RK at COW, 

• RPC of ZW, 

• RMOB Program 

' '·'' ' 

.i · ...... US. Citizenship 
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Here is one more thing: 
• If you discover in CLAIMS or PCQS that a petition is I 2G or i 29, 

please send the case to SIG. (Section 12.7.12.5) 

~ 'r' 
'"! \} ' 

,'j/~01'<'1•' 
<;'1/ .Lf L'Jl': 

GENDEF.:~o....---~~-----------.....1 
(b)(6) 

FIEl·,l: 

.. U.S. Citizenship 

. and Immigration 
Services 
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One Last Question: 

What is the first requirement 
of Case Create? 

' '·'' ' 

.i · ...... US. Citizenship 
· ·. . and Immigration 

Services 
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.. US. Citizenship 

. and Immigration 
Services 

uestions? 
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··. us c·t· h. ~·. . . 11zens tp 
j: and Immigration 

···· Services 

For Official Use Only· USC IS FOIA Program Office 
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U.S. Citizenship 
and Immigration 
Services 

Researching, Staffing and Redacting ELlS 
Information from PCQS, Part 1 

May 27, 2014 

*All PII has been fabricated or sanitized; no 
actual data used 
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USCIS Electronic Immigration 
System (ELlS) 

System allows applicants to: 

• Set up and manage their accounts. 
• Electronically submit applications and supporting 

documents 
• Receive and respond to notices and decisions 

electronically 
• Make payments online; and 
• Access real-time information about the status of 

their cases. 
• http://www. us cis. gov /uscis-el is/requesting

benefits-using-uscis-elis 
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Purpose 

u Understand how to create a USC IS ELlS file 
request 

.... Know the search criteria to find the IOE number 

·•·· Understand when to staff for ESC or SSC 

··.· Determine if the Case State is open or closed 

···· Where and when to add the correct information to 
the Staffing and Acknowledgement letters 

l1J 
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Overview 
··· Creator checks PCQS for ELlS info, gets IOE 

number 

··· Copy "IOE" and number to Topic section of 
FIPS worksheet 

··.. Self-request or Atty-Rep-Others? Case open or 
closed? 

··. Staff to ESC or SSC -no NFTS screen print
insert language in Staffing letter (one exception) 
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Overview 

• Also staff for NFTS location - NFTS Screen 
print 

• Compose Ack letter- insert language 
(exception) 

• ESC or SSC scans ELlS data into FIPS 

• Processor analyzes and redacts 
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Check PCQS for ELlS in Every Case 
No Exceptions 
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Four Methods to Access ELlS Data: 

1. A Number 
2. Name Search 
3. USC IS Account ID 
4. IOE Number Provided (change 

"Alien" to IOE and replace A number on 
ESC or SSG staffing letter) 
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Alien Number Search 

: .... L t:.,;.R (b)(6) 

. ·u .. .. 1~·,.,,;!Hu1 "'i.:',"N"fl • .. ~ ·.,, 
.••~·'=li-•. II. ~'I • w, • 
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(b)(6) 

Alien Number Search 

~ 

JP.;: 
'"'I ""'• .... ,. " .. I ., - .,., 
.. ..! At 5-r t~u fi t:!<l .... ! uD·J· '_.~_t; 

(b)(6) 

' 'f'" : ~,' ... -, !- ' -.• 

nfi' L( 1: 
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Copy IOE Receipt Number 

II 

lnli D ::c 
. . . ... 

(b](6) • 

D •t 
"" · ... 

~,.-,·~-,-,, ,-:
0
. . ;-.,~-·,·· ~:o 

'~~ '"'' •• •• • •. 1.. .o:. 

-~~ krief! !: : ~n:!:e 
. . 

(b)(6) 

IOE Nu'mber 
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Fr.thame: f I~; 

•r'"'"' ' 1.> i--

Name Search 

.,. '' ' ··;·p "! .: ''•' , .. 
]'8E 

r1 r-1·, : : w.: 
•···· 

''1"1 !;'"h ' ~f'.-""' ri lo -~- ...... ~fl,, .ro:: •• -1)1,! •. ~.11-

Click ELlS, then Search 
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Name Search results 

5mch Ctit•n: 

Lis!Ni~l<: F r! I 

F~t Nilm:@i F•d 

itng" En~[:;:~ 

OalHf !i.th: D 

i I D UiGSAruuwtm 

(b)(6) 

r 111 

[ '•I•·· 'II .-. ···'"'· 

:~ 

0 ::c:· 
·'>lr.·.~ . 

fred ......................... 0<>
1
4•·) 

(b)(6) 

Click twice 
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Copy IOE Receipt Number 
(b)(6) 

Fl~i 

--· ---'-- ---· - ·- -- ---· --' --· --' --

··o········ ... 
r_i~ 

' ' ' ' 

' ' ' ' 

...... ·., ~-<< 

"":"''""""''"'""'"'"'"'"'"'"""''"'"""''"'""'''""""'''""""''"'""""'""'"'"'"""''"'""""'"""'''"""'"'"'"""'"""'"'"'""'"'"'"""'""""'''""""''"'"""''"'""'''""""'''""""''"'""'''"""'"''""""''"'"""'"""'"''""""''"'""'''"""'"''""""''"'""""'"""'''""""''"'"""''"'"'"''""""''"'" 

-· Fll!~ 

(b)(6) 

IOE Number 
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(b)(6) 

USCIS Account ID Provided 

U5C!Skmt I 
ro: ~Jr-___,1 

' :; 
~ 
B 

Must be 12 digits 

' : ' : >._ 

> Sa:l!: :::::.:-·; R ;s~t ;_~rn 

Click ELlS, then Search 
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(b)(6) 

Copy IOE Receipt Number 

Fl~i 

--· ---'-- ---· - ·- -- ---· --' --· --' --

···o········· ···· .. ; 
. r~i~ 

...... ·., ~-<< 

"':"''"''"''"''''"'"'''"'"'''"''"'''"''"''"'''"''"'''"''"''"''"""''''"'"'''"''"''"""'''"'''"'''"'"''""'"'''"'"''''"'"'''"'""'"'''"''"''"'''"''"''"'''"''"'''"''"''"''"'''"'''"''"''"''"''""'"'''"''"''"''"''"'''"'''"''"''"''"'""""'''"'''"''"''"'''"''"'''"''"''"''"'' 

:;~"~:~ :=b~ ., .... _ 
-"'"- It: - Fi;!\!;m~ f].r~ -0:·; ~- ; D~;::r :!i-1~ 

-y:;,;, ... 

fl!j l!l I'~ ;n-..·;· ;~~k:;A h;- :c&::,.;t l0 

';;t . • :m -"li =~!::~~t lC .... 

F•l f'!l I~ ::i-..·; ;~k·~~ ';~ :,t:it'l tllj 
c 

(b)(6) 

IOE Number 
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Staff to ESC or SSC? 

• If the Alien number is between 30 million and 70 
million, staff to SSC (Immigrant Visa case, Form OS-
155A) 

• Any other Alien number (for now), staff to ESC (Form 
1-539, Application to Extend or Change 
Nonimmigrant Status) 

• The first ELlS case was for an 1-539, the rest ( 11) 
have been IV cases. 
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Is the case open or closed? 
(b)(6) 

;If. 1~ T·;re 2;~flo"'~ a 11'0!1~.1-~~~~ rn kd 

------'----·----'- -·-----------'----·----'- -·-----------'----·----'----·----'- --------·----'----·----'- --------·----'----·----'- --------·----'----·----'- -·-----------'----·----'- -·-----------'----·----'- -·-----------'- -·----'----·----'- --------·----'----·----'- --------·----'-

'" 
'red 

·o· ... i( 

.:i: .. 
,( 

·.-.-:-= 

-·----'- -·-----------'- -·----'----' 

<_:oi::~bc ~ :.;-; ii'l~~liO 

i..:cb,::Jr t :0; ~e;e~<\3110 

Click on the case ... 
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II Primary Applicant Summary" is the default 
screen- lease click on liGase Info" 

'[US-OSI55A. 

· Accoll11t ID 

•last Name 

First Name 

•Middle Name 

• Birtndate 

Race 

• Cfrunll)' of Citi1ensh~ 

• P<>sport Numbtr 

· Pa>~port Issuing Country 

Alien Number 

· Admi;sion 10 

Sudol Security Numl!er 

•R~tNumber 

'lo Jt 

, 
' 

'" ~u 
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IIELIS-speakll for an open case 

filS- osmA . 

' ·~· \C: nl: 

Rtceipt Number 

Rtc~ipt Date 

A "Case State" of ~ocoontiD 
Accepted, CARRP Imicator 

Optimized or lmm~~tilmCimifiuti~n 

Reopened= Open Rllkcrnle 

----""''"•·---- Case Priority Cole 
-.-.. ,,~~,..,~~~<-

---· Case Stale 

CaS!' Status 

Case Su~Status 

CJSe Tv~ Code 

CaS!' Su~type Cooe 

Case Rdatiw1lhipActive fnd(ltor 

Case Relatioo1ship lyllf Coce 

' 
-

Pnm>' h'--r• l,l.liU ~, ~~lilt! :I 

N:-ma 

CvJnnd 
-
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Closed means closed 

EUS·OSmA 

.~arne 

Receipt Number 

Receipt Date 

AcmuntiD 

CARRP Indicator 

Immigration C~ssificatiM 

Role Code 

Ca>e Priority Code 

Case Stille 

Case Status 

Case SubStatus 

CmTypeCode 

Case Subtype Clllie 

Cas~ Relationship Active lndil:a![lf 

Case Relationship Type Code 

I I \W 

''[" ~V J 

:RS 

'imar·i ~pkar: 
\or11al 

iJvstd 

GJr,J Pm,]u:Ed 

JSCIS :mmigr:11 fee 
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FIPS Worksheet 

li~idW11 

:r:l 

.· ' .. :.: '. '![[ • •• : .: t,l." 
-~-' 
----------~------~ ----------~------~ ----~"' 

~ .... 1J r&
1
·;o •· . .;~ { 

:'.1 ' 

£ [!,~[[t,jllll )-l~3t~j ' 
.. . ., . 

11,: • • 

{; foo I."J'''·IWl1EI:J ' '! "' 'I ~~ - . .. 

.r:l 

[ ~-~ r~r.r 
I ' •••• 

II 

[ ::j 1{.10 ' 

[ u:intrl 

Insert 
"IOE" and 

. number in 
Topic field as 
shown here 
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ELlS Staffin Procedure 
FIPS 
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Select ESC or SSC- Just Type "E" or "S " 

Proc:ssing Fee lnfonnatiu~ 

A-Number 12345618 v !] EDMS 

:CIS Service Centers 

NSC 

\
11SC 

fOfA Offices 
"PD'Ol·'fP' ~'I'!T ~.r I\I'I.J1•-

8UR 

' 
(' 

~~- 't-ffi 'l 't"' '-1 ~ ;J ,r,8 ~ ~~~ 

c>. Customiza Lett~r "<' 
~ 

File MJssi~oiLost ! .... i -

y· ,,_, ... •n··· ,_, .... ,,_, ... •m··· ,_, .... ,,_, ... •m··· "w·· ,,_, ... •m··· "w·· ''" .,,,_,-.-.-.. "w.-.-.•,_,--- ' --- •,,-,-,-,-.,,_,-,-,-.. •,_,-.-.-.. •m·.-,-.,,_,-.-,-,-,•,_,-.-.-.. •m·.-,-.. ,_,-.-,-,-,•,_,-.-.-.. •m·.-.-.. "w.-.-.•,_, ":"F'"'")"·:•·:"'"'':":"F'" to&tr61i Ailtl're~ ···· ···· ··· ···· ···· ··· om<e c.mtacr 

Emil 

'r~w€1 i .:;;ct.~!; 

St~ndalon~ se~rdi 

]]4 
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Request File 

A Number 

~aff~JJiitti•' · ......... · ......... · ........ · ......... · ......... · ................. · ......... ··+·,, deneia\e'si~lfui9S~teer•'· ·· · 

ZSF 

ViSC 

US. Ci! izenship 
and lrrm1igration 

· ·. Services 

r-· :: 
/) lie Staffi~g Lttter 

\ 
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Staffing Letter: Self-requests 

Open or Closed 

Se f-requesters are able to download 
some of their ELlS content. 
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What language do you insert into the staffing 
letter? 

• Staffing letter language, (For an open or closed self
request, or an Atty-Rep-Others request Q!l]y when the case 
' 1s open: 

[<''1 t' 
!;.) ~ 
<-'" . 
i' 

t t ' ,_, 

+ .t\ 
,, "''""' :;, \0 
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What if the request is from an 
Attorney/Representative and the case is closed? 
How do you modify the Staffing letter? 

Replace the word "Alien" with "IOE" and 
replace the A number with the IOE number: 

Don't change the default language: 

make redactions. 
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Staffing Letter: Self-requests 

Open or Closed 

Se f-requesters are able to download 
some of their ELlS content. 
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Top of Staffing Letter (all self-requests) 

Delete the first 
part of the 
second bullet 
(shown in 
strikethrough) 
Replace it with 
the sentence 
(shown in ) 

\IBMORANDCM FOR: 
ESC 
7~ Tfl\\~R \\TT.Dr:"!IJ SHf'fT 
sT ALBA.'\S, \T osr:g.ooo: 

f-."RC FO[A PA 

Change the word 
"Alien" to ! 
and replace the A 
number with the 
IOE number 

"·"· _'l'f'T ' ' 'I ·• . >. ' ' \~r·'tl''l'"l ' ,,f~ fl!"t'1!•11H n! !l:l"ilii;!IH 001 .. l't.l'if'} "'l']l"l"([it{"•] i~ ~ tU ',ilhil 

~ ;::=::··.--· 

Subjtct :·Jan:e: Plentt:Noaya 

1 he il.!fachcdt01A PA rc·p.cst is forv,11rckd ~o yom office h· tctioL )Jc to the s1;bjcr: man::r. thCJ"c.ts 1 

~1igh pmbabJity yQu;· vthcc '"i!l hr.-c [(I:Dril~ :cipoJtsio·c :v the rcquc~t. 

• P~mt Cl111ciud a tlwro~~h search ii:·r 1ll Il3pc>nsi-rc r~cmds jhy~ically in, a.::!d within tht fJnctiD::il.t 
puni~w of yc·Jr c.mct. 

B ,__ ' ' ' ' 1 ; )' ' '" 'h' '' ,. ' ' ' ' . ' • racict at:v aocurumt~ or~or:ton; rn~reo: t 1at ''O'J ~e l\'"'e sn•)r;.j D~ \'Ill 1~:~ . .:. . !t'm mr..u~.~c a tr-:.;! 
e-:ylanmivn f(<r yvur ~ctiN:. n, FOIA Staff nillll(lt release th(IS~ items w !ndicatc\lll'itbo-llt 
further dimmion with you. 

• Conra~: tbi3d:ce should y~·J e:ipect y0u.r~en:h 1i::~l~ tv ex~e-ed :hree hou:-s or tht l'1tQl n"Jmterc.f 
pag(s !.::· cx.cccll50, 
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Part 2- Bottom of Staffing Letter (all cases) 

. ' i'~ of' • tl"'''l''"""''"' -~-~~f" -:ru-,(1 '1'1~(11-~..J ... -,.~=-- .,.1 J J J J .... -] , ;~.,..,.,, , •. ~.... .u~~/ .. H.I;,...;l• ,\J~. ~•www~o1..• 

·7 1 ~:::·~'·terri<····........ . .................... , ..... ~ ........... , ............ , ..... C: hang e the word ,-~f ...... ~,.-..~,;,;"'"'"'~ ., 

I a: fOLtTA orrrer 

Dait: __ _ 

:IJ~; of c~t:cm ;eucl. ·ime f!:edei ll ret~~ fen: ;1:1~~~ ~.ater. ~. . . 

"Alien" to "IOE " I 

and replace the A 
number with the 
IOE number 
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Acknowledgement Letter: 
Self-requesters- Open or Closed 
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Ack Letter for Self-requesters: Open or Closed 
Y:~1r req:te~t.ls ·,d11~ hndkd unie1 thtpmrlsi,)ns of ;he Freedom ofl11fmmaticn Acti:~ USC. ~ ))~}. 
it has beet assigned tidolloc,ing control number NJ.Cl:i!j;O(Q!j}) Please cite this mk m rll futux 
corrtsooLd~rco about 10ur request, 

'\' . ' . .. ' d 1' k \' h ' i· e re~prnd tor:G
1
Ues:&Dn a :!r51·1n. flrst-Jut ~as:s Jlr c:n a m1~ h·t:]c ·s?ttm. . DUrra_ur~t a !:etn 

I ,, j ' k'! -'·'' '' •I. ,,, J ' pmtl ii1 t l~C1)lliplr.-: trac \ !'CCI\: .. .J. i m.: liM.Y WlSll :c•.natrO\',' y·Jill' re:ptst to l SWihc ~~CUIJ[.:l! n 
mden tt digbk fJ· tl:tt'"r~r track. To do w, please 'tnd a writte:mcmt icentiir'ugthe rpdic 
domnent Stlughi. to tbndi!rm ;bw. We ~<'illnchiyyou if::ourt~ptst s placed i:r the silrrltl~ck. 

ln acc~rdmce ilitbDcpa.'"tnm:tofHomeland s~curity ?.egula:iQns It CI.R. ~ )Ji c))~ ycurm_uest ~ 
j ' ' ' . b ' ~I '~~ •' ~ : uee::nect tconstmnt' lll a;Eement top:t:,: ny tees tnt n11y e ::ttu~tLDlt 1p io b,IJU. rm nH} .. ot 
cha.rgtd !or sea::hingfor r~ords S}Jght at the re;pectir~ der!eat profe~sioDl md Drmn{geri~l=-a.t~s of 
IUD 17.00 110.:~ pmuarter hout, and :cr duplbatiotd copies at thu~e of ).1 0 per ccpr The tlw 
\i)(l ~oFi~ cr:d I"W{t homs J~· starrh iimeare :wt{harge~ ana ~te~mai[iJg conlJind ch1rges for 8e1n:h 

ani durlkati,Jan:csl ~xed it til) be:'crc we'd' d:ar;c vou m ftts. ~[D&t rrque;ts do mt requireillw 
fee1:. hcwtve:. i:' J~es in e!:ce!1 ofS25. QO 1re requireL wt: \ii ~t01il\ you h-eforeianC. 

. ' ... )'' :.·.·.',· .. ·: · .. ···.'.'·.•·,·., .. •.·.' : '' ""'' . ' ...... ·-:.: .-: ... ' ··::': '.·,, .. Please insert (cut 
and paste) this 

··· · &:~~.: .. ~'"''''jpnguage below the 
,,:· ······· fees paragraph-

· .. · ·)f' .. 1 .. : .. : : 

',' '.'. '.:•..-:. 

·:I' ":' :;:· 

tells the requester 
' •·' :·.:!: "> '::; ;· :' :~;":~ '' ' <':i-: "; 

what he or she can : ... ' 
. ' :· ' ' ... :: ' ;· .:. ' :' ' ',.- download 
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No 
change 
to 
second 
page 

USC IS no longer collects Social Security Numbers in comection with FO!A or P A reque~s. When 
forwardmg to us my doc\lllentsrelated to yow request, please ensun ~ S oci~ Security Numbers on 
the domn enls !e blanked out ~ removed 

TheN atio~ Rec~ds Cen!er (NRC) has the responsibility to eiiS\I!e that paso~lyrdentifiable 
inf~matim (PID perlaicing to U.S. C itizenilip and lmmigratim S emces (USC!~ eli ents rs protected. 
In our efforts to safeguard this infonn atio~ we may request that aildrtio~ illfonn.atim be pro~ded ID 
facilitate 8lld correctly idtnti~ recrrds responsive to yow rerpe~ Though submission of this 
infocmatim ic volt!tll~y, without !hie information, yocue<pect may be delayed wl:ile aclcltional ciopc ~ e 

taken to e!ISure the correct resp onm records are located and processed. Further, if we are llll!ble to 
posrtively idtntifythe su*ct of the record we may be unable to pro~ de recordsresponsive bJ your FOIA 
reque~. 

Y oumay check the ~a\1~ ofyom FOIA reque~ oruine, at www us cis ~v. Click on "FOIA Request 
Status Check" located on the left side of the web page under "Other Services", and follow the inslructions. 
If you have ~ questio!IS concerrung j"OUI pending FOIAIP A request, or to check the st~us of a pending 
ap~ication or petitio~ please call TheN ational Cus!Dmer Ser~ce C e!lter at 1-800-JJJ -l283. Please be 
aware that lh.e N ali mal Record:; Center no longer acce¢s FOIA~ A related que slims clrectiy by phone. 

All FOIA!P A related request1 including address change1 must be submitted in wriling and be signed by 
the requester. Please include tha control n'llllb~ h~ed above on all conespmdence wil~ this office. 
Re<pet• m 'l' be moiled to the FOIA!PA Officer o\ the PO E ox litod ot the top of the 1ett~hco~ or ocn\ 

by fax to ~ 16) JJO.JJ8l You may also submitFOIAIP A r~atedreqU~~s to ow e-mail ad~ess at 
uscisJora@uscis. dhs. gov. 

Sincerely, 

Jill A Eg~eston 
D~ecror, FOIA Operatio!IS 
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Staffing Letter: Atty-Rep-Others 
Requests 

Open Cases QDJ:y 

(same as all Self-requester cases) 
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Top of Staffing Letter: Atty-Rep-Others (Open) 

Delete the first 
part of the 
second bullet 
(shown in 
strikethrough) 
Replace it with 
the sentence 
(shown in ) 

\IBMORANDCM FOR: 
ESC 
7~ Tfl\\~R \\TT.Dr:"!IJ SHf'fT 
sT ALBA.'\S, \T osr:g.ooo: 

f-."RC FO[A PA 

Change the word 
"Alien" to ! 
and replace the A 
number with the 
IOE number 

"·"· _'l'f'T ' ' 'I ·• . >. ' ' \~r·'tl''l'"l ' ,,f~ fl!"t'1!•11H n! !l:l"ilii;!IH 001 .. l't.l'if'} "'l']l"l"([it{"•] i~ ~ tU ',ilhil 

~ ;::=::··.--· 

Subjtct :·Jan:e: Plentt:Noaya 

1 he il.!fachcdt01A PA rc·p.cst is forv,11rckd ~o yom office h· tctioL )Jc to the s1;bjcr: man::r. thCJ"c.ts 1 

~1igh pmbabJity yQu;· vthcc '"i!l hr.-c [(I:Dril~ :cipoJtsio·c :v the rcquc~t. 

• P~mt Cl111ciud a tlwro~~h search ii:·r 1ll Il3pc>nsi-rc r~cmds jhy~ically in, a.::!d within tht fJnctiD::il.t 
puni~w of yc·Jr c.mct. 

B ,__ ' ' ' ' 1 ; )' ' '" 'h' '' ,. ' ' ' ' . ' • racict at:v aocurumt~ or~or:ton; rn~reo: t 1at ''O'J ~e l\'"'e sn•)r;.j D~ \'Ill 1~:~ . .:. . !t'm mr..u~.~c a tr-:.;! 
e-:ylanmivn f(<r yvur ~ctiN:. Th' FOIA Staff nillll(lt release tht~s~ items w !ndicatcllll'itbo-llt 
further dimmion with you. 

• Conra~: tbi3d:ce should y~·J e:ipect y0u.r~en:h 1i::~l~ tv ex~e-ed :hree hou:-s or tht l'1tQl n"Jmterc.f 
pag(s !.::· cx.cccll50, 
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Part 2- Bottom of Staffing Letter (all cases) 

. ' i'~ of' • tl"'''l''"""''"' -~-~~f" -:ru-,(1 '1'1~(11-~..J ... -,.~=-- .,.1 J J J J .... -] , ;~.,..,.,, , •. ~.... .u~~/ .. H.I;,...;l• ,\J~. ~•www~o1..• 

·7 1 ~:::·~'·terri<····........ . .................... , ..... ~ ........... , ............ , ..... C: hang e the word ,-~f ...... ~,.-..~,;,;"'"'"'~ ., 

I a: fOLtTA orrrer 

Dait: __ _ 

:IJ~; of c~t:cm ;eucl. ·ime f!:edei ll ret~~ fen: ;1:1~~~ ~.ater. ~. . . 

"Alien" to "IOE " I 

and replace the A 
number with the 
IOE number 
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Ack Letter: 
Attorney /Representative/Others 

Requests 

Open Case Q!JJy 
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Ack Letter for Atty-Rep-Others: Open Only 
Y:~1r req:te~t.ls ·,d11~ hndkd unie1 thtpmrlsi,)ns of ;he Freedom ofl11fmmaticn Acti:~ USC. ~ ))~}. 
it has beet assigned tidolloc,ing control number NJ.Cl:i!j;O(Q!j}) Please cite this mk m rll futux 
corrtsooLd~rco about 10ur request, 

'\' . ' . .. ' d 1' k \' h ' i· e re~prnd tor:G
1
Ues:&Dn a :!r51·1n. flrst-Jut ~as:s Jlr c:n a m1~ h·t:]c ·s?ttm. . DUrra_ur~t a !:etn 

I ,, j ' k'! -'·'' '' •I. ,,, J ' pmtl ii1 t l~C1)lliplr.-: trac \ !'CCI\: .. .J. i m.: liM.Y WlSll :c•.natrO\',' y·Jill' re:ptst to l SWihc ~~CUIJ[.:l! n 
mden tt digbk fJ· tl:tt'"r~r track. To do w, please 'tnd a writte:mcmt icentiir'ugthe rpdic 
domnent Stlughi. to tbndi!rm ;bw. We ~<'illnchiyyou if::ourt~ptst s placed i:r the silrrltl~ck. 

ln acc~rdmce ilitbDcpa.'"tnm:tofHomeland s~curity ?.egula:iQns It CI.R. ~ )Ji c))~ ycurm_uest ~ 
j ' ' ' . b ' ~I '~~ •' ~ : uee::nect tconstmnt' lll a;Eement top:t:,: ny tees tnt n11y e ::ttu~tLDlt 1p io b,IJU. rm nH} .. ot 
cha.rgtd !or sea::hingfor r~ords S}Jght at the re;pectir~ der!eat profe~sioDl md Drmn{geri~l=-a.t~s of 
IUD 17.00 110.:~ pmuarter hout, and :cr duplbatiotd copies at thu~e of ).1 0 per ccpr The tlw 
\i)(l ~oFi~ cr:d I"W{t homs J~· starrh iimeare :wt{harge~ ana ~te~mai[iJg conlJind ch1rges for 8e1n:h 

ani durlkati,Jan:csl ~xed it til) be:'crc we'd' d:ar;c vou m ftts. ~[D&t rrque;ts do mt requireillw 
fee1:. hcwtve:. i:' J~es in e!:ce!1 ofS25. QO 1re requireL wt: \ii ~t01il\ you h-eforeianC. 

. ' ... )'' :.·.·.',· .. ·: · .. ···.'.'·.•·,·., .. •.·.' : '' ""'' . ' ...... ·-:.: .-: ... ' ··::': '.·,, .. Please insert (cut 
and paste) this 

··· · &:~~.: .. ~'"''''jpnguage below the 
,,:· ······· fees paragraph-

· .. · ·)f' .. 1 .. : .. : : 

',' '.'. '.:•..-:. 

·:I' ":' :;:· 

tells the requester 
' •·' :·.:!: "> '::; ;· :' :~;":~ '' ' <':i-: "; 

what he or she can : ... ' 
. ' :· ' ' ... :: ' ;· .:. ' :' ' ',.- download 

349 

AILA Doc. No. 16102838. (Posted 10/28/16)



No 
change 
to 
second 
page 

USC IS no longer collects Social Security Numbers in comection with FO!A or P A reque~s. When 
forwardmg to us my doc\lllentsrelated to yow request, please ensun ~ S oci~ Security Numbers on 
the domn enls !e blanked out ~ removed 

TheN atio~ Rec~ds Cen!er (NRC) has the responsibility to eiiS\I!e that paso~lyrdentifiable 
inf~matim (PID perlaicing to U.S. C itizenilip and lmmigratim S emces (USC!~ eli ents rs protected. 
In our efforts to safeguard this infonn atio~ we may request that aildrtio~ illfonn.atim be pro~ded ID 
facilitate 8lld correctly idtnti~ recrrds responsive to yow rerpe~ Though submission of this 
infocmatim ic volt!tll~y, without !hie information, yocue<pect may be delayed wl:ile aclcltional ciopc ~ e 

taken to e!ISure the correct resp onm records are located and processed. Further, if we are llll!ble to 
posrtively idtntifythe su*ct of the record we may be unable to pro~ de recordsresponsive bJ your FOIA 
reque~. 

Y oumay check the ~a\1~ ofyom FOIA reque~ oruine, at www us cis ~v. Click on "FOIA Request 
Status Check" located on the left side of the web page under "Other Services", and follow the inslructions. 
If you have ~ questio!IS concerrung j"OUI pending FOIAIP A request, or to check the st~us of a pending 
ap~ication or petitio~ please call TheN ational Cus!Dmer Ser~ce C e!lter at 1-800-JJJ -l283. Please be 
aware that lh.e N ali mal Record:; Center no longer acce¢s FOIA~ A related que slims clrectiy by phone. 

All FOIA!P A related request1 including address change1 must be submitted in wriling and be signed by 
the requester. Please include tha control n'llllb~ h~ed above on all conespmdence wil~ this office. 
Re<pet• m 'l' be moiled to the FOIA!PA Officer o\ the PO E ox litod ot the top of the 1ett~hco~ or ocn\ 

by fax to ~ 16) JJO.JJ8l You may also submitFOIAIP A r~atedreqU~~s to ow e-mail ad~ess at 
uscisJora@uscis. dhs. gov. 

Sincerely, 

Jill A Eg~eston 
D~ecror, FOIA Operatio!IS 
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Staffing Letter: Attorney /Representative 
Requests 

Closed Case (exception) 
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Staffing Letter: Closed case Atty-Rep-Others 

fROM: 

SCBJECT· 

ST ALBk\S. YT 051'9-0001 

ATTN: via em.<nl 
rs·· r·J' ·- -"0 ·, "'- 1).'\!_lL~-~- . 

l'-;'RC fOIAPA 

h:dom oilnfonnafit'n ·'Prine,- Act Rcaucst NRCOiJ20GGOO 

Replace the 
word "Alien" 
with ! E 
and replace 
theA number 
with the IOE 

%<:m>w,!:'=~""'-'!='=~""'-'!:~r!W,!:'=~""'-'!='=~""'-'!=~r;w,_<:::~.;;l}\\lien 
" 

' ' 
=:: 

number 

Subject Xame: Plent~ Ngnya 

I 
Th~ att~rhrc1FOl A ·pA rrq1:r"t i~ t~lnl.'fldl'-1 i11 ~h~mnfrl~r for af'lkm T}nr !t1 tht~nhjrrt -mttff, tht'rr i~ fl 
high prcbabilily your oftlce \rill h~i·c rrcord3 res~cmire !otic re~t:e&t 

'1 .' ''''1. ''11' ''1'1''1 ' .. :d~c l'UHJ;~d a ttltl!l!IJI:i,t! ~ca11.:n tu1 d. Jc~ucmJvr :a:L11m tJr.v~;(a. v m, dmi w!I.JuJ l Jc 1 ~mdi01Jd '" . ' . ..· 

• Seni J copy oi :.ll resptJnsire docum~nts to the HIIA ot11ce in thdrmtircty. DO ~OT MAKE 
REDACI!O!iS. 

B k . . h ... . I' ' 'jL . 'h . ' P' . ' . I .. • rae e~ m>:' Co~uments 0£1}1)ttvns 1 mot that •.;0u b~ ·1ew ~n0"J1 t..'e ~;·1tn ,el\1. J~a£HltlU~e a ::meJ 

~X1Jlamt:o~fiJ.r yDuraC"tion. Th€ FOU Staff ~·m not rE'I.e.m th(l~e itenn so indicate-d Ritheut 
further discusdon with ~(Ill. 

• Contact tlu~ off1C'e shl}uld ~·ou exp:et your se-arch hrne :c exceed :h1ee homsor the:otal :mmbe1 ·Jf 
pages tJ e:-cceed 250. 

• Doc·urue:ltthef:etaih vf your sear~h ar:d 6enumhei ofhours:equireci iD ccn:plet~ it on page 2. 
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Second Page of Staffing Letter (Atty-Rep-Others) 

Fue~~ :i~.]r[!J.O~I:i'!Ci'l.tl~e~!tJITI:~~:mmi Change the word 
:~ :ci~!~JIE:,:; '!'"""'''''''''''"''''''''"''-'"''"''''''''"''"''-·,,,,,,,,,,,,,:":tAli en" to "I 0 E," 

Dan: ---

j; ( f'~Jllli:i~ ~((llfll'm'ff! kc!le(tei'Ul\ \rid! t'C'Ji1 . . 

and replace the A 
number with the 
IOE number 

(same in all cases) 
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Ack Letter: 
Attorney /Representative/Others 

Requests 

Closed cases QI]Jy 

There are no changes to the Ack letter! 
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ELlS Staffing I Ack Letter Decision Table 

Requester/Case Status? Staffing Letter 
Add IOE number and 

Self-Request: Open (Accepted, Optimized insert- "Send a copy 
or Reopened) of the on-demand ... " 

Self-Request: Closed 

Third Party (including Ally/Rep/Others)
Open 

Third Party (including Ally/Rep/Others)
Closed 

Add IOE number and 
insert- "Send a copy 
of the on-demand ... " 

Add IOE number and 
insert- "Send a copy 
of the on-demand ... " 

Add IOE number only 

Acknowledgment Letter 
Insert the language that begins, 
"From the USC IS Electronic 
Immigration System (ELlS) ... " 

Insert the language that begins, 
"From the USC IS Electronic 
Immigration System (ELlS) ... " 

Insert the language that begins, 
"From the USCIS Electronic 
Immigration System (ELlS) ... " 

No change to 
Acknowledgement Letter 
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Next Steps 

ESC or SSC Scans ELlS result into 
FIPS 

Processor analyzes and redacts, if 
necessary 
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NRC Search- PCQS Result for ELlS Record 
Details for Person 

iAJmissor ::C 

: Sxia: 3eo;rtt !lu:n'/e' 
: Rece:~r :;~~mer 

:caseDet:uls 

(b)(6) 

; R~~i[t'i~~m;·e;··--...... --....... --............... --....... --............... --....... --....... --........ , , ... --

: ~,~~i-':~1='~;·-·_······· __ ·_······_· __ ·······_·_·_······· __ ·_······_· __ ·_······_·_·_······· __ ·_······_· __ ·_······_· __ ·······_·_·_·1~ ·································l~·.·.·~· .. · ... -~-.. ·.·.·.-~.·.·.·.-~-.. · ... -~-.. ·.·.·.-~.·.·.·.-~-.. ····-·····-····-
:_!~~:rr.~.OE5_i_a~~~::.'~~~---- -------------------------------------- • • ---- ---- ---- ---- ---- ---- ---- ---- ----
; R::if CJCe Pr.mlri A;!;1i,:m. 
>-··-··-·--·-·-- ·····-··-·--·-·--·-··-··-·--··-·--·-··-··-·--··-·--·-··--·- -··-·--·-··--··- ·-··-·--·-·--·-··-··-·--·-·--·-··-··-·--·-·--·-··-··-·--··-·--· 

, ___ -----· ·--- ·-· 
i Cas: S:~t~i 
! Ca1e S.t:StJ.tllS 
L-------------------

: ~~~~.!~t.~. Cvjt 
,,,~,~ ~ .:-.n oo ,",,M 
; VGJv "-'""ff"~ ~ -'.JC 

! Case ~ol1t;%~D AmE ~1\C::ct:e: 
i""" 

:_~~ ~~-~::~~-::0:~j?.!,~f ~S:~~~ ............. ·----· ... ·----· ........... ·----· ... ·----· ........... ·----· ... ·----· ........... (b) ( 6).. . . _ 

~DSi~IC-oOO ........................ ............ : ............. : 
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NRC Search- PCQS Result for ELlS Record (cant) 

(b)(6) 

J;.mu:zn:,9J:~n;; 

J' -29-2J1~(:2 ~ 4~ Phi 

!C(t~~:_J:· ---------~-- ______________________________________ C_~~e_E_i:tt_<; __ i~f:::r::t:l·)~~ ________________ f~is_: _______________________ _ 

: ~-'-:_:u~_:>f.il~i S_;~_:csp_~~~~-·Jee:,y ftat':lt~:__ -:~;~_ E':;!:_:':!',' It ictr1<:!!,:.r· :·:~:'" 

:.~~9.:.'.':~-~--~Y.9.'~Kf1 C!m i:C!lii·JI12·Jd"o· ···············································-~-~-~-~-~-':.E'i':~! irkrcMtcr, .: ... :.·_-_-_: ____ -_-_-_-___ C]·_-_:_ -

'icSCS ACSOKIO 
'k~:t-a J::rr?.ltere 
: k~c)r.j !l:rrl.:2~ 

Lega:n<.'l:e 

~-t'le~ 

US.\ 

5Ri', 

:_M 

:_M 

·J?-19-
2::: 2 

:J~-03-
2"' _, 
'" 

LJoWav.o 
Croa~H 

c,qo~.KE?, 

EUS 

;: :;;, ._,_,, 

~:-:;~~~ 

: .. r::T:r.: 

i=irsi!lame 

~:t~·J~ 

K~RDLD 

(b)(6) 

~:1}~ 

VmcJi~d 

N0: 
va:ica1ed 
No: 
·-;e:;;ate:J 

~u: 

·-;o:!:ateG 
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What's next for ELlS? 

• Fall timeframe- Form 1-90 (Application to 
Replace Alien Registration Card) 

• Self-requesters and Attorneys will be able to 
access less information from ELlS than they 
can now 

• This is tentative and subject to change! 
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Quiz 
1. What is the A number range that you staff the request to 
SSC? Why? 

2. What 3 "Case States" tell you that a case is open? 

3. How many "Case States" tell you the case is closed? 
What are they? 

4. What is the "exception~" and what do you do differently 
with the case? 
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" U.S. Citizenship 
. : and Immigration 

Services 
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FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

February 5, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information. See your supervisor if you have any questions about 
bulletin topics. 

PROCESSING THE IBIS RESOLUTION MEMORANDUM 

You will often find this document in the file following a Record ofiBIS Inquiry (ROIQ) 
printout. Whoever signs this document (see below) is acting in a law enforcement 
capacity. Please fully withhold this document (b )(2) if applicable, (b )(7)(C) and 
(b )(7)(E), if processing under the FOIA Fully withhold (k)(2), (b )(7)(C) and (b )(7)(E) if 
processing as a P A. 
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(b)(7)(e) 

IBIS RESOW110A MBIORANIJFM 

v~<t tk)>3-~>~ o1 H~l ~~rttr 
PJ\ ll.M ~!A-U 

Un""!~. N~ !!t~:•!.$!1 

U.S. Cit:izen'lll ip 
.md lmmtgr.uion 
Senices 

• The USC!S FOJA Processmg Guide will be updated to reflect this change. 
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(b)(7)(e) 

SUBPOENAS/COURT ORDERS 

If you pull a new request that is a subpoena or court order, please close it as an ER (see 
exception below). Send a message to the NRC, FOIA PROGRAM mailbox providing the 
REQ number and information indicating the request was a subpoena or court order. 
These requests are currently being addressed by the NRC Program Office. Any subpoena 
or court order a creator encounters should be given high priority. NRC, FOIA 
PROGRAM should be advised as soon as possible, or contact your supervisor for 
guidance on how to proceed. 

EXCEPTION! At times USCIS Chief Counsel directs us to process a subpoena or court 
order as a normal FOIAIPA request If that happens, we will attach a "Scan as New" 
sheet and scan the e-mail from counsel into request supporting documents or case 
supporting documents. Please review all supporting documents before you close as ER. 

• The USCIS FOJA Case Create Guide will be updated to reflect this change. 

FRAUD REFERRAL SHEET 
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(b)(7)(e) 

fraud Ref errol Shed 
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REFERENCE REQUEST SHEET FOR ARCIS OUT OF SCOPE 

Please out of scope the ARCIS Reference Request Sheet if you see it in responsive 
records (example follows). It is not part of the alien's file. 

• The USC!S FOJA Processmg Guide will be updated to reflect this change. 
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PROCESSING STUDENT AND EXCHANGE VISITOR 
INFORMATION SYSTEM (SEVIS) DOCUMENTS 

Do not refer SEVIS documents (see example below) to ICE. Please process them 
accordingly_ 
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• The USCIS FOIA Processmg Guide will be updated to reflect this change 
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SUPPORTING DOCUMENTS OR EXHIBITS SUBMITTED WITH I-129F OR I-
130 

If you are processing an I-I29F or 1-130 petition (whether it's in an A-file or a receipt 
file) 

• with the consent of the beneficiary, 
• but without the consent of the petitioner, 
• then protect the PII of the petitioner in any attached exhibits the same as 

you would protect the PH of the petitioner in the left-hand column of the I-
129F or 1-130, (such as withholding in full the petitioner's Resident Alien 
Card, or partially withholding the petitioner's W-2's), 

• unless the FOIA requester is the same attorney as the attorney who filed 
the petition AND there is a G-28 within the file signed by the petitioner 
showing representation by that attorney. In such a case, release the PII of 
the petitioner to the attorney. 

Note: Documents filed with the court, or that have been served on the subject or their 
attorney/representative do not fall under this rule. 

This will replace the paragraph entitled EXHIBITS SUBMITTED WITH PETITIONS 
OR APPLICATIONS CONTAINING PII in the USCIS FOIA Processing Guide 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 

FINGERPRINT CARD REMINDER 

Please do not treat the fingerprint card as an ICE document. Evaluate whether or not the 
individual taking the prints is a member of law enforcement. If the individual is a 
member oflaw enforcement, and the case is processed as a FOIA, please redact the name 
(b )(7)(C), and (k)(2), (b )(7)(C) in a PA case. 

TITLE/SUBJECT TYPE OF FOIA PA 
TYPE INFORMATION EXEMPTION EXEMPTION 
Fingerprint Card Name of individual taking (b )(7)(C) (k)(2) and 

I prints (if law enforcement) (b )(7)(C) 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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FEE WAIVER REQUEST CLARIFICATION 

Please ensure that the requester specifically asks for a fee waiver request before checking 
the fee waiver box_ Merely having a DOJ fee waiver form included in the package is not 
sufficient. 

• The USCIS FOIA Case Create Guide will be updated to reflect this change 
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FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

February 12,2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information. See your supervisor if you have any questions about 
bulletin topics. 

CHANGE TO EXEMPTION lbll2l 

Since the National Records Center no longer redacts records under the "low" portion of 
Exemption (b )(2), the exemption has been revised to read: 

"Exemption (b )(2) as applied by USCIS protects predominantly internal rules, procedures 
and guidelines, the disclosure of which would present reasonably foreseeable harm to an 
interest of the United States, such as a significant risk of circumvention of statutes or 
agency regulations. The types of documents and/or infonnation we have withheld under 
this exemption may consist of operating rules, guidelines and techniques for identifying 
law-violators, internal agency security techniques, law enforcement training procedures, 
or guidelines and manuals of procedures for examiners and adjudicating officers." 

This change is effective immediately. If you use auto text, please replace the (b )(2) 
exemption to reflect the change. 

The new exemption can be found at either 0:\Foia\FOIA LffiRARY\Case Processing 
References\Case Processing References/Exemption Phrases or 0:\Foia\FOIA 
LIBRARY\Case Processing References\Case Processing Template Letters/FOIA Final 
Action. 

• The USC IS FOIA Processing Guide will be updated to reflect this change. 

PROCESSING US PASSPORTS 

Effective immediately, we no longer refer US passports to the Department of State. 
Please process US passports accordingly. 

• The USCIS FOIA Processing Gwde will be updated to reflect this change. 
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REFERRING DOCUMENTS BELONGING TO NVC 

Although the letter head on the document below reads United States Department of State, 
this document was issued by the National Visa Center, and should be referred to them for 
processing. The NYC's address appears immediately below the State Department 
address. All other documents with the NYC's address will continue to be referred to the 
Department of State. 

Please don't forget to change the term "another government agency" to the National Visa 
Center in the Final Action letter. A sample of a referral letter, the referral list dropdown 
box, and a paragraph from the Final Action Letter are found below. 
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FROM 

MEMORANDUM FOR 
National Visa Center 
Kyla Kelly 
Congressional Liaison 
Attn: Congressional Unit 
31 Rochester A venue, Suite I 00 
Portsmouth, NH 03801-2914 

T. Diane Cejka 
Director 

tS, !>~vartnlt'lli M HmU<'hlljd Stcurily 
P_O.Box648010 
Lee's Summit, MO 640&-1-8010 

tSI'l(, U.S. Citizenship 
~~; and Immigration 
;l:'"'·l·" 1 ;,""~ Services 

Subject: FOIAIPA Referral/Consultation 
FOlAIPA Control# 

X l_ Documents originated by your agency are being referred to you for review and 
direct response to the requester. 

X There are 1 UNCLASSIFIED documents consisting of a total of 1 page_ 

2. Documents originated by Immigration that contain infonnation furnished by your 
agency are being referred to you for consultation_ Please review your 
infonnation that has been outlined. 

X We have no objection to the release of Immigration infonnation; therefore 
please respond directly to the requester with your determination and 
provide us a copy of your response. 

X 3_ We have advised the requester of this referral to your agency. 

4. We have not advised the requester of this referral to your agency. 
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X 5_ A copy of the request is enclosed for your convenience_ 

6_ Please see the attached page(s) for additional infonnation_ 

Please selec:t the government agency to which you 
would like to refer this selection 

:NVC: National Visa Center 

Response-
,. rrii·re·c"t"iY"tO ... R·e·q·u·e·s"t"e-~ 
,, flack to DHS FOIA 

... Notification ... 

~~~ Name of Government Agency Beleased 

Name of Government Agency Withheld 

QK 

We have completed the review of all documents and identified 157 pages which are 
responsive to your request Enclosed are 128 pages released in their entirety, and 23 
pages released in part. We are withholding 5 pages in fulL In our review of these pages 
we have determined that they contain no reasonable segregable portion(s) of non-exempt 
infonnation_ We have referred I page to the National Visa Center for their direct 
response to you. We have reviewed and determined to release all information except 
those portions that are exempt pursuant to 5 U S.C. § 552 (b )(2), (b )(5), (b )(6), (b )(7)(C) 
and (b )(7)(E) of the FOIA. 

• The USCJS FOJA Processing Guide will be updated to reflect this change. 
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FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

July 9, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information. See your supervisor if you have any questions about 
bulletin topics. 

WHAT IS A NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION (NARAl REQUEST? 

The National Archives and Records Administration has designated alien files as 
permanent records for the Federal Government, ensuring their retention indefinitely. As 
with all permanent records of the Federal Government, ownership and physical custody 
of the record is transferred to NARA at a designated point and NARA becomes the 
custodian of the record. Once the record is transferred to NARA, anyone who wants 
documents out of the file will have to file his or her FOIA request directly with NARA. 
The "magic date" for alien files to be turned over to NARA is when the subject of the file 
passes I 00 years of age. The NRC has begun the process of transferring the targeted files 
into the custody ofNARA. 

As a result, case creators need to pay close attention to those cases in which the subject of 
the file was born before 1909, particularly if the request does not meet the criteria for a 
genealogy case. The complete list of criteria can be found in the section entitled 
Genealogy Program in the FOIA!PA Assistant's Guide. 

For example, the requester writes in and makes the following request 

"I want the records of Joe Crab, date of birth, March 22, 1899_ Mr. Crab naturalized in 
1957 and died in 1969. Enclosed is proof of his death and alien number'' 

Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; 
however, since he was naturalized in 1957, he does not meet the prong of having no 
documents in his file dated after 1951. If you are creating a case and the subject of the 
request is 100 years of age or older, but the person DOES NOT fully meet the criteria for 
a genealogy case, please pay special attention to NFTS. IfNFTS shows that the a
number has been retired to NARA, it means we have turned the records over to NARA 
permanently. The requester will have to send a request to NARA. Please select FINAL 
ACTION OPTIONS when creating the Acknowledgement Letter, select NA and replace 
the nonnal Acknowledgement Letter with the NARA Historical Record Letter located at 
Q_;\f._p.!_~\f.QIA_LIB..MR.Y\C..~.~~u:r~a.t.~-R..~f~r~n~~-$.\Ca.~-~-Cr~MLT~mp.l.a.t.~-L~t.t.~r.$./Hi.$.1 
orical Record Letter. 
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IfNFTS still shows a shelf location within NRC (or any other office), staff for the file 
accordingly. 

• The USCIS FOIA•PA Processing Gmde will be updated to reflect this change. 

PROCESSING THIRD PARTY DOCUMENTS BASED ON G-28 IN 
THE FILE 

A petition submitted for a benefit, if submitted by an attorney, will often be accompanied 
by a Form G-28 for each party. The G-28 is valid only while the benefit requested is 
being adjudicated and does not carry over to other actions. As a result, when processing a 
subsequent FOIA request from the beneficiaty, we cannot rely on the previously 
submitted G-28 in order to release personal infonnation pertaining to the petitioner. 
Unless the FOIA request contains consent of both parties, the processor must withhold 
sensitive or personally identifiable third party information. 

For example, an attorney files an 1-130 with the agency. He represents both the petitioner 
and the beneficiary in the filing and submits G-28's for both parties with the 1-130. He 
files a FOIA request 12 months later, but includes with his FOIA request consent from 
the beneficiary only. You cannot release the infonnation of the petitioner to the attorney, 
even though the petitioner's infonnation was originally submitted by the same attorney. 

THIRD PARTY DOCUMENTS BELONGING TO ANOTHER 
AGENCY 

Please out of scope any third party documents that belong to another agency. This policy 
also applies to other agency's documents that you cannot positively identify as belonging 
to the subject. For example, if you have a document belonging to Manuel Gonzales (the 
name matches your subject of record), but the date of birth provided by the requester does 
not match infonnation in the file, out of scope the document. IfUSCIS refers documents 
to an originating agency but the documents do not match the request and consent that are 
in the request, then the originating agency returns those documents to our office without 
action. There should be no exception to this rule. If you feel you have a case that would 
be an exception, please case note it clearly in the file or discuss it with your supervisor. 

• The USC!S FOJA Processmg Guide will be updated to reflect this change. 
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WHEN DO WE SEND REQUESTER DOCS OR CSD's WITH 
REFERRALS? 

Case creators review all new requests for legal sufficiency. They ensure that it contains 
all required documents and information to allow the request to be processed. When a case 
creator finds missing critical infonnation, the creator will send out for that information. 
Once we receive that infonnation, OA scans it into the case as either Requester 
Documentation or a Case Supporting document. These documents are often vital to 
determining whether consent is present and verifying that the correct records are being 
processed. However, when a processor refers documents to another agency, only the 
Request Letter and Request Supporting Documents automatically are printed and sent 
with the referrals. 

If the agency to which we refer the infonnation does not receive the critical information, 
they will send the entire referral back to us letting us know critical information is 
missing. Therefore, please do the following when you have a referral that has pertinent 
infonnation in Requester Documentation or Case Supporting Documents: 

1. Place an asterisk in paragraph one (example shown below)_ 

2. Include in your case note that you have alerted the OA room that more documentation 
is needed with the referrals and indicate which sequence the documents are found_ 
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• The US CIS FOIA ProcessmgGuide will be updated to reflect this change. 
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FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

July 16, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information. See your supervisor if you have any questions about 
bulletin topics. 

WHAT IS A NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION (NARAl REQUEST? 

The National Archives and Records Administration has designated alien files as 
permanent records for the Federal Government, ensuring their retention indefinitely. As 
with all permanent records of the Federal Government, ownership and physical custody 
of the record is transferred to NARA at a designated point and NARA becomes the 
custodian of the record. Once the record is transferred to NARA, anyone who wants 
documents out of the file will have to file his or her FOIA request directly with NARA. 
The "magic date" for alien files to be turned over to NARA is when the subject of the file 
passes I 00 years of age. The NRC has begun the process of transferring the targeted files 
into the custody ofNARA. 

As a result, case creators need to pay close attention to those cases in which the subject of 
the file was born before 1909, particularly if the request does not meet the criteria for a 
genealogy case. The complete list of criteria can be found in the section entitled 
Genealogy Program in the FOIA!PA Assistant's Guide. 

For example, the requester writes in and makes the following request 

"I want the records of Joe Crab, date of birth, March 22, 1899_ Mr. Crab naturalized in 
1957 and died in 1969. Enclosed is proof of his death and alien number'' 

Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; 
however, since he was naturalized in 1957, he does not meet the prong of having no 
documents in his file dated after 1951. If you are creating a case and the subject of the 
request is 100 years of age or older, but the person DOES NOT fully meet the criteria for 
a genealogy case, please pay special attention to NFTS. IfNFTS shows that the a
number has been retired to NARA, it means we have turned the records over to NARA 
permanently. The requester will have to send a request to NARA. Please select FINAL 
ACTION OPTIONS when creating the Acknowledgement Letter, select NA and replace 
the nonnal Acknowledgement Letter with the NARA Historical Record Letter located at 
Q_;\f._p.!_~\f.QIA_LIB..MR.Y\C..~.~~u:r~a.t.~-R..~f~r~n~~-$.\Ca.~-~-Cr~MLT~mp.l.a.t.~-L~t.t.~r.$./Hi.$.1 
orical Record Letter. 
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IfNFTS still shows a shelf location within NRC (or any other office), staff for the file 
accordingly. 

• The USCIS FOIA•PA Processing Gmde will be updated to reflect this change. 

PROCESSING THIRD PARTY DOCUMENTS BASED ON G-28 IN 
THE FILE 

A petition submitted for a benefit, if submitted by an attorney, will often be accompanied 
by a Form G-28 for each party. The G-28 is valid only while the benefit requested is 
being adjudicated and does not carry over to other actions. As a result, when processing a 
subsequent FOIA request from the beneficiaty, we cannot rely on the previously 
submitted G-28 in order to release personal infonnation pertaining to the petitioner. 
Unless the FOIA request contains consent of both parties, the processor must withhold 
sensitive or personally identifiable third party information. 

For example, an attorney files an 1-130 with the agency. He represents both the petitioner 
and the beneficiary in the filing and submits G-28's for both parties with the 1-130. He 
files a FOIA request 12 months later, but includes with his FOIA request consent from 
the beneficiary only. You cannot release the infonnation of the petitioner to the attorney, 
even though the petitioner's infonnation was originally submitted by the same attorney. 

THIRD PARTY DOCUMENTS BELONGING TO ANOTHER 
AGENCY 

Please out of scope any third party documents that belong to another agency. This policy 
also applies to other agency's documents that you cannot positively identify as belonging 
to the subject. For example, if you have a document belonging to Manuel Gonzales (the 
name matches your subject of record), but the date of birth provided by the requester does 
not match infonnation in the file, out of scope the document. IfUSCIS refers documents 
to an originating agency but the documents do not match the request and consent that are 
in the request, then the originating agency returns those documents to our office without 
action. There should be no exception to this rule. If you feel you have a case that would 
be an exception, please case note it clearly in the file or discuss it with your supervisor. 

• The USC!S FOJA Processmg Guide will be updated to reflect this change. 
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WHEN DO WE SEND REQUESTER DOCS OR CSD's WITH 
REFERRALS? 

Case creators review all new requests for legal sufficiency. They ensure that it contains 
all required documents and information to allow the request to be processed. When a case 
creator finds missing critical infonnation, the creator will send out for that information. 
Once we receive that infonnation, OA scans it into the case as either Requester 
Documentation or a Case Supporting document. These documents are often vital to 
determining whether consent is present and verifying that the correct records are being 
processed. However, when a processor refers documents to another agency, only the 
Request Letter and Request Supporting Documents automatically are printed and sent 
with the referrals. 

If the agency to which we refer the infonnation does not receive the critical information, 
they will send the entire referral back to us letting us know critical information is 
missing. Therefore, please do the following when you have a referral that has pertinent 
infonnation in Requester Documentation or Case Supporting Documents: 

1. Place an asterisk in paragraph one (example shown below)_ 

2. Include in your case note that you have alerted the OA room that more documentation 
is needed with the referrals and indicate which sequence the documents are found_ 
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• The US CIS FOIA ProcessmgGuide will be updated to reflect this change. 
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FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

June 25,2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information. See your supervisor if you have any questions about 
bulletin topics. 

ENFORCE I EARM SYSTEM PRINT REFERRALS 

Effective immediately, we are referring all ENFORCE system prints found in FOIA/PA 
cases to ICE. This decision came from a case we processed in which we released four 
ENFORCE system prints. Although some were difficult to read and quite dark, you 
could identify that they were ENFORCE system prints. The alien subsequently went to 
ICE, demanded clean copies and threatened a lawsuit. One of the released documents 
included narrative that could have impeded our removal of this alien. 

The only two exceptions to this rule are: 

1. If it was filed in a court case as an exhibit, release_ You must be able to prove that it 
was filed. Be sure to notate your proof in your case note. 

2. If it is an ENFORCE print for a third party, out of scope the document(s)_ Be sure to 
include this in your case note. 

Please pay extreme caution as you are processing and strive to make no inadvertent 
disclosures of these documents. Even if it is illegible/dark/hard to read, review carefully 
to see if it is an ENFORCE printout. You have been provided examples by your 
supervisors. If you do not have these copies, please see your supervisor. 

• The USCIS FOIA:PA Processing Guide will be updated to reflect this change_ 
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HELPFUL HINTS 

Completing the tasks of case creating and processing involves analyzing and 
comprehending a considerable amount ofinfonnation_ Due to the large volume of 
requests we handle, we sometimes make mistakes_ Most of our mistakes; no matter how 
minor, waste time, money and slow our production. Moreover, any mistake not caught in 
time has the potential to give our customer a negative impression of our agency. 

Therefore, we are adding a new section, entitled Helpful Hints, to the bulletin. These 
reminders will focus on the "minor" details we sometimes forget, but are needed to 
ensure both quality and efficiency. 

ADMIN QUEUE 

Case Processors send cases to the Admin Queue for various reasons. When sending 
cases to Admin, the processor must always insert a case note explaining why the case is 
being sent to that queue so that the administrator working the queue knows what needs to 
be done with the case. Cases that are sent to Admin without explanation will be returned 
to the processor so that a case note can be added_ 

CHANGE THE DATE OF THE FINAL ACTION LETTER 

If you get a case back from approver for any reason, please change the date on the letter 
to the current day's date. 

This is important because the requester only has 60 days from the date of the letter to 
appeal our decision. 

SUMMARY CASE NOTES 

1. When there are documents being referred and there are requester documents that 
need to go with the referral, include in your summary case note that you have e
mailed OA 

2. If there is media in the file, remember to note in your summary case note that 
MSB was notified. 

3. If you case note anything out of the ordinary that the approver needs to know, you 
will save everybody's time_ 
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CASE CREATORS 

I. Mark "print to CD" on all cases created after March 1, 2010 unless the requester 
is writing from a correctional facility. 

2. Uncheck the expedited treatment and fee waiver block on all requests that are 
closed due to RF, RD, NR ER, TD, DP or N/ A 

l Do not go out for additional infonnation if the requester has entered "unknown," 
"N/A," or ''None" in any of the PII sections of the G-639. 

4. Do not staff for the petitioner's A-file if they are requesting an 1-130 they filed 
for someone. 

5. Write good case notes to help the next person reading the case. 

6. Double check your work to see if you have inadvertently checked expedited 
treatment requested, expedited treatment granted, fee waiver requested, etc. 
Also double check type, source, category, Track 1, 2 or 3 before you send the 
case anyplace else. 

CD'S 

Check the CD button. If you have a request with 15 pages or more of responsive records, 
the case was created after March 1, 2010, and the requester is not an inmate, please check 
the box. Even if there are 15 pages and you referred 5 of those pages, you are still going 
to check the CD button. The final printed product will contain 15 pages, five of which 
will be marked with the legend "Referred to Another Agency" or similar stamp on the 
page 

Whether or not a requester is an inmate is detennined by the address provided on the 
request. If the address is a correctional institution, we must send paper. If the address is 
an attorney's office, we can send a CD. 
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FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

May 14,2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information. See your supervisor if you have any questions about 
bulletin topics. 

CD OR PAPER? 

In an effort to save time, money and resources, the FOIA unit will begin sending out final 
action responses on CD to all requesters. When we send out the acknowledgement letter 
to the requester, it will advise them that unless they write in and specifically ask for their 
documents to be produced on paper, they will be receiving them in a CD format. The 
acknowledgement letter templates have been updated to reflect the change. 

A few guidelines to follow: 

• Case Creators will mark the "print to CD box" on all new case creates, unless the 
requester is in prison_ 

• Prisoners may not receive CDs. All responsive records mailed to prison must be 
on paper. If the requester is in prison but responsive records are being sent to an 
attorney's office, it will be sent on a CD. 

• This change only affects responsive records of 15 pages or more. Once a case is 
retrieved in processing, if the responsive records are less than 15 pages or if the 
requester is only asking for specific documents and they are less than 15 pages, 
the processor will need to uncheck the print to CD box. 

• If a requester writes in and specifically asks for their records to be produced in a 
paper fonnat, the Mail Team will uncheck the "Print to CD" box and case note the 
case_ The correspondence will be scanned in as a case supporting document 
(CSD). 

• While the creator is primarily responsible for marking the print to CD box, the 
processor and the approver should ensure that the correct box is marked before 
finalizing the case. 

• If your records are printing to a CD, it is not required that duplicate pages be 
marked as fees are not assessed on CD's. 
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• The USCIS FOIA Case Create and Process;ng Gu;des will be updated to reflect 
this change_ 

LARGE FILES AND CAL ERRORS 

Files of2000 pages or more can cause CAL errors, making cases difficult to process_ If 
you pull up a case in FIPS with 2000 pages or more scanned into a single responsive 
records slot, please follow these steps: 

1. Send the case to Admin. 
2. Send an e-mail to the NRC, .. f.!!'.S .. Pro~Ie.m.mi\i.l~o.~. asking them to split the 

records into more than one slot. Clicking on the link automatically prepares your 
e-mail (including a copy to the Program Office). In your email, please provide 
the control number, the case's track and your NRC User-id_ 

FIPS Problem personnel will split the file into two or more responsive records slots to 
reduce the possibility of CAL errors and return the file to you_ We've notified 
contractors to contact us if they scan any large files to avoid future problems. 

The USCIS FOIA Case Process;ng Gu;de will be updated to reflect this change. 

WHEN DO REQUESTER DOCS OR CSDs GET SENT WITH 
REFERRALS? 

When we receive a new request, our creators review the request for legal sufficiency_ 
They ensure that it contains all required documents and information for you, the 
processor, to be able to process the case. When a case is found to be missing critical 
infonnation, the creator will send out for that information_ Once that information is 
received, it is scanned into the case either as a Requester Documentation or a Case 
Supporting document. These documents are often vital to detennining whether or not 
consent is present and verifying that the correct records are being processed_ However, 
when a processor refers documents to another agency, only the Request Letter and 
Request Supporting Documents automatically get printed and sent with the referrals. 
Therefore, please do the following when you have a referral that has pertinent 
infonnation in Requester Documentation or Case Supporting Documents: 

1. Send an e-mail to the OA room to print and send the pertinent infonnation and 
where the documents can be found (NRCXXXX, Sequence 8). 

2. Include in your case note that you sent the e-mail to the OA room_ 
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• The USCIS FOIA Case Processing Guide will be updated to reflect this change. 

MAIL TEAM 
(b)(6) 

In an effort to streamline the records locator team, we have designated two individuals to 
process mail which is not readily identifiable to a case. This mail includes fax;;e:;;s._, ---, 
electronic mail and regular maiL The two individuals assigned to this task areiL----J 
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FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

November 12, 2010 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

CDs FOR ALL REQUESTERS 

In an effort to save time, money and resources, the FOIA unit now sends out final action 
responses on CD to all requesters, unless the requester is in prison. We have removed the 
section in the acknowledgement letter to the requester that advises them that they can 
write in and ask for their documents to be produced on paper. 

A few guidelines to follow: 

• This change affects all responsive records; the number of pages is no longer a concern. 

• Case Creators will mark the "print to CD box" on all new case creates, unless the 
requester is in prison_ 

• Prisoners may not receive CDs_ All responsive records mailed to prison must be on 
paper. 

• If the subject of record is in prison but the requester is the subject's attorney addressed 
to the attorney's office, send it on a CD. 

• If a requester specifically asks for their records in a paper fonnat, the Mail Team will 
uncheck the "Print to CD" box and case note the case. The Mail Team will scan the 
correspondence in as a case supporting document (CSD). 

• If we are printing to paper and the case is more than 240 pages, the processor must mark 
any duplicate pages within the responsive record. 

• While the creator is primarily responsible for marking the print to CD box, the 
processor and the approver should ensure that the correct box is marked before finalizing 
the case. 

• If your records are printing to a CD, you are not required to mark duplicate pages, as 
fees are not assessed on CD's_ 
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• The USCIS FOIA Processing Guide and FOJA,PA Assistant's Guide will be 
updated to reflect this change_ 

RECEIPT AND PROCESSING OF PA AMENDMENT 

A Privacy Act Amendment Request is a request from a USC or LPR to amend, expunge, 
or correct information in his/her PA record that the individual believes is not accurate, 
relevant, timely, or complete. 

Requesters must identify themselves as described in the paragraph Consent and Verification of 
Identity when seeking to amend infonnation in a PA system of records. He or she must 
identify the particular record involved, the nature of the amendment sought, and the 
justification for the amendment. 

Special Interest Group handles PA Amendment requests_ If a creator opens a request that 
appears to be a true PA Amendment Request, he or she should place the case in Unit Chief 
without further action and e-mail the detailed information to his or her supervisor. The 
supervisor should then notify the SIG that the case is in the Unit Chief queue for SIG 
determination whether it is a true PA Amendment request. 

Upon detennination, the SIG processor will send an acknowledgment letter to the requester 
and forward the PA Amendment request to the appropriate adjudications center or district 
office. An adjudicating officer will make a determination and return the findings and decision 
to SIG for preparation of a response to the requester. In accordance with 5 US.C. § 
552a(d)(2), USCIS has ten working days to make a decision. 

• The USCIS FOIA/PA Assistant's Guide will be updated to reflect this change. 

DEPARTMENT OF STATE DOCUMENTS 

The DOS will make a direct response to the requester on documents that we refer_ 
"STATE" is the referral choice in FIPS for Department of State. Generally, if a State 
Department document pertains to an investigation or a non-immigrant visa, we refer the 
document to State. We release the name of the agency, and Department of State should 
respond directly to the requester. State Department has given us the following guidance 
for documents that are not third party: 

• Process statements, acknowledgements, visa stamps, passports or visas the person 
has, or has received, or has signed_ 

• Process any immigrant visa paperwork except Report 71, investigative, 
deliberative or law enforcement related documents. 

• Process documentation the alien would have filed to support immigrant visas, 
letters, or documents the alien would possess. 

• Process any form that begins with an I (for example, 1-130, 1-140) even if it was 
filed overseas_ 
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• Process the Report 24. 
• Process the Immigrant Data Summary. 
• Refer messages, letters, e-mails, checklists and cables having to do with visa 

determination or investigations. 
• Refer non-immigrant visa (NIV) applications_ 
• Refer Embassy/Consulate fraud investigations. 
• Refer State Department law enforcement related documents_ 
• Refer Refusal Worksheets 
• Refer asylum related documents, such as interagency communications, advisory 

opinions and deliberative material, including the document entitled "Country 
Conditions and Comments on Asylum Applications." 

• Refer electronic database prints with information owned by State, if it has to do 
with NIV or law enforcement 

• Refer Report 71 -Case Accountability Report, as it may be investigative or 
deliberative. 

• Refer documents marked Visa Lookout System or Visas Hawk, unless third party. 
• Refer TECS II screen prints marked State Department. 
• State Department does not wish to review third party documents. If you would 

ordinarily refer a page to the Department of State, but it pertains to a third party, 
please place the page out of scope. 

• There may be documents similar to Country Conditions and Comments on 
Asylum Applications we would not refer. For example, Profiles of Asylum 
Claims and Country Conditions are available on the DOS website and we do not 
generally refer them. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
Note: this will entail deletion of several paragraphs and sentences in the 
Guide 
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REQUESTS FOR COLOR COPIES OF ALIEN REGISTRATION 
CARDS 

If someone requests a color copy, please add the following paragraph to your 
Acknowledgement letter: 

You specifically requested a color copy of your Alien Registration Card (Green Card). 
The National Records Center can not provide you with a color copy of your Alien 
Registration Card (Green Card); we will provide a black & white copy. If you desire a 
replacement Green Card you must complete an 1-90, Application to Replace Permanent 
Resident Card (Green Card). Please refer to our website listed below for filing 
instructions and to download the application. If you would like a copy of all your 
records, please send a written request to the address above, otherwise you will only 
receive the documents specified. 

• The USC!S FOJA PA Assistant's Guide will be updated to reflect this change. 

CAMEROON AND HONG KONG ZIP CODES 

Cameroon and Hong Kong do not use zip codes. However, FIPS requires you to put in a 
zip code before it allows you to create a case. In cases where the mail is going to either 
Cameroon or Hong Kong, please put in a single dash in the zip code field. This will 
overwrite the FIPS requirement 

• The USCIS FOIAPA AsSIStant's Gmde will be updated to reflect this change. 

395 

AILA Doc. No. 16102838. (Posted 10/28/16)



(b)(6) 

DELINQUENT REQUESTER CLARIFICATION 

The cutoff date for delinquent requesters is January 1, 2004. On or after that date, any 
delinquent requester must either pay the fees, accept the case on CD, or withdraw the 
case to regain his or her good standing. 

However, do not treat any requester you find to be delinquent prior to January 1, 2004 as 
delinquent. If you encounter a delinquent requester for a case prior to January 1, 2004, 
please send an e-mail to NRC, FIPSPROBLEM and NRC, FOIAPROGRAM. Include the 
name of the delinquent requester and the case(s) for which he or she is delinquent. 

If you encounter a delinquent requester from a FIPS Lite office, do not treat the requester 
as delinquent. 

• The USC IS FOIA PA Assistant's Gu;de will be updated to reflect this change. 

SITUATION: Subpoena or court order 

If you pull a new request that is a sub se close it as an ER. Send 
a message to NRC FOIA PROGR licking the link generates 
the e-mail) providing the REQ number an m ormatiOn m tcating the request was a 
subpoena or court order. The NRC Program Office is currently addressing these 
requests. Subpoenas or court orders are a high priority. Please notify NRC, FOIA 
PROGRAM as soon as possible. 

• The USCIS FOIA/PA Assistant's Guide has been updated to reflect this 
change. 

Use of special characters: 

Do not use special characters, such as"&" and"#" in the address field; rather, spell them 
out or use an abbreviation, such as "and" or "No." Note: you may use spaces, dashes, 
periods, commas or single quotes(')_ You may not use@, #, $, %, \ &, *, (, ), =, +, [, ], 
{, ), \,<,>,or/. 

• We will add this paragraph to the USCJS FOIA,PA Assistant's Guide in the 
section "REQUESTER'S BIOGRAPHICAL INFORMATION," paragraph 3, 
"Complete requester address." 
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QUESTIONS FOR THE PROGRAM OFFICE 

The Program Office receives comments, questions and suggestions fairly regularly. In 
order to respond to your questions more efficiently, we have decided to streamline the 
process with a single point-of-contact If you have any comments, questions or 
suggestions, please send an email with the word "Question" in the subject line to NR~., 
FOIAPROGRAM. The Program Office will get an answer back to you as soon as they 
can 

HELPFUL HINTS 

IF RESPONSIVE RECORDS ARE "NA" AND STAFFING 
RESPONSE SLOT HAS SCANNED DOCUMENTS ... 

Normally, when we staff to a service center, the service center scans the file directly into 
FIPS. However, if the file cannot be scanned, (ex. file is destroyed, lost, sent to NYC) 
the service center places a note on the staffing sheet and scans their response into a 
staffing response slot. The responsive records slot will be set to "NA." If you see this 
while processing a case, please read the staffing response and determine appropriate 
action. 

NEW POLICY FOR NVC LETTER REFERRALS 

The policy for referring NVC letters parallels State Department policy If the subject has 
received or signed the document, release it. This will include almost all NVC documents 
contained in our files, as they are normally addressed to the subject. 
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FOIA/PA ASSISTANT'S GUIDE 

FOREWORD 

The FOIAIPA Assistant's Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

The September 23, 2010 edition of the Guide supersedes the Case Create Guide and the Call 
Center Guide. All previous editions of the Case Create Guide and the Call Center Guide are 
obsolete. 

Any previous material distributed in FO!A Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this guide, we may refer to a FOIA/P A Assistant as "you," or "Assistant," 
and in some cases •'team member." 

The September 23, 20 I 0 edition of the Guide is PDF format. The PDF format makes searching 
for information in the Guide easier. There are also several hyper! inks within the Guide including 
in the table of contents to assist in navigating to specific topics or additional infonnation_ 

Regular updates will be made to this Guide by adding to or revising provisions in the version of 
the Guide available on the common drive. When additions and revision are made, a cover sheet 
describing the change and the provision of the Guide affected will be placed on the front of the 
Guide for quick reference. 

Suggestions for improving this Guide are always welcomed. Please direct any comments, 
questions, or suggestions to the FOIA Program Office staff. 

a 
WARNI\'G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may 00 exempt from public release under the Freedom of Infonnation Act (5 li.S.C. 552). lltis document is to be controlled, 
handled. transmitted, distribukd. and disposed of in accordance with D<lpartment of Homeland Security policy relating to Sensitive But 
Undassified (SBU) infonnation and i~ not to be rel~a~~d to the public or other personnd ""ho do not haw a valid M~d to know without prior 
appro,·a] from the FOIA Officer 

Updated on 9/23/2010 
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FOIA/PA ASSISTANT'S GUIDE 

(b)(6) 

Record of Revision, September 23,2010 
Paragraph: .SIT.UATI.Q!'!, .. S.Yi:JPQ~U.a.QlWW:t..QlQ~l changed to adct

1
1 _____ .. f' an 

addressee on the e-mail. 

b 
WARNI\'G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may 00 exempt from public release under the Freedom of Infonnation Act (5 U.S.C. 552). lltis document is to be controlled, 
handled. tran~mitled, distribukd. and di~po~ed of in accordance with D<lpartment of Homeland Securit~· policy relating to Sensitive But 
Undassified (SBU) infonnation and i~ not to be released to the public or other personnd ""ho do not haw a valid Med to know without prior 
appro,·a] from the FOIA Officer 

Updated on 9/23/2010 
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THE FREEDOM OF INFORMATION ACT 

Congress passed the Freedom oflnformation Act (FOIA) in 1966 to establish the public's 
right to access records created or maintained by federal executive branch agencies_ The 
statute became effective on July 4, 1967. The statute relating to the Freedom of 
Information Act is 5 U.S.C. § 552. 

THE PRIVACY ACT 

The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal infonnation by the federal government The statute relating to the Privacy Act 
is 5 U.S. C. § 552a. The statue became effective September 27, 1975. 

WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 

A Freedom of Information Act (FOIA) request is a request in writing for a copy of any 
record maintained by any agency of the executive branch of the government. Persons 
must reasonably describe the records sought, and those records must already exist. 
Requests can come in a variety of ways. They can come in on the Fonn G-639 or as a 
letter from an attorney or representative. They can come in the fonn of a letter from the 
alien himself. The requester may mail, fax, hand deliver, or e-mail a request. No matter 
how we receive them or what the fonnat is, as long as they are in written form and 
provide enough infonnation to ascertain that they want documents from us, we treat them 
as FOIA requests. A Privacy Act (PA) request is a request by a person for a copy of his 
or her file. 

For case creating purposes, the difference between a FOIA and PA request does not 
matter. You will create all cases as FOIA requests, although some of the requests we 
receive are PA requests. The case processor detennines whether the case falls under the 
Freedom oflnfonnation Act or the Privacy Act. 
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WHO CAN MAKE A FOIA REQUEST? 

Anyone can request any record kept by the executive branch of government. The tricky 
part is detennining if we have enough information and consent to provide the record and 
who is entitled to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or 
representative, are entitled to a complete copy of the aJien file, after any 
applicable exemptions are applied. However, a parent or guardian may make a 
request for a minor's record. Please refer to the section titled "CONSENT 
RELATING TO RECORDS CONCERNING A MINOR OR PERSON 
JUDICIALLY DETERMINED TO BE INCOMPETENT" in this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien's file 
without the subject of record's consent, are entitled only to documents of a public 
nature or documents they provided in support of an application/petition. Please 
refer to the section titled 1"THIRD PARTY REQUESTS" in this guide. 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are 
entitled to a copy of the file under a court case entitled Amwest v. Reno. Please 
refer to the section titled 1"1MMIGRA TION BOND OBLIGORS" in this guide. 

• Other state and local government agencies are entitled to documents from alien 
files for law enforcement purposes. Requests for information originating with any 
other federal agency are operational matters and not FOIA or Privacy Act 
requests. Please refer to the section titled "'ROUTINE USE" in this guide. 
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SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 

The paragraphs below provide a description of some of the systems used by USCIS, ICE 
and CBP. Most A-files contain screen prints from one or more of these systems_ 

1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data_ CIS is 
a menu driven system as opposed to a point-and-click graphical user interface system. 
CIS provides information about persons and information about file location and 
movement. The CIS user navigates among various screens, depending on the type of 
infonnation he or she needs. A user may search for a person in CIS by using the a
number, social security number, FBI number or a passport number. CIS provides the 
option of searching for people using "sounds-like" and exact name searches. 

1.1 Introduction Screen 
••rmwill~tt~:r:'::If:::t:::f !_,,,,,_, ,_,:.:,.,,.~,:,,_;,:._._.::: .. -:· 

ll>!lndow tjoelp 

TYTTTFTTTTY vv vv 
~M:f! r: ~~~~u.: lt f~H~~ )/\.! V\j n t=..~l'H~ 

,,,., 
FIA ~r, TT F. F. " " Vi/ \fV H f.~ \·M 

"' M< r: HH ll EHE Vl; \IV II E~H '!-'>-~ ',-_1 

" " r: " ll " \j\1 w ll E~ 
F EE~Hf LLL~Ll tEH!:~ '.fW I! E~EHE Y-!\1 

JOil.WS.,. 
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This screen is the introduction to TeleView. From this screen use the designated UseriD 
(last 4 digits of Social Security Number plus an alpha) and Password to sign onto the 
database. 

1.2 TeleView Main Menu 

The number selected to access CIS will vary for each computer. 

4 
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1.3 CIS Login Screen 

••tifWill~NfW:'::I:: ,_,, ,.~,,,.,,J_,,,,,_,, ,_,:_,,.,,.~''")''·-··''' ·· 

ll!:!lndow t:!elp 

)OD.WS.,. 

This is the screen used to navigate through CIS_ Pressing enter can access the main menu 
for CIS. 
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1.4 CIS Main Menu 

This screen displays a variety of ways to search for information. The transaction 
numbers that we use within FOIA are 91, 92, and 95_ By typing the number 91 next to 
select transaction number and pressing enter, another search screen will appear. The 
main purpose of the "91" transaction number is to search the database for specific 
infonnation concerning an individuaL Transaction number "92" is used to display card 
infonnation. The transaction number "95" is used mainly to see the location of the A
file. 
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1.4.1 Search Menu Screen 

From this search screen a decision is made as to how to begin a search for an individuals 
records. The most commonly used methods to search for an individuals record are: 

Code Search By Category 

01 ID #(A-number, certificate number, social security number, passport number ect.) 
02 Sounds-Like Name Search 
03 Exact Name Search 
04 Alias (AKA) Name Search 
06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen 
where the search for records begins. *Note: Remember to read the screen in its entirety 
for additional information. 

7 
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1.4.2 Search by A-number (9101) 

In the ID# field enter the appropriate prefix with information (A= a-number, SS = social 
security number, PP =passport number, C =naturalization certificate number and 
I= 1-94 number). If there is infonnation in the system on the subject it will populate in 
the fields below the ID#. Pay special attention to the legend at the bottom of the screen 
specifically PF8, PFII, and any information listed under (other information). By 
pressing PF8 the history menu is displayed. This screen holds chronological infonnation 
about actions that have been taken or changes in the subject's immigration status. The 
PFll screen shows EOIR (Executive Office oflmmigration Review) information. The 
significance of this screen is it holds infonnation about ongoing or closed deportation 
proceedings_ In the section of the screen listed (other infonnation) different acronyms 
may appear such as: CARD, EADS, RAPS and DACS_ For additional infonnation on 
DACS please see Chapter 3. 
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1.5 Sounds-Like Name Search (9102) 

Use the 9102 screen when there could be variations in the spelling of a name_ There are 
times when the person who created the record in CIS misspelled the name. There could 
be many spelling variations in a name transcribed from a non-Roman alphabet The* 
indicates the minimum amount of information required to search. The search results may 
be voluminous. 
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1.6 Exact Name Search (9103) 

9103 is the primary screen used when perfonning a search based on the subject's name 
only. The information displayed will be an exact name match_ 
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I. 7 Alias (AKA) Name Search (9104) 

Hi .• ;,, •·• V\0./ •·• "' ·• • .•. :.gt 

The primary use for the 9104 screen would be to petform a search using any alias 
infonnation provided in the FOIA request. 

II 

·:,,j,~J: 

WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public release under the Freedom oflnfonnation Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partm.ent Q[HQmdand Security policy 
relating to S<msitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

417 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

1.8 Sounds Like Name With Date of Birth (DOB) Search (9106) 

The 9106 screen allows searches for infonnation pertaining to the subject of the request 
even if the spelling of the name is incorrect. For example, the requestor made a 
typographical error in the spelling of the name the search results will yield a list of 
similar names matching the subjects. 
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1.9 Card Search (9222) 

The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In 
addition, this is the same screen to find Border Crossing Card information. 
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1.10 File Tranifer Display (9504) 

The main purpose of the 9504 screen is to check the location and movement of files_ 
This screen's primary use as it relates to FOIA is that it will be used in conjunction with 
NFTS in the case create function. The following is a list of acronyms displayed on this 
screen. 

FIR: File Transfer Request 
FTL File Transfer Initiated 
FTC: File Transfer Complete 

14 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public release under the Freedom oflnfonnation Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partm.ent Q[HQmdand Security policy 
relating to S<msitive But Unclas;ified (SBU) infonnation and is not to b~ rd~ased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

420 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

1.11 Tables 

The Tables section contains a wealth of informational codes that can be of assistance in 
making a decision about the subject of the request, such as Class of Admission. To get 
to this screen select the "keyboard" from the tool bar at the top of the screen and click the 
clear button on the keyboard. Once this is done type in the word tables. The next screen 
displayed will be the Tables Menu Screen. 
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1.11 Tables Menu 

Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables 
is displayed 

16 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public release under the Freedom oflnfonnation Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partm.ent Q[HQmdand Security policy 
relating to S<msitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

422 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

1.13 Tables Information Screen 

The tables are in alphabetical order. Place an X in the ''SEL ONE" column and press 
enter and this will bring up a list of different codes. 
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1.14 Value Tables Browse Screen 

Read the screen in its entirety for navigation instruction and additional infonnation_ 

18 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public release under the Freedom oflnfonnation Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partm.ent Q[HQmdand Security policy 
relating to S<msitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

424 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

2. Computer Linked Application Information Management System 

2.1 Introduction 

The Computer Linked Application Information Management Systesm (CLAIM:S) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update 
Processing selection on the menu is the only menu NRC FOIA uses because we search 
for receipts but never modify information in CLAIMS. 

2.2 Teleview Introduction Screen 

This screen is the introduction to TeleView. From this screen, use the designated UseriD 
(NRC#### A) and Password to sign onto the database. 
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1.3 CLAIMS Selection Screen 

The number selected to access CLAIMS can vary for each computer_ 
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1.4 CUIMS Function Screen 

After selecting CLAIMS from the main menu, you will see the screen print shown above. 
Type in claims and press enter. This screen is not case sensitive. 
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1.5 CUIMS Welcome Screen 

Press enter from here to get to the logon screen. 
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1. 6 CLAIMS Logon Screen 

To logon. your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A)_ Check with your supervisor for your password_ 
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1. 7 CUIMS Main Menu Screen 

From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press 
enter. 
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1.8 Inquiry Screen, searching with a Receipt Number 

On the Inquiry screen, there are several ways to search for records. If you know the 
receipt number, type the number under the first field to pull up the receipt infonnation. 
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1.9 Searching CLAIMS using a Name and Date of Birth 

You may also search name and birth date. CLAIMS does not forgive spelling errors and 
will not conduct "sounds-like" searches. If you do not immediately find a receipt, you 
should also search by alias names and variations of the name_ You may also search 
without the birth date_ This may have the results you are looking for depending on how 
common the name of the subject. Searching using the birth date will narrow the findings. 
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If your subject has a very common name, the inquiry may result in several pages of 
matches. View the screen pertaining to the individual receipt number or look for the 
type of form. It will show detailed information relating to that specific receipt number. 
To view the detailed information, type the corresponding number at the bottom of the 
screen labeled "TYPE IN SELECTION." For example, if you type "3", the detailed 
information relating to receipt number SRC071035I687 will be displayed. 
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1.10 Searching with the A-Number 

You may search by A-number. Navigate through these fields by tabbing, or to go 
backwards, use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien 
numbers as an eight-digit number without a leading zero. Ordinarily you should enter a 
leading zero immediately following the letter A (in purple on this screen) and then enter 
the rest of the A-number. If you do not find what you need, try deleting the zero 
immediately after the "A." If the person has a nine digit A-number, you will not have to 
worry about it. Note: if you search by A-number, it may not show every receipt 
belonging to the person, so you may still have to search by name and date of birth or by 
petitioner's name. 
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1.11 Searching with the Petitioner's Name 

You may search by using the petitioner's name, but be forewarned: if the petitioner has a 
very common name, the results of this search may be overwhelmingly voluminous. 
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1.12 Search Results 

The screen print below is the result of a search_ The receipt shown is for an 1-751, 
Petition to Remove Conditions on Residence. 

The receipt infonnation gives the name, date of birth, A-number and address. The status 
of the receipt file is near the bottom of the screen. (STATUS/ ACTION IBSl) 

30 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public release under the Freedom oflnfonnation Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partm.ent Q[HQmdand Security policy 
relating to S<msitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherp~r:sonne[ ""ho do not hav~ a 
>alid need to know "ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

436 

AILA Doc. No. 16102838. (Posted 10/28/16)



(b)(7)(e) 

FOIA/PA ASSISTANT'S GUIDE 

The top right comer of the screen shows the owner of the file, this may help in 
determining where to staff for the receipt file, especially if the receipt information is not 
in NFTS. This receipt begins with SRC, but that does not matter for staffing- the 
OWNER would be where you staff 
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By pressing Fll, you may view the history screen. From this screen, we can see the 
status of the application/petition. If the petition has been approved, destroyed, or 
transferred, it may make a difference as to how we staff. 

32 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public release under the Freedom oflnfonnation Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partm.ent Q[HQmdand Security policy 
relating to S<msitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

438 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

1.13 Beneficiary Petition for Non Immigrant Worker 

On an 1-129 petition, the petitioner's information is on the first screen you pull up after 
you enter or select the receipt number. 
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To see the beneficiary information press F I_ 
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To view the history, press the F4 key to return to the previous screen, and enter Fll_ 
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There may be numerous results on a name search. Press Fl to see the results of the next 
page. To view number 10 on page 2 of the results, enter "10." To go back to the results 
of the search, press F4. The screen always returns to the first page of the search results. 
Remember this if you are going through the results page by page. 

3. National File Tracking System (NFTS) 

NFTS is an automated system that enables USCIS to track and account for nearly 50 
million Allen Files (A-Files) and Receipt Files. NFTS allows for local control of all files 
within a designated USC IS File Control Office (FCO) or Case Control Office (CCO), 
The system supports the file migration from the USCIS field offices to facilitate a 
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national tracking system that supports the National Records Center (NRC) and a 
centralization of agency records. You will learn much more about using NFTS in the 
Staffing section of this guide_ 

4. Person Centric Query Service (PCQS) 

PCQS is an automated system that allows a person to submit a single query for all 
transactions involving an immigrant across a number ofUSCIS and Department of State 
(DoS) systems_ PCQS returns a consolidated view of the immigrant's past interactions 
with USCIS and the Department of State as he or she passed through the U.S. 
immigration system_ 

Since PCQS can give us a comprehensive overview of a person's immigration history, it 
can help us locate certain documents to request, for instance, we may find information 
about an archived receipt in PCQS that we would not find in CLAIMS. You do not have 
to log in to PCQS to read the PCQS User Guide. Simply go to 
https://pcg.esb.uscis.dhs.gov/ and click on the Users Guide link below the Warning. 
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5. FOIA/PA Information Processing System (FIPS) 

The Freedom oflnformation Processing System (FIPS) is an automated system that 
allows us to process FOIA/P A requests electronically. This automated system enables 
the scanning of paper files into electronic images. These images are easily stored, 
retrieved, and processed. FIPS provides workflow processing for the life of a case. Any 
time you do any transaction concerning a FOIA/P A case, it will be through FIPS. 
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REQUEST 

• Always FOIA 

• 
• 
• 
• 
• 
• 

E- Education/Scientific 
F- Foreign Government 
N- News Media 
0- Other 
R - Representative 
S- Self 

• W -White House/Congressional 

06/27107 Request Supporting Q __ _ 

6(<'6/2001 

39 

• 
• 
• 
• 
• 
• 
• 

-Copy of alien file 
ASY- Asylum 
DOC - Memos, documents 
GEN- Genealogy 
PER - Personnel 
SIG- Special Interest Group 
SFR- SFR cases at NRC 

Print to CD 
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CREATING THE CASE 

On the FIPS worksheet under the header "Documents," you will notice that usually 
Sequence 1 is the "Request Letter" and Sequence 2 is usually "Request Supporting 
Documents." There will be a date beside the sequence number. Ordinarily, the date is in 
the past, but if you should ever open a request and discover the date beside the sequence 
number is today's date, you should exit from the request (Retain in my In Basket) and 
send an e-mail to your supervisor explaining what happened. In the current version of 
FIPS, if we attempt to create a case on the same day the contractor scanned the request, it 
will cause "FIPS errors" and we will be unable to create the case. Checking the scan date 
is the very first thing you do when creating a case_ 

Sometimes the request will be Fonn G-639 only, sometimes it will be the G-639 and a G-
28, Power of Attorney, sometimes it will be a letter from an attorney or representative 
and a G-28. Sometimes it will be a letter from the subject of record. At times, there will 
be documents scanned in such as alien registration card, driver's license or other forms of 
identification. Other documents you may see can include miscellaneous screen prints or 
memoranda_ You should view (almost) all documents scanned in FIPS in the Request 
Letter and Request Supporting Documents slots before you create the case. 

EXCEPT: if there is a slot marked "Request Responsive Records", DO NOT view 
them before you create the case. These are the responsive records and the case is ready to 
process after you complete the acknowledgement letter. It will not be necessary to staff 
for the alien file_ As part of staffing procedure, you should check in NFTS anyway to 
determine if there is aT -file here at NRC. That's another exception to the rule because 
you do not normally staff forT -files at the NRC, but we cover that in the staffing portion 
of this guide. The main thing to remember at this point is not to open "Responsive 
Records" while it is still a request and before you have completed case creation. 

You must identify the following critical items and enter them into the FIPS worksheet 
before creating the case: 

REQUEST INFORMATION 

I. Type ~f request (FOIA) 

Always select FOIA. It will be incumbent upon the processor to verify the status 
of the alien, and to change the case type if necessary. 
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1. Source of request 

The source of the request is, quite simply, who is making the request. Is the 
requester the individual or an attorney or representative speaking on the alien's 
behalfl Is it a request from the media or a true third party requester? Below is a 
list of possibilities for requesters: 

• A- Attorney -The requester is an attorney representing the alien. 
The attorney will have checked the box on the G-28 marked 
"Attorney," or will have sent us a letter on the law firm's 
letterhead. 

• C - Commercial 
• E- Education/Scientific 
• F- Foreign Government 
• N- News Media 
• 0- Others- The requester of the file is someone other than the 

alien, an attorney or an accredited representative_ They might 
possibly include a G-28 with something other than "Attorney" or 
"Accredited Representative" checked. 

• R- Representative- The requester is an accredited representative. 
On a G-28, the requester will have marked the box "Accredited 
Representative." 

• S- Self- This is a request from the alien himself or herself. The 
request may have the name of an individual followed by "care of' 
a certain law finn. This is still a self-request. 

• W -White House/Congressional 

If you feel that you have a case of a different source of request, please 
contact a supervisor for further guidance. 

3. Category of request 

There are 30 different categories of requests. However, the most 
commonly used ones are: 

ALF- The requester is asking for an entire copy of an alien file. This 
category includes the following: 

41 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public r~lease under the Freedom oflnfonnation Act (5 U.S.C. 552). This docum~nt is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partment ofHomdand Security policy 
relating to Sensitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "'ithout prior approval from the FO!i\. Officer 

Updated on 9/23/2010 

447 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

a_ Files ofliving subjects 
b. Naturalization records on or after April I, 1956 
c_ Visa records on or after May 1, 1951 in A-files 
d. A-Files above 8 million (A8000000), and documents 

therein dated on or after May 1, 1951 
e_ Registry records on or after May 1, 1951 in A-Files 
f. Alien Registration Forms on or after May l, 1951 in A

Files 

DOC- The requester is asking for specific documents, such as a copy 
of a receipt file, an application or a copy of their naturalization 
certificate. As a rule, you should create a case as DOC if the requester 
is asking for up to three documents. If a requester is asking for an 
asylum application and supporting documents, you should create it as 
ALF_ (Refer to the section "What track is my case?" that follows.) 

PER- The requester is seeking information relating to USCIS 
personnel matters. 

SIG- Requester(s) are seeking infonnation relating to special interest 
requests such as news media requests, highly visible or public interest 
cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. 
The documents requested are normally associated with a controversial 
or sensitive subject. 

Select "SIG" if any of the following criteria are met: 
a. The FOIA request relates to a Presidential or agency 

priority; 
b. The FOIA requester or requested documents will gamer 

media attention or is receiving media attention; 
c. The FOIA request is for documents associated with 

meetings with prominent elected, business, and/or 
community leaders; 

d. The FOIA request is for congressional correspondence; 
e. The FOIA request is from a member of Congress; 
f. The FOIA request is from a member of the media; 
g. The FOIA request is from a member of an activist group, 

watchdog organization, special interest group, etc.; 
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h. The FOIA request is for documents associated with a 
controversial or sensitive subject; 

1. The FOIA request is for documents associated with a senior 
official of the component; 

J. A FOIA appeal if it meets one of the "a'' through "i" 
criteria; 

Items listed above are suggestive and not exclusive- exercise 
judgment when marking cases with category "SIG." 

If you believe a request qualifies as a SIG, choose that case 
category in FIPS, generate a staffing sheet using "FOIA Special 
Interest" and create the acknowledgment letter. This enables the 
Special Interest Group (SIG), responsible for special interest cases, 
to create a report and detennine whether the case is actually a SIG 
case and report it accordingly. If the case creators do not mark 
SIG cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the SIG category in FIPS. 
The Special Interest Group will sort it out later. If you have 
questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC FOIASIG. 

SFR- NRC uses this category to track all workload staffed to SFR 
This includes cases retired by or lost by SFR, but does not include 
ZSF. 

GEN- Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below 
represent the records that the public would be able to request from the 
Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from 
September 27, 1906 to April I, 1956 

b. Microfilmed Alien Registration Fonns (AR-2), from 
August I, 1940 to March 31, 1944 and Alien 
Registration Fonns from March 31, 1944 to April30, 
1951 in A-Files. 

c. VisaFilesfromJuly I, 1924toMay I, 1951. 
d. Registry files from March 2, 1929 to March 31, 1944 

and Registry records from April!, 1944 to April30, 
1951. 
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e A-Files numbered below 8 million (A8000000), and 
documents therein dated prior to May I, 1951. 

Do not create the case as GEN unless it meets one of the above 
criteria. If the case you are creating does meet the criteria for 
GEN, create it as GEN then do the following: 

a. Close the request as an ER 
b. Send an e-mail to the OA room and include the 

following infonnation: 
I) REQ# 
2) NRC# 
3) Scanner's initials 
4) Date scanned 

The OA room will pull the original request, include it in the 
current days count and follow return procedures. 

The three possible selections for Bureau are: 

ICE- Used to identify requests wherein the requester is seeking 
information in connection with deportation hearings and other 
immigration related litigation (OPLA/DRO/SAC) 

CIS- Used for all other categories. This is the default in PIPS. 

CBP- Used for requests pertaining to documents relating to the Border 
Patrol, incident reports relating to apprehension, entry without inspection 
(EWI), smuggled humans, mobile patrol group, voluntary return, 
repatriation, checkpoints, entry/exit information, inspection, Port ofEntry 
(POE), legacy customs or legacy inspections_ Key words that you could 
see on a request relating to CBP are inspection, Port of Entry, Bridge of 
the Americas, Friendship Bridge, and smuggled goods. Note: If request 
is for entry/exit information and the requester/subject provided an 
alien number, staff for the file. 
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5. What track is my case? 

Track 1 -Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or 
less (except asylum or refugee requests). 

Please select the category DOC: Memos, Documents and make the case a Track 
1. The first paragraph of the acknowledgement letter sent to the requester must 
contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document infonnation here]. If you ,._,-ould like a copy of a11 your records, please 
send a written request to the address above, othenvise you will receive only the 
documents you specif1ed. 

Continue to create the case in Track 1 as specific documents. The requester may 
write back later responding that they need the whole file, and Records Locator can 
change it to Track 2 at that time. 

Track 2- Requests for entire copy of alien file, asylum requests, and requests 
from news media or special interest groups. 

If the request has "all records" checked and lists more than three documents on 
the G-639, please select the category ALF: Alien File and make the case a Track 
2. 

Track 3- Requests for records of individuals scheduled to appear before an 
immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject's hearing before the immigration judge. 

• Fonn 1-122, Order to Show Cause, documenting a future scheduled date of 
the subject's hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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• Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge_ 

A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with 
the request There should be an attached cover sheet indicating to the case creator 
whether the request for Track III is approved or denied. 

Requesters will sometimes request both Track III processing and expedited 
processing. Neither has anything to do with the other. A requester could be 
granted either Track III processing or expedited processing, but never both at the 
same time on the same case. For expedited processing guidelines, please refer to 
"Expedited Treatment" in this guide. 

Track III processing is not ''expedited" processing as that tennis used and 
understood in FOIA. When discussing Track III processing of a FOIA request 
the word "expedited" should never be used (priority or accelerated processing are 
more appropriate terms for Track III). Don't confuse the two in discussions or 
correspondence with requesters. 

Refer to the cover sheet the supervisor attached to the request. There should be 
either an Expedited coversheet or a Track III coversheet, but not both. Follow the 
instructions on the cover sheet attached to the request. If there is no cover sheet, 
do not mark either box. 

If the requester specified Track III processing but the request does not have a 
cover sheet, please create the case. Do not staff yet. If you have a request for 
Track III and you see that we have a future court date provided in the request, 
prepare your response according to the Track 3 Ack Letter found in 
Q \fpi~\fQ!A_LIJ:!MRY\i:;~~u:r~~tgJl&f~r~n<:~11!:~1U:r~~~~-I~mpJ~tU&tt~ 
rs 

If the requester did not provide any documentation or if the documentation says 
"a date and time to be determined" prepare your response according to the Track 
3 Letter Denial found in 
Q:\f9i~\fQ!A_LIJ:!MRY\I::~~U:r~~tLR~.f~r~n<:~11!:~1U;r~~tLI~mpJ~t~_L~tt~ 
rs 
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Send the case to Unit Chief Send an e-mail to your supervisor and include the 
control number of the case_ When your supervisor makes a decision the case will 
be returned to you in case create to staff for the file_ 

If you assign the case to Track III, ensure you put the words "TRACK III" at the 
top of the staffing sheet 

If the requested file has already been scanned because of a prior FOIA request 
that has now been resubmitted for Track III processing, do not create the case as 
new. You will attach the new request to the existing case as a CSD. If Track III 
processing has been approved, you have to change the track on the original case 
to Track III. 

To attach a new request as a CSD, please follow these instructions: 

When you pull up your new request and determine that it is a Track III request 
(there should be a cover sheet attached to the request granting or denying "Track 
III" and the necessary documentation should be present), if you know the existing 
case number it is not necessary to fill in the blanks of the FIPS worksheet. If you 
don't know if there is an existing case, fill in the fields on the worksheet in FIPS. 
If you click on Doc Manager, and you find a potential duplicate case, please 
carefully review the existing case. If the requester is the same, note that control 
number. 

• Cancel back to FIPS without assigning a control number to the new 
request. In the upper right of the worksheet, click the button "To CSD". 
This will change the request to a CSD. After it is changed, the button that 
previously said "To CSD" would now say "To REQ" and the document 

in the document portion of the worksheet will have changed from 
Ke<iUeSl Letter and to Case Docs. 

u ! ''itt''{'' t't't' 

~~~~ __;_:_;_;;;;:__j ---__;__] 

NRCOCillS435Sf'JB t RfQ 

Scanned 7./?.$,®05 
_gJ 
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SriailriBi:l-?fl3}2005-

JiJ. 
- -- - Firi8.1 Rf!pl'{Dtie- 0.(101/2005-

Assigned To NRCilOOOA 

• Click Doc Manager again. When the search screen appears, you can search using 
the alien number or the control number of the existing case and click search_ This 
will pull up the FIPS Manage Scanned Document Screen_ 

An.cl•t~~c··-------------, 
~toOl 
T """:""" I Urigotl•• HO!i""~ 

"""I?.MI""""'""'' '"""""""""""'' 
-~'""Tom:meoc 
,,_,~, 

Reqoe,tet· 
o'""'"'"''aii'" 

Rocq .. ot~w l 
S1ot"" > 

'"'"""""""'""'"\ 

-=~~g-!--
' ,_,!;)_@}!'I'I!OJ.o,J , 

• Highlight the control number of the existing case. This action activates 
the box on the bottom of the screen. Attach the new request to the existing 
case as an Other Supporting Document. FIPS will ask you to verify that 
you are attaching it to the proper case. FIPS will then attach the new 
request and supporting documents to the existing case. 

After FIPS finishes attaching the infonnation, (please be patient; do not click 
anything else while you are waiting), it will open up the original case, allowing 
you to update the track selection. Exit back to your in basket and either pend the 
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case for responsive records (if the file has not been scanned in) or send it to the 
processmg queue. 

Once you have attached the CSD's to the existing case, the existing case is 
assigned to you in Case Create. Whether Track III processing is approved or 
denied, please send a status letter. Please click In-Basket and save the case. 

Next, click Stand-Alone and call the case up. Click on Status Letter and replace 
the contents of the letter with the Track III Denial verbiage located at: 
0: 1Foia\FOIA LIBR4RY\Case Create References1Case Create Template Lette 
rs\Track 3 Letter Denial. Close and save the letter. Click In-Basket to get back 
to the FIPS -Select Role screen. Click Case Create and click Next Case to recall 
the case you were working on. Either pend the case for Responsive Records (if 
the file has not been scanned in) or send the case to the processor if the responsive 
records have been scanned in. 

To send a Track III approval letter, simply click on Status Letter and replace the 
infonnation detailing where your case is in the queue with the following 
statement 

Your case has been approved for Track III processing. 

6. Is there a request .for fee waiver? 

The requester may ask for a waiver of fees in his or her request or in 
accompanying documentation submitted with his or her request. USCIS 
considers all requests for fee waivers on a case-by-case basis. 

A requester must meet two requirements in order for USCIS to grant a fee waiver: 

1. The disclosure of the requested infonnation must be in the public 
interest. 

2. AND the disclosure of the infonnation is not primarily in the 
commercial interest of the requester. For a detailed explanation, 
please refer to the U.S. Department of Justice Guide to the 
Freedom oflnformation Act, "Fees and Fee Waivers'' 

Also note: the requester must ask for a fee waiver. Under current guidance, 
simply including a DOJ Fee Waiver form does not constitute a request for fee 
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waiver. If the requester has written any statement to the effect of a request for fee 
waiver on the form, then you treat it as a request for fee waiver. 

When a requester has asked for a fee waiver, you must check the box marked 
"Fee Waiver Requested'' on the FIPS worksheet. Regardless of the decision on 
the fee waiver, you must insert a case note in FIPS indicating that you addressed 
the fee waiver request. When you are finished creating a case with a fee waiver 
request, send the request to Unit Chief and e-mail your supervisor. A supervisor 
will make the decision to approve or deny the fee waiver and send the case back 
to you in the case create role. 

Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 
Q.\fgi~\fO.!AJ,J!lRARY\Ce§CCr~•tcR~.f~r~n~<~§\(~§u:r~~t~-I~.mrlet~_~,~~~~ 
rs\Fee_ Waiver( denied) for an example of the denial language_ Copy and paste 
this language into the acknowledgement letter. Do not bold, underline, highlight 
or enlarge the font of the language. If the font changes to bold when you paste it 
in, highlight that text and remove the bold. 

Fee Waiver Granted: If the decision is to grant the fee waiver, then please check 
the box marked "Fee Waiver Granted'' In the acknowledgement letter, please 
add the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

7. Is there a request for e.Ypedited treatment? 

A requester may ask for his or her request to be expedited and processed outside 
the order of receipt By law, we must respond to a request for expedited treatment 
within 10 business days_ 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could 
reasonably be expected to pose an imminent threat to the life or physical 
safety of an individual; 

or 
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(2) an urgency to inform the public about an actual or alleged federal 
government activity, if the requester is a person primarily engaged in 
disseminating information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment If a requester asks for expedited processing and fails to meet 
the criteria, we process the request in the appropriate track, using the "first in/first 
out" rule [See 6 C.F.R. § 5.5(a)] 

OA personnel nonnally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination 
regarding the expedited treatment. The supervisor will attach a cover sheet to the 
front of the request detailing the determination. Please create the case in 
accordance with the instructions on the cover sheet 

If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not 
create the case as new. You will attach the new request to the existing case as a 
CSD. 

• If expedited processing has been approved based on new infonnation, you 
have to check expedited processing approved on the original case and send 
an expedited treatment approval letter by opening the original case in 
stand-alone mode, removing the sentence about where the case is in 
queue, and replacing it with "This letter serves to notify you that your case has 
been approved for expedited processing." 

• If expedited treatment was already denied in the currently open prior case, 
and the supervisor's decision is the same, attach your request to the 
original case as a CSD and do not send further correspondence. 

• If the expedited treatment request refers to a case that has already been 
closed, close it as DP and send a duplicate letter or to create it as a new 
case, based on the situation. Please refer to the section on DP (duplicate) 
Cases. 

Sometimes the OA room will miss an expedited request If this happens, check 
the "Expedited Treatment Requested" box, create the denial letter and then send 
the case to Unit Chief. Send an e-mail to your supervisor explaining the situation. 

EXCEPT: Do not mark both "Expedited Treatment Requested" and "Track III." 
A request can be either expedited or Track III, but not both. If the requester has 
asked for Expedited Treatment and Track III, treat it as if it is a Track III request 
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and follow the instructions in .IMCKJ.U .. P.B9.C.J;.P~.S..- In such a case, you 
should not mark "Expedited Treatment Requested" before sending it to Unit 
Chief 

If the supervisor granted expedited processing, check both the "Expedited 
Requested" and "Expedited Treatment Granted" buttons on the FIPS worksheet 
When you create the acknowledgement letter, the following box will appear: 

Do you want to generat€ a denial letter? 

Click "NO" if we granted expedited processing (because we do not want to 
generate a denial letter) and FIPS will generate the acknowledgement letter. We 
must advise the requester that his or her request for expedited treatment has been 
granted. In the acknowledgement letter, please add the following statement to the 
end ofthe first paragraph: 

This is to inform you that your request for expedited treatment has been granted. 

USCIS denies most requests for expedited treatment because the requester failed 
to establish either of the necessary criteria. If the supervisor denied expedited 
processing. we must advise the requester of the criteria for expediting a request 
and offer an opportunity to resubmit additional justification. The requester also 
has the right to appeal the decision to the USCIS FOIA Appeals Office. 

If the requester has asked for expedited treatment and the supervisor has indicated 
denial, you must check the box marked "Expedited Treatment Requested'' on the 
worksheet. This will generate a pop-up window that asks the question: 
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.. -. '~-.- -Do you-want-to gener-ate-a-denial letter?-' 

The answer to the question in this circumstance is "Yes". After you have 
answered this question, FIPS will create both the acknowledgement letter and the 
letter denying expedited treatment. Please do not click on the documents as they 
are generating_ The system will take a few moments for completion. After 
creating both letters, FIPS will return to the FIPS worksheet and both documents 
will appear on the status bar of your computer (the area on the bottom of the 
screen that shows you what programs/documents you have open)_ You can then 
click on them to make any necessary corrections, close and save changes. 

If there is an Expedited Treatment Requested cover sheet, and if you detennine 
during case create that this needs to be a multiple case, you must check the 
Expedited Treatment Requested box (and create the appropriate response letters) 
for each child case. On the other hand, it might be that we will treat only the 
parent case as an expedited treatment request. The supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you 
would not mark the child cases as expedited treatment requests_ 

NOTE: If there is an Expedited Treatment Requested cover sheet, and if you 
determine during case create that we need to close the case RD, RF, DP or ER, 
then un-check the box before you close the case. Because we are not generating a 
letter regarding expedited treatment, and because it would cause erroneous 
reporting of Expedited Treatment Requests, you must un-check the box. 

CD OR PAPER? 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions)_ When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change_ 
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A few guidelines to follow: 

• Case Creators will mark the "print to CD box" on all new case creates, unless the 
mailing address of requester is to a correctional facility or unless the requester 
specified paper in the initial request letter. 

• If the responsive records are already scanned in when you create the case, you 
will still check print to CD. The processor must uncheck the print to CD box if 
the responsive records are less than IS pages. 

• All responsive records mailed to a correctional facility must be on paper. In such 
an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by removing the paragraph that begins with "This office 
will be providing your records on a Compact Disc (CD)" 

• If the requester is in prison but we are sending the responsive records to an 
attorney's office, we will print to CD. 

• If a requester specifically asks for their records on paper, do not check "Print to 
CD" box and case note the reason. In such an instance, you must modify the 
acknowledgment letter so that we do not tell the requester we are printing the 
responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with "This office will be providing your records on a 
Compact Disc (CD)" 

REQUESTER'S BIOGRAPHICAL INFORMATION 

1. Requester name 
When entering the information on the FIPS worksheet, please observe the following 
rules 

• Do not use all capital letters when entering names. 
• Do not use professional titles, such as Doctor or Reverend in the requester 

information_ 
• You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 

request. 
• Do not open cases in the name of a company only. 
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• Do not hyphenate names. 
• Be accurate with the spelling of the requester's name in FIPS. If the name of 

the requester is not clear on the request letter, check the supporting documents 
for a Form G-28 for a clear copy. 

• Add a period after the middle initiaL 
• Do not use part of the last name as a middle name, for example Hispanic 

names. 

1. Is this a delinquent requester? 

After you enter the last name of the requester, FIPS will automatically conduct a 
search for delinquent fees owed by that requester, using the last name of the 
requester. If the requester is delinquent on any case in any office nationwide, a 
box will pop up on the screen (see below)_ 

SONIA. E. $25.80 
ROBERTOANTONIO $17.90 

If a requester/subject previously submitted a request and owed a fee on a case and 
he or she did not pay the fee within 30 days, his or her case closed as a FP (failure 
to pay). If the subject/requester submits a new FOIA request, the Delinquent 
Requester notification is going to pop up. Your requester may possibly not be on 
the pop-up list FIPS conducted a search by the last name(s) of delinquent 
requesters. 

Do not treat the case as delinquent if the case was processed on or before 
December 31, 2003. Send an e-mail to NRC. .•. .f!.PS.PROI!.L.EM (clicking on the 
link will automatically include a copy to NRC, FOIAPROGRAM). In the body of 
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the e-mail, include the name of the delinquent requester and the delinquent case 
number(s) 

If the case was processed after December 31, 2003 and your requester's name was 
on the list 

If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent We have no way of obtaining those records to release to the 
requester. You will know the request was processed in FIPS Lite when you view 
the case because you will see the FIPS Lite placeholder. 

Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make 
this determination_ To view a case, highlight the line and click view. If the 
delinquent requester matches your requester, treat the new request as delinquent 
To get the delinquent case information (case number, dollar amount) in your 
acknowledgement letter and in the new case, highlight the name in the box that 
matches your requester and click ok. 

When you complete the case create process and the new case has a control 
number, FIPS will notate the delinquency on the worksheet. 
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**Do not staff for responsive records until we receive payment 

If the requester has more than one delinquent case, you will have to add up the 
total and modify the delinquent requester letter providing the case number for 
each delinquent case, the dollar amount owed for each, the total dollar amount 
owed, and instructions to prepare a check for the total amount made out to "US_ 
Treasury'' 

When you click "ACK Letter" the following screen pops up. Click OK to 
generate the letter. 
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There will be no further action until the delinquency is resolved_ Please pend for 
requester documentation. 

Where do you want to send this case?-

r· Records Locator 
r -,:,1 ,:., ... ··"'·'' 

'(' 

r ·,;-: ,, j, :,;: ~: ,-:1:::1;-
. (' Uilit Chief . 

t" Pend Case for Responsive Rtmords 
{' '--

- -- t· PB:iid- cast,- fur' CirCUlar sew-en 

·r,.· ~~~~~!~~[-~~g~p~i~~ri!~!it~iE~-
- -- ~-., 

'f'' ,, ' 

Retain this case in my lrt Basklft 

3. Complete requester address 

The requester's name and address are on Fonn G-639 in Section 2, "Requester 
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Information." If there is a duly executed Fonn G-28 in the Request or Request 
Supporting Documents enter that attorney's address in the FIPS address block. 

If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester 
in Section 2, "Requester Information." Do not use the address on the envelope or 
letterhead. 

Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to 
CD, nothing over 35 characters prints on the CD. This requires the OA clerks to 
print a label separately for those CD' s before mailing. 

Please include the suite number or apartment number on the same line as the 
street address. Currently FIPS will allow you to key in more than 4lines in the 
address box. The issue is when the case is processed and the CD is printed, it 
only prints the first 4lines. The requester's name is the first line of the address, 
so you have three lines left. 

If the name of the requester on the Fonn G-639 is a company name, please review 
the supporting documents to try to locate the name of the attorney/representative 
of the company. 

For example, if your request comes in on a G-639 and the name of the requester is 
only the name of the law finn representing the alien (for example, Wilens & 
Baker) you will need to look through your supporting documents to see if you can 
locate the name of the attorney at Wilens & Baker who is representing the alien. 
If you cannot locate the name of the attorney who is representing the alien, then 
open the case in the name of the alien, in care of the law firm. Do not use 
"Wilens & Baker" as the requester name. 

If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to 
Unit Chief. 

When the attorney or subject of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address. Please 
do not use both. 
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The address can only be four lines long, even though FIPS gives you an extra line_ 
The requester's name is always the first line. 

Enter any suite numbers or apartment numbers in the address line. 

If an attorney represents the subject, the first line of the address should be the 
name of the law finn the attorney is affiliated with, or, Attorney at Law, or "c/o" 
and the law finn name or the name of the attorney. 

If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You 
must complete these fields to ensure proper delivery. Before pending this case for 
any further action, please check the "Print to CD" box and case note that you did 
so. 

The following places are NOT foreign countries: 
American Samoa 
Guam 
Puerto Rico 
Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
New Mexico 
Palau 
Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly_ With Mexican addresses for example, if you 
enter Mexico City's postal code in the postal code field, the address will print 
incorrectly for Mexico's postal system: 
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(b)(6) 

] Street Address 

~ Foreign r;;· 

COy 

~ Province al Code I 
'-------' 

~ Country 

. Phone Number 

J,, ri::ur:e-:,.tl\- zjdn,(;,; !liiJ>i·; h<WfO thrl i~:;ib,--";,,~ [o; .bJl ,_,.:n<~•L::l<o: 
A~ if·)C;~ ~lli"; ;:,!r[l '~'; ; ~me. C:>r Skk, 'JF:O !···~;;: Cl[ C;:,;;~ 

(. h:"l)i~p ;~;~1\1 (";; lH.:;;! 1;,~-.,.·;c lk: ~~-;:;;<>_':11_] i<:l ~~~· ~::mqJh':iC. 

I~< i:;;:;.oJ une <l'icinJ"'"'; fiB- Ckr. <Jnl ;;o-,mhr 
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SUBJECT INFORMATION 

llk Cancel 

Under the header: "Subject Information" you will see two radio buttons- ''Name" and 
"Subject." Most requests are for a copy of an A-file, so you will select "Name." 

• Alien number, if applicable 
• Alien name or 
• Subject information, if the requester asks for specific documents that will not be 

in an A-file (i.e., vacancy announcement, investigative reports, copy of personnel 
file, or in some cases, a copy of a receipt file that has not been consolidated into 
an A-file). 

• When the requester is seeking infonnation relating to multiple individuals on one 
FOIA request, you must create a separate case for each individual. 

1. Alien Number 

In the alien number field, enter your subject's alien number, as provided on the 
reques~ as an eight-digit or nine-digit number_ You should always check the A-
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number in CIS to be sure it belongs to the correct subject If you have a seven
digit A-number, please add a lead zero to make it an eight-digit number. FIPS 
will automatically enter a lead zero if you have an eight-digit number. If you 
have created the case and you see less than nine digits in the A-number field, 
please re-check (by pasting the number into CIS) to make sure you have entered 
the number correctly. 

Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing_ 

If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of 
the beneficiary, since we will staff for the beneficiary's A-file. 

1. Name or Subject? 

This portion automatically defaults to a name format Enter the subject's name, 
as it appears in section 5 ofFonn G-639 (except in the case of a petitioner asking 
for a petition). 

The name portion of the worksheet is the name of the alien whose file we are 
requesting. This is usually the name in the subject portion of the Form G-639, or 
in the subject line of the request letter. However, if the requester is asking for a 
Petition he or she filed on behalf of a beneficiary, then that document will be a 
separate receipt or it will be in the beneficiary's file, not the requester's file. In 
situations like this, the subject information would be that of the beneficiary, not 
the requester. 

If the request is for something other than an alien file, for example, a receipt file 
or a vacancy announcement, then you will select the button marked "Subject" in 
the subject infonnation area. This will change the format of the screen to one box 
labeled "Description" instead of three boxes_ Delete any alien number in cases 
such as this. Check to see if there is an A-number when you are creating a case 
by "Subject" instead of"Name." If there is an A-number, delete it to avoid a bad 
staffing. 

"Subject" is used at different times, such as: 
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• when there is no alien number for the subject, but there are receipt 
numbers 

• when it is a request for a vacancy announcement 
• when it is a request for a personnel file 
• when it is a request relating to policies and procedures service-wide 

If the alien is requesting a receipt number, enter the information in the following 
fonnat: 

Correct: MSC0412360000 for Juan Cardozo Martinez 

Incorrect: MSC-04-123-60000 for Juan Cardozo Martinez 

Incorrect: MSC0412660000 for Cardozo Martinez, Juan 

Enter the receipt number with no dashes or spaces and enter the first name first 
and last name last, for example, "for Jane Smith," not "for Smith, Jane." This 
fonnat assists the Mission Support Assistants in locating the files and in locating 
the cases in FIPS when the receipt files come into the facility_ If you are 
requesting multiple receipt files from the same facility, use only one staffing 
sheet See Staffing Sheet Guide for more guidance_ 

When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information 
for more infonnation on handling personnel related requests. In other types of 
situations, put as much of the pertinent infonnation in the description line as space 
will allow_ You may need to modify the acknowledgement letter. 

RUNNING DOC MGR (DOCUMENT MANAGER! 

Now that you have filled out and verified the requester's name and address and checked 
the name and A-number of the subject, the next step is to run the "Doc Mgr'' Document 
Manager, or Doc Mgr, the button is located in the upper left hand corner of the FIPS 
worksheet. This button enables you to search for cases based on different criteria in FIPS 
before creating the case at hand_ It allows you to do a myriad of functions such as 

• Create a new case 
• Create a duplicate case 

63 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public r~lease under the Freedom oflnfonnation Act (5 li.S.C. 552). This docum~nt is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partment ofHomdand Security policy 
relating to Sensitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "'ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

469 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

• Create a multiple case 
• Attach CSD's to an existing case 
• Attach requester documentation to a pending slot 
• View an established case that matches the criteria in your current case 

If the subject provided an alien number in the case you are creating, search by the alien 
number. If the subject did not provide an alien number, or if the request is for documents 
other than an alien file, the best criterion to use is the requester name_ Always change 
"Search Offices" from ''NRC" to "ALL Offices." In addition, we can avoid having 
duplicate cases by searching both the a-number and the subject's name. 

t·nntrOI NUOlbtir -
Search Offices _j;,N~RC~"~----~,~----~,~----~ ... ~,~----~"~----~'~----""'i:J-

. " c.·eatedAroor- II 

-FWquester - -- -- - -- -- -- - -- -- ---

..... "Last Niiinil . ~LAN~~SS~IE~V~~~~~~l'·.: 
First Name §LEXANDRA I ~~ ! 

~ _ Middi~_Name__ r . 

SSN r·:···:··· !' 

,- Subi~ct-
S\Ibject IeANa, BERTHA ll'" : 

AGeo Numbm 11234567~ I l : 

SSN 

#ole:% is tire 'wilde:attl'symbot. -
. Use it sparingly as it le:ngtltens S8811llt-time .. 
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Specify the search criterion by checking the box that corresponds with the line of 
infonnation_ This information carries over from what you entered on the FIPS 
worksheet To perfonn a search, simply check the box you want used in the search and 
click on the "Search" button. The system then tries to match your search criteria selected 
to any existing cases in FIPS. For example, if you select the Alien Number field as the 
search criterion; FIPS will retrieve all cases created with that alien number_ You could 
also search by the subject of record's name- and you should do so if you have any doubt, 
to avoid having active duplicate cases_ FIPS will search only on the field or fields you 
select 

If the requester has provided more than one alien number and through careful research, 
you determine that they all relate to the subject, you must run Doc Mgr on all of the 
numbers, not just the one entered on the FIPS worksheet. You can change the Alien 
Number field on the Doc Mgr pop-up window to reflect the different alien numbers 
provided and conduct a search on each one_ 

The majority of the cases you create will be new cases. After you run Doc Mgr and you 
have found no matching case, the following pop-up will appear: 

NO cases M&tDiiBil vour search-Ciitei1i:l 

New Multiple Cases I lie arch 

Select the button "New". FIPS will then generate a control number for the case. This 
procedure can take a few minutes to complete. Please be patient. Do not click on any 
other buttons while FIPS is working. 

Use the Multiple Cases button when the request is for multiple individuals 

FIPS will ask how many cases need to create and will then create them semi-sequentially. 
FIPS has the ability to create a parent case with up to 25 child cases. FIPS will 
automatically insert into each case a note remarking on the fact that the current case is a 
part of a parent/child case_ 

When the requester is seeking information relating to multiple individuals on one FOIA 
request, you must create a separate case for each individual. 
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After FIPS finishes creating the new case(s), you will need to create an acknowledgement 
letter, request any additional information (if applicable) and staff for responsive records_ 
Of course, nothing is ever this simple all of the time. Now you are ready to determine 
consent and PII. 

WHAT IS CONSENT? 

"'Consent" for the purposes ofFOIA/P A is written agreement, approval or permission for 
access to information in the record by the competent individual to whom the record 
pertains. The case creator must review the request and supporting documents to 
determine if proper consent is present. 

Consent can be any of following: 

• A Form G-639 bearing a notarized signature or a signature made under penalty of 
perjury, or 

• A notarized signature of the subject, or 

• A declaration under penalty of peijury signed by the subject 

The notarized signature of the subject or the signature under penalty of perjury does not 
need to be on the G-639. If a requester has inserted the penalty of perjury statement on 
ANY document, and the subject of the file has signed the document, it is consent. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the 
penalty of perjury statement is directly above the signature of the subject of 
record. 

• G-639, when the subject has signed the first page and the second page does not 
contain the signature of the subject but has been notarized. 

• DOJ-361, Certificate of Identity: we may not suggest or require that a requester 
use a DOJ-361, but we can accept one as consent with a signature under penalty 
of perjury. 
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A current photo ID or a G-28 signed by the subject of record is for infonnation purposes 
only and is not accepted as a fonn of consent for any case created March 5, 2009 or later. 
However, you may accept a properly executed Form G-28 without a penalty of perjury 
statement as consent for any case created on or before March 4, 2009. 

"Consent" for purposes ofFOIA/PA does not include a Fonn G-28 with a statement 
made under penalty of perjury by the requesting attorney or representative "that the 
infonnation I have provided on this form is true and correct" A statement made under 
penalty of perjury must conform to the requirements of28 U.S.C. § 1746: Unsworn 
declarations under penalty of perjury, which reads as follows: 

Wherever, Wlder any lmv of the United States or under any rule. regulation, order. or requirement 
made pursuant to law, any matter is required or pennitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate. statement oath. or affidavit in writing 
of the person making the same (other than a deposition. or an oath of office, or an oath required to 
be taken before a specified official other than a notary public), such matter may, with like force 
and effect be supported. evidenced. established. or proved by the unswom declaration. certificate, 
\'erification, or statement, in \Vriting of such person which is subscribed by hitn, as tme under 
penalty of peijury, and dated, in substantially the following fonn: 

(I) If executed without the United States: "I declare (or 
certify, verify, or state) under penalty of petjury under the laws 
of the United States of America that the foregoing is true and 
correct. Executed on (date). 
(SIGNATURE)". 

(2) If executed \Vithin the United States, its territories. 
possessions. or commonwealths: "I declare (or certify. verify. or 
state) under penalty of peijury that the foregoing is true and 
correct. Executed on (date). 
(SIGNATURE)". 

If the requester is asking for records concerning an individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent using the 
Track 1, Track 2 or Track 3 Ack Letter Requester Docs located at: 
0: 1Foia\FOIA LIBR4RY\Case Create References1Case Create Template Letters or 
the form "Requester Documentation Attachment" located at: 
0: 1Foia\FOIA LIBR4RY\Case Create References1Case Create Template Letters 
\Requester Docs Attachment. Check the first box on the document. 
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After you send an acknowledgment letter requesting consent, do not staff for the file_ 
Click on "In Baskef' and Pend for requester documentation_ When the requester 
provides consent, Records Locator will staff for the records_ 

Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the fonn of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially detennined to be 
incompetent, he or she must submit proof of guardianship. The signature of the 
parent/guardian must be notarized or signed under penalty of perjury [6 C F.R § 5 2I(e)]. 
The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file_ 

Minors can make a request for their file themselves. They do not have to have the 
consent of their parent or guardian to make this request An attorney may also represent 
ammor. 

Third party requests 

Sometimes consent is not necessary_ For instance, a requester asking for a "list of all 
employers in Utah who use £-Verify" does not have to provide consent Commercial, 
contract, and media requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or 
personally sensitive information to a third party without consent. If the requester is 
asking for records concerning an individual and does not provide consent, nor does it 
appear likely that the requester is going to get consent, we treat it as a third party request 
without consent. It may be obvious from the request that the requester will not be able to 
obtain consent from the subject of record. If you have a doubt, consult your supervisor_ 
The supervisor may have you send for consent, call the requester to see if you can make a 
determination, or create the case as third party without consent. Third party requesters 
are entitled to any public documents that may be in the file they are seeking, as well as 
documents they provided in support of an application/petition. For example, if a wife is 
looking for a copy of her husband's file so that she may divorce him, and says in her 
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request letter that she does not know where he is or says she cannot get his consent, do 
not send a request back to her for her husband's consent. In a situation like this, simply 
staff for the file and put a case note in FIPS that it is a third party request without consent 
In the above example, if she did not specifically say she cannot get his consent or that she 
does not know where he is, do not staff for the file. In a situation like this, send a request 
for consent and pend the case for requester documentation_ 

Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof 
of death. Proof of death could be any of the following: 

• Death Certificate; 

• Obituary; 

• Funeral Memorial; or 

• Photograph of headstone 

If the subject of a request is over I 00 years old, it is assumed they are deceased and no 
proof of death is required_ 

Routine use, no consent required, not FOIA 

The Service may disclose records from the alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. 
Consent is not necessary for the processing of these types of requests. Some examples of 
these types of requests include requests relating to child support enforcement and aliens 
seeking public assistance. 

Requests from government agencies (federal, state or local) for verification of status of 
aliens are routine use. 

These types of requests are not a part ofFOIA and should not be in FIPS. For example, 
you may open a request from a county public assistance agency attempting to locate a 
child's father who is avoiding financial responsibility. If you open a request from a state 
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or local government agency requesting information about an alien, e-mail your supetvisor 
advising them of the situation, then close the case ER The only exception to this rule is 
if there is a cover sheet with instructions to create as FOIA. 

Criminal bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non
immigration violations of the law. These requests are processed by Immigration and 
Customs Enforcement. If you open a criminal bond obligor request in case create, use 
the same guidance as for immigration bond obligors. 

Immigration bond obligor, no consent required, not FOIA 

We no longer process requests received from bond obligors_ Any new requests that are 
scanned into FIPS as of June 11, 2009, should be closed as an ER Please send an e-mail 
to NRC, FOIAOA and provide the REQ number or control number, and also include the 
requester's name. 

OA room will mail the request to the following address. 

Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 
800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 

What is an Immigration Bond Obligor? 

Immigration bond obligors are surety companies who have posted an immigration bond 
(1-352) for an alien who has been taken into custody by the Service. If the alien fails to 
attend his or her hearing, then he or she forfeits the bond. Under the court case Amwest v. 
Reno, the surety companies, or their attorneys, are entitled to a complete copy of the 
alien's file to assist them in trying to locate the alien. Consent is not required for the 
bond obligor; however, they should provide a copy of the bond contract, Form 1-352, 
with their FOIA request. 
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CASE CREATE SITUATIONS/OTHER PROBLEMS 

At any time during the case-create process you may encounter a quirky or unusual 
situation_ Some not-so-usual situations follow this paragraph, but as a case creator, you 
will inevitably see situations you have never seen before. Case creators should seek 
assistance from their supervisors as a first step. If the problem cannot be resolved, the 
creator should send the case to the Unit Chief and send an e-mail to the supervisor for 
clarification. If it is not a situation that needs clarification but some type ofFIPS error, 
send an e-mail to the FIPS Problem mailbox (NRC, FIPSPROBLEM) and CC your 
supervisor, or in other situations to the MSB mailbox (NR.\:.,.NR!;.f.Q.l.AMS!l), and CC 
your superv1sor. 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail 
addressed to both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM 
mailbox. 

REQUESTS: Foreign Consulate 

Immediately f01ward any type of correspondence, FOIA request or inquiry received from 
the consulate of a foreign nation to the Director's Office for handling. USCIS 
Headquarters is the only one authorized to correspond with foreign consulates. 
Please make sure it is a consulate requesting the records and not the subject of the request 
putting the consulate's address on the G-639 to mail the records to the consulate (for 
passports). If the request is from a consulate the FOIA request should be closed as an ER 
and an e-mail should be sent to NR~ .•.. f..Q~AQ.A mailbox (with a CC to your supetvisor) 
with the case infonnation. Send the case to Unit Chief. The supervisor will review and 
close the case. If the subject mailed the request and wrote the consulate's address on the 
G-639, use the subjects address from the envelope and set it up as a self request. 

REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the 
person in CIS or CLAIMS; do not close the request as NR. If the requester is asking a 
question about being a student, au pair, camp counselor, or participating in a summer 
work/travel program, or if the requester specifically mentions visa type F-1, F-3, J-1, M-1 
or M-3, then you should refer the request to ICE, since that record will be tracked in 
SEVIS (Student and Exchange Visitor Information System.) An example of a ''refer to 
ICE'' type request might be: "Type of visa, visa number and legal documents allowing 
entry into the US. The subject was a student at the University ofNebraska." 
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Otherwise, redirect the requester to Department of State_ An example of a ''re-direct to 
State'' type request might be for a B l/B2 visa, such as: "Type of visa, visa number and 
legal documents allowing entry into the US. The subject visited Disney World and Cape 
Canaveral and entered at Orlando International Airport." 

REQUESTS: A-number only 

If a requester/subject is asking for their alien number only, follow these steps: 

• 

• 

• 

• 

Search CIS with the information provided on the request to locate an A-number. 

If you locate an A-number, compare the information provided on the request with 
the information in CIS to make a positive ID. 

You must have proper consent and all of the required PII in order to proceed_ If 
consent or any PII are missing, generate the acknowledgement letter and request 
the additional information. 

If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 
o Print a copy of CIS 9101 screen, attach a "Scan As" cover sheet and mark 

the box "Responsive Records." Take the screen print to the OA room for 
scanmng. 

Make the case a Track I case and pend the case for responsive records. When the 
responsive records are scanned in the case will move to the processing queue. 

REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty 
years. Initially the program included workers from Mexico, the Virgin Islands, British 
West Indies, and elsewhere. After about 1945, the program was limited to agricultural 
workers from Mexico, and the term "bracero" refers to an imported farm worker from 
Mexico. "Brazo" means arm, and "bracero" means a person who works with his arms. 
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Begin with a thorough search of CIS_ If no record is located, request a manual search_ 
Create a Records Indexing Staffing and enter all information provided by the requester. 
If the manual search produces no record, generate a "NR" letter and send the case to 
Admin. Send an e-mail to your supervisors with the case information. The supervisor 
will review and close the case. 

In these no record cases, the researcher's only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals 
at US-Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero 
admitted in 1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the 
requester should ask for a search of Mexican border arrival manifests in Record Group 
85. The correspondence to NARA should contain the date and port of entry, as well as 
the name used at the time of entry, age at the time of entry and any other identifying 
infonnation. 

NATIONAL ARCHIVES AND RECORDS 
ADMINSTRATION 
CIVIL REFERENCE 
7'h AND PENNSYLVANIA A VENUE NW 
WASHINGTON DC 20408 

REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIAIPA requests, they will sometimes find our agency's 
documents within their files. These documents will be referred to us for processing. The 
responsive records could be USCIS documents being referred to us for review or joint 
documents i.e., co-authored by the referring agency and other agencies. A transmittal 
memorandum advising us to respond directly to the referring agency is a consultation. A 
transmittal memorandum advising us to reply directly to the requester is a referral 

Send the case to processor. Send an e-mail to the M.S.~ mailbox advising them that you 
have created the case and that it is a referral/consultation from another agency. Include 
the alien name and the NRC control number. 
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REQUESTS: USCIS personnel information 

• Requests that deal specifically with USC IS vacancy announcements, performance 
ratings and awards are scanned and handled in the HQS queue by the Special 
Interest Group. 

• If a request for CIS Personnel Infonnation mistakenly is scanned in the NRC 
queue, create the case and reassign the case to HQS_ Create the case as a Track 2 
case. Use PER for the category and CIS for the bureau, the subject information 
box should be changed to "subject" and the description should contain the 
vacancy announcement number. 
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Click on the "Reassign to Another Office" and use the drop down box to select the HQS 
office. The case will be staffed when it is re-assigned to the HQS queue_ Send an e-mail 
to NR.C.f..QJAS.JG. with the case information_ 
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REQUESTS: Official Personnel File 

Close FOIA requests received from an individual for a copy of his or her Official 
Personnel File (OPF) as NA (not applicable). Infonn the requester in the final action 
letter that they may access their OPF on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for _employees/info_ about_you/eop _folder/eopf 
_logon_xml 

After generating the "NA" letter in FIPS, send the case to Admin and send your 
supervisors an e-mail with the case details_ The supervisor will review and close the 
case. 

REQUESTS: Red Cross I Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA 
requests. You should create the case and staff for the file as a specific document request 
It is not necessary to create an acknowledgement letter if the request is from the Red 
Cross_ 

REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the 
alien to enforce court ordered support or enforcement of some other lawful responsibility. 
These types of requests fall under the routine use category. You should e-mail your 
supetvisor advising him or her of the situation, then close the case ER. The only 
exception to this rule is if there is a cover sheet with instructions to create as FOIA. 

REQUESTS: Return of original documents 

Requesters will sometimes ask for the return of original documents, such as adoption 
decrees, birth certificates or other documents of a personal nature on a request addressed 
to FOIA. If the request for the return of original documents is submitted on a G-639, we 
are required to provide the requester with a copy of the specific documents requested. 
For return of original documents, the requester must submit a G-884 to the SAVE Unit of 
their local district office_ Insert the following verbiage in the acknowledgement letter. 
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In your FOIA request you have specifically asked for the retum of original 
documents. We will provide you with a copy of these documents_ In order to 
obtain the original documents you must submit a G-884, ''Request for the Return 
of Original Documents'' to the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, click final 
action and choose "ER" (created in error). A letter is not created by FIPS; you will need 
to generate a letter in Stand-Alone explaining the reason we did not accept their request 
as a FOIA request Print two copies of the letter. Attach a cover sheet on one copy to be 
scanned in as a CSD and send the other copy to the OA room for mailing to the requester. 
Include a detailed case note_ Send the case to Admin and send an e-mail to your 
supervisor with the case information. The supervisor will review and close the case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all 
G-884's (Request for Return of Original Documents). OA ordinarily forwards any 
requests for return of original documents to Case Resolution_ 

SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential 
infonnation needed to create a case, and you are unable to determine what that 
infonnation is, there are individuals at the NRC available to translate. Here is the 
procedure: 

• Insert a case note titled "Untranslated Documents" and the reference page 
numbers_ 

• Copy the text of the case note and paste it into an e-mail to :NRC.~ 
NRCFOIAMSB, with a CC to your supervisor. 

• Send the case to Unit Chief 

• After translation, a copy of the translated infonnation will be scanned as CSD or 
case noted, and returned to you for creation and/or staffing. 
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SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need 
to create the case as a track two case, mark the category as Congressional, staff for the 
requested documents and send an e-mail to theM~~- Mailbox advising them of the 
control number, congressional contact information and name of the subject of the request. 
Do not use the Congressional office address as the address for the FOIA request. If an 
address for the subject cannot be found, please contact a member of the MSB for more 
guidance. 

SITUATION: Appeals 

If an appeal is encountered in case creating, the request needs to be sent to the Unit Chief 
box in FIPS and an e-mail sent to the designated appeals POC advising of the appeaL 

SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of 
Appeal of Decision Under Sections 245A or 210 of the Immigration and Nationality Act 
(INA), scanned as the FOIA request letter, this is considered a legitimate request The 
Administrative Appeals Office sends this fonn along with the A-file to the NRC for 
processing under FOIA. 

Fonn 1-694 is used to notify USCIS that an individual is appealing the denial of their 
permanent residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words "NEW REQUEST' should have been 
written on the top of the form before scanning. Please note the request may not have a 
current date. The case creator should create the case, and request additional infonnation 
or consent if needed. If additional information or consent is not necessary, send the case 
to processor. 

SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please close it as an ER. Send 
a message to NR\:_,_.f.QIA .. I'.RQGRAM,.M.~.Pani.eLM.ar~.ia.M. (clicking the link generates 
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the e-mail) providing the REQ number and infonnation indicating the request was a 
subpoena or court order. The NRC Program Office is currently addressing these 
requests. Subpoenas or court orders are a high priority_ Please notify NRC, FOIA 
PROGRAM as soon as possible. If you aren't sure, please contact your supervisor for 
guidance on how to proceed. 

SITUATION: Certification of record 

When creating a new case, insert a case note "requester wants documents certified." The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § I 03. 7(d) and the Records 
Operations Handbook (ROH) 

The NRC will certify certain documents from A-files as being true and correct copies. 
The physical file must be located at either the NRC or the FRC. Genealogy requests that 
were received, staffed and processed by NRC can also be certified by the NRC. The 
NRC will not certify copies of documents that belong to other agencies. Information will 
be provided to the requester on how to obtain certified copies of these documents_ The 
NRC can also provide a certified letter giving infonnation such as the date of entry and 
the status of the individuaL 

NRC will not certify naturalization certificates for living persons. If the individual has 
his or her original naturalization certificate and want or need a certified copy of it, he or 
she must make an INFO PASS appointment. An individual must submit an N-565, 
Application for Replacement Naturalization/Citizenship Document if he or she has lost or 
misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests 
must be submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 211

d Floor 
Washington, DC 20529-2204 

SITUATION: Certification of record for dual Italian citizenship 
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If we receive a request asking for a certified copy of a relative's naturalization certificate 
for the purpose of applying for dual Italian citizenship: 

If the requester's relative is deceased, they must submit their request to theJJ.S.C.l.S. 
Genealogy Program. The web address for more information and instructions for 
submitting their request is USCIS.gov or; 

If the requester's relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative's naturalization certificate in 
order to apply for dual Italian citizenship. According to infom1ation obtained from the Italian 
Embassy in Washington, D.C., certified copies of naturalization certificates are not required for 
the dual citizenship application. The Italian Embassy requires the naturalization certificate copy 
along with our USCIS cover letter and envelope. The records that we release as part of this FOIA 
request will serve that purpose. 

SITUATION: Record at National Archives and Records 
Administration (NARA) 

The National Archives and Records Administration has designated alien files as 
permanent records for the Federal Government, ensuring their retention indefinitely. As 
with all permanent records of the Federal Government, ownership and physical custody 
of the record is transferred to NARA at a designated point and NARA becomes the 
custodian of the record. Once the record is transferred to NARA, anyone who wants 
documents out of the file will have to file his or her FOIA request directly with NARA 
The "magic date" for alien files to be turned over to NARA is when the subject of the file 
passes 100 years of age_ The NRC has begun the process of transferring the targeted files 
into the custody ofNARA. 

As a result, case creators need to pay close attention to those cases in which the subject of 
the file was born before 1909, particularly if the request does not meet the criteria for a 
genealogy case. The complete list of criteria can be found in Section 3, "Category of 
r~q!!~~~:: .. in..th~ .. ~Y.b.7.P..G.tagmph.~.'.G.EJ'{ '' 

For example, the requester writes in and makes the following request: 

"I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 
1957 and died in 1969. Enclosed is proof of his death and alien number." 
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Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; 
however, since he was naturalized in 1957, he does not meet the prong of having no 
documents in his file dated after 1951. If you are creating a case and the subject of the 
request is 100 years of age or older, but the person DOES NOT fully meet the criteria for 
a genealogy case, please pay special attention to NFTS_ IfNFTS shows that the a
number has been retired to NARA, it means we have turned the records over to NARA 
permanently. The requester will have to send a request to NARA. Please select FINAL 
ACTION OPTIONS when creating the Acknowledgement Letter, select NA and replace 
the nonnal Acknowledgement Letter with the NARA Historical Record Letter located at 
0:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters/Hist 
Qr..i.~.~LR.~~~;mL~.~tt.~r. 

It may happen that USCIS has not yet transferred the file to NARA IfNFTS still shows 
a shelf location within NRC (or any other office), staff for the file. 

SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. 
The agency maintains immigrant arrival records created since 1892; and naturalization 
records since 1906. 

When a request is for records older than those maintained by the agency, click final 
action and choose the code "OR" This generates a letter to the requester explaining that 
the records being requested are older than those maintained by the agency. After 
generating the final action letter, send the case to Admin and send an e-mail to your 
supervisor with the case information. The supervisor will review and close the case. 

REFERRAL AND REDIRECTION 

Referral 

The FOIA requires us not to close a case if there is information in another component of 
our department. For instance, the Drug Enforcement Administration and the Federal 
Bureau oflnvestigation are both components of the Department of Justice. IfDEA 
receives a FOIA request and detennines the infonnation is with FBI, they may not close 
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the case and tell the requester to write to FBI (that is redirection)- They must send the 
request to the FBI and advise the requester they have done so (that is referring)_ 
USCIS occasionally receives FOIA requests for non A-file records totally under the 
purview of another DHS component. When this occurs, we refer the FOIA request in 
FIPS to the correct component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 
U S. Customs and Border Protection (CBP) 
US. Immigration and Customs Enforcement (ICE) 
U. S. Secret Service (USSS) 
Federal Emergency Management Agency (FEMA) 
U.S. Coast Guard (USCG) 

Select "RF" in the final action drop down menu_ FIPS will automatically create two 
documents: A final action letter to the requester and a referral memorandum to the 
receiving component. It is important that the requester be told to which DHS component 
their request has been referred. It is DHS and USCIS policy that under !!2 circumstances 
should a final action letter to a requester state that their FOIA request has been forwarded 
"to another government agency" or some other vague reference. If the FOIA request in 
question should have gone to another DHS component initially, then you must identify 
the component the request is referred to in the final action letter. You may have to edit 
the letter to add the required information. 

Redirection 

If we receive a request for records that belong to an agency outside ofDHS, we close it 
and write a "redirect letter."(Final Action Options: RD) An example of a request to 
close and redirect is a petition that we discover has been forwarded to the National Visa 
Center for issuance of an immigrant visa. The redirect letter advises the requester to 
contact the different agency for the information they are seeking. If you open a request 
and find out the information is outside DHS, go to Acknowledgment Letter, select Final 
Action Options, select RD-Redirect, and prepare the letter. Send the case to Unit Chief 
and send an e-mail to your supervisor with the case infonnation. The supervisor will 
review and close the case. 

Entry/Exit Information referral to CBP 

81 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public r~lease under the Freedom oflnfonnation Act (5 li.S.C. 552). This docum~nt is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partment ofHomdand Security policy 
relating to Sensitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "'ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

487 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

The following applies when referring cases to CBP: CBP handles FOIA requests for 
entry and exit information dating back to 1982, inspection, Port of Entry (POE), requests 
for information relating to air and/or marine incidents, or the US. Border Patrol 
Academy, legacy Customs or legacy Inspections. Key words that you could see on a 
request relating to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods_ A FOIA request for this type of information should be 
referred to CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 
799 91

h Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry/exit infonnation and the requester/subject provided an 
alien number, staff for the file_ If the request is for entry/exit information and the 
requester/subject did not provide an alien number, you must thoroughly search CIS and 
CLAIMS to be sure the person does not have an alien number or application. CBP has 
records on entry and exit infonnation dating back to 1982, but no further back. You may 
modify the referral letter; any information you can provide as to what the requester is 
asking for will be helpful to CBP 

Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This 
includes Border Patrol records relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number 
through a search of the systems, please staff for the A-file. 

Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any 
personnel matter generally, please create the case as you nonnally would by filling in the 
blanks and controlling the case. After that, change the Category to PER. Do not create a 
staffing and do not send any correspondence to the requester. Case note that this appears 
to be a personnel-type FOIA request Send an e-mail to NR~ .•. FO.!.ASJG and cc your 
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supetvisor saying you have sent the case to Unit Chief After that, send the case to Unit 
Chief 

US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border 
Security Program that records biographic, biometric and travel information for all foreign 
visitors to the United States_ The system screens all crewmembers and passengers that 
travel to the United States by air, sea or land. United States Citizens are not in the 
system. 

If the requester is asking for both a copy of the alien file and for entry and exit 
information, you will staff for the file. See Entry/Exit CBP information above. 

PII REQUIREMENTS TO STAFF FOR AN A FILE 

Before creating any letter or staff for an A file, please verify, at a minimum, these four 
elements of Personally Identifiable Infonnation: 

1. A-number or Receipt Number 
2. One parent name 
3. Date of birth 
4. Country of birth 

Next. check the CIS 9101 (ID #Search/Display) screen to match the provided 
infonnation_ If all elements match, please staff for the A file. There is no need to request 
any additional infonnation. 

Sending for additional documentation: 

If the requester did not provide any of the four elements listed above, request the 
additional PII with your Acknowledgement Letter. The procedure for creating an 
acknowledgment letter requesting additional information is in the section of this 
handbook entitled "ACKNOWLEDGMENT LETTERS." After you create the letter 
requesting additional documentation, do not staff for a file_ Click on In Basket and Pend 
for Requester Documentation_ After we receive a response from the requester, a person 
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working in Records Locator will staff for the file. The processor will use the requested 
information to verify the release of the correct records. 

Note: if the requester marks "unknown," "none" or "N/ A" for any element of the above 
PH, please do not request this infonnation as part of the Acknowledgement Letter. 

If the PII given does not match CIS and you have not been able to find a record after 
researching the CIS 9102 ("Sounds Like") or 9106 ("Sounds Like" Name, with DOE); 
and 9103 (Exact Name) screens; please scan the screen prints in as CSDs, draft the NR 
letter and forward to Unit Chief. 

Closing a case as No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision_ If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP_ CBP will 
possibly have a record responsive to their request Your search should include CIS and 
CLAIMS. Consult the sections of this manual entitled "Central Index System" and 
"Computer Linked Application Information Management System" for more information 
regarding the systems. 
When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 
9104 AKA (Alias) Name 
9106 Sounds-Like Name with DOB 

Determining to staff based on best information available: 

If you detennine that the requester has provided all the PH possible after performing the 
CIS 9102 or 9106 and 9103 screen searches shown above, and there is only one person in 
the CIS 9101 screen with the same information, please staff for the file_ However, 
prepare a case note explaining why you staffed for the file. 

Social Security Number 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that 
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number on the FIPS worksheet We will not request the Social Security number when 
requesting additional documentation_ 
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STAFFING FOR THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the 
next step is to staff for the records that are responsive to the request 

How do you determine what records are responsive to the request? First, you have to 
read the request Typically, the requester will ask for a complete copy of an alien file and 
they will provide an alien number. If this is the situation, you must verify in CIS that this 
alien number belongs to the subject and that the File Control Office (FCO) is an office 
the NRC processes_ 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet 
page to use for staffing_ 

If the requester is only seeking specific documents, please make a case note in FIPS 
detailing what those documents are_ You will also be mentioning those specific 
documents in your acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they 
are the FCO for that file. In these instances, the creator will list on the staffing sheet the 
exact documents being requested. The Service Center will then locate these documents 
within the file and scan only the requested documents. Please see the staffing guide for 
more instructions on staffing for these types of Service Center files. 

If the requester did not provide an alien number or receipt number but did provide 
enough information to conduct a thorough search, you should search CIS and CLAIMS 
and try to determine the subject's alien number or receipt number. If the requester did 
not provide enough information to conduct a thorough search, then you will have to ask 
the requester for more information. 

We do not staff for "S" (substitute) or "W" (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final 
step to case creation is to pend the case for the responsive records. 

Please mark all cases created using the FOIA Special Interest Group staffing sheet with 
the category "SIG." This will allow a member of Special Interest Group to review and 
identify cases for their reporting purposes. 
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If the file is located at COW, with the Responsible Party Code (RPC) ofRK, please insert 
a case note after you have created the case_ The title of the case note should read "File is 
at RK" Send the case to Unit Chief Send your supervisor an e-mail with the control 
number of the case and that the file is located at COW with an RPC ofRK. 

If you see an RPC of"ZW" in NFTS; that indicates the file is classified_ Staff the file to 
the current FCO. If you see an RPC code ZW0004: that indicates the file is here at the 
NRC in the safe and you should staff: FOIA Safe 

If you pull a case that has a FOIA Safe staffing you should !'ti;Y~R cancel the staffing 
sheet. Repend the case for 180 days, go to In Basket and Pend the case for responsive 
records. 

STAFFING BY ALIEN NUMBER 

One A-number provided on the request (with example staffing) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, 
ensure you have all the other required elements (DOB, COB, DOE, POE and parents' 
names) to complete the case create. If any of the required elements are missing, request 
the additional infonnation when sending the Acknowledgment Letter. The section that 
follows is a systematic example of staffing by A-number when the requester has provided 
one. 
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I. Open NFTS 

~ch Favontes 

To comply with password security standards, 
f~FTS passwords are no•N case se11sitive. If 
your passv;ord was created or reset by PICS, 
please enter your password in UPPERCASE to 
login. 

NFTS Lo 'n -- --- ·r~ ·rJ;;~-;b-r·~-, .. --.-
::-::·:::-~J~m·r,_--

:{;_~_::_;t~~·~'-_;~ JJ~~:~~·~~·-~:~~~-~·-~-~j~ {~_:_;_'c_i_e_;.-_~_-_-_~_', 

Please ~nter your user id and password, 
then press tile Login button. 

N-:''"''':;,;;j ~,- :,_,:; ,;,:;:;c:,t'" t,- ·<''';;,, ,,-,, __ ·:>t-:. 
·C <.>l':'~ ;i ::.:{-;::::· ··.:',:"6-'t<·':!::~ 0: ::'<.1 J --~f.<:: f:Hl "?:: ;, ./': ~ 
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2. Submit your location 

- '- ' ,~'j http:/ fr'll'ts.uscls.dhs.gov/rfu/Seu.Jseroflh asp 

Select omce and Default S~ctlon 

: ''' :: \)~~~~\Jff~"'\ /kimiwfufir&infufiitfrmit '~. :: 
\}'}'~~~~k~J~~/: AA "i(:(::: 

:}bft1~k~~l~:::~~J~/:J''_- ,_---
:\::'· ::-':' t':' :::':::::'· ::-':' t':' :::'::::::· ::-':' ::(' (_~~~~~:):::· ::-':' :::-':' ,,:::o.- ·:· ' 
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3. Select '"Inquiry" 

i ti 
NFTS 

:-: .:1 Transactions 
- Desk Audit 

~ Recerve 
- ' Request 

o)' _. . .l Reports 
"<I Cha"ge Wotktng * Vi ow Status 

S<Ottlon: :M-- "'· Fl:e~p Code: : 

' 
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4. Select "ALL Converted Offices" and enter "A" or a"+" then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you 
are asking for the correct file_ 

~ r._, .•• ,~;;,, 
-- "'""" ftd< 

: fH'tJ""'~ 
' h-A>;,~·-

- >li<I·Jilij 

P.v,·l;; :,~':'~;·•:j"~<·.~•;;,:!!!l~~~~~~j~j~~~~~~~~j~~j~j~~j!!!!~' I " ,, -
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5. The search result provides several pieces of infonnation_ First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible 
Party Code (RPC) is DP0064, and it tells us that DP means Deportation Do you 
see the four boxes above the "Exit" button? Those are "Rider," "Consolidation," 
"Retire," and "In Transit." If any one of those is "grayed out," it means there is 
no information there_ If one is "blued in," it means there is information and we 
should look at it. 

~ ::. ''"~"'~'-~'"' 0. ','t<-< '}AA•A _.,, i!a __ -- --ilti --- --~Em -
:(~n~··· .:.< ;.::"··· · ":: t)_ilr{f'W~f-:-'-:(:' ··· -- ··· 
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6. "Blued in" information 

• If''Retire'' had been blued in, it would have been important We would have used 
that inquiry screen to staff from the FRC. 

• If''In Transit" had been blued in, it would have been important. We would have 
staffed to the receiving FCO. 

• If''Consolidation" had been blued in, it would have been important We would 
have checked to make sure our file is the "survivor" and not the consolidated file. 

• "Rider" could be important to the case processor, but it has nothing to do with 
how we staff for this file. 

7. The FOIA Operations Division Intranet Page 

Now, an RPC beginning with "DP" is easy because NFTS shows right beside it that it 
means "Deportation." Sometimes an RPC prefix can be important and it's not obvious 
right away. If that's the situation, we need to look at the FCO List, which also has the 
RPC Reference Guide. 

····'"·" .. 
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8. The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with OP, we staff to ORO If you don't already know this, SAC, 
RAC, ASAC, ORO and OPLA are all ICE functions. That's important for 
staffing. 

o_ -Foia,F8i.O. uBR.~Rv',Case Create Raferenca~,Ca•a Cie~te Temp:ate Letters.Casa Cr*tte Relarern:ei,COI~. 
;=coustn· 2c=o 

RPC REFERENCE FOR STAFFING- U d:~ted 3!31i!G 
FCO Cod~ oucrl tlon 

. .:...c EX 

;:..nti 3m~ggl:<>; 

Ch·;l (>:·•;~sei 
Ci!:!1IM! Al:~n F'1!! rM'\ 

Da!erre~ ~;p&::lion 

De!;Nt&Hc~ 
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9. The FCO List 

From NFTS we know that the FCO is Seattle. We should check to be sure that ifthe 
FCO is SEA that we staff to SEA For example, you can see 

we staff to BOS. 
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10. The FOIA/PA Assistant's Guide 

We should look in the FOIAJPA Assistant's Guide to see if there is more information 
about staffing to DRO. 
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11. Figuring out a Staffing Scenario 

The Guide confinns what we thought If we staff to DRO, then we choose the FCO 
where the file is located. We're going to look for DRO-SEA. Note that the quickest way 
for me to find the information is by searching "DRO." I could have also gone to the table 
of contents and looked under Staffing Scenarios. 
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12. Generating the staffing sheet 

After we click on "Staffing" we get a "FIPS- Staffing Request" dialog box. Make sure 
the button marked "Customize Letter" is selected. The file is not missing or lost, so we 
won't check that box. We will scroll down and click the+ beside ICE to expand the ICE 
list 
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13. FIPS- Staffing Request dialog box 

After we expand the ICE list, we have to expand the DRO list: 

Stall request to: 

· FOIA.SAFE 
FOIA. Significant Interest 
FRAUD DETECnONANDNATIO~ SECURIT'I 

"' "'' HEL NONA-FILE MATERIAL 

'" -~ ASAC 

~-+ ORO 
ICE (General Staffing) 
ICE -LESC 

""' "" -* SAC 
Lost File at FCO 

+ Non FOIA Offices 
NRC-Director 
Privacy Act Amendment Request 

DRO 
ORO ABQ 
ORO AGA 
ORO-Albany 

- DRO-ANC 
DRO·ATLAtlanta 
ORO • BAK Bakersfield 
ORO · BAL Bakimore 
ORO - BOIIdaho 
ORO BOS Bostun 
ORO BUF Buffalo 
ORO CHA Charlotte Amalie 
ORO CHI Chicago 
ORO CHL Cilarleshln 
ORO CHR Christensted 
ORO CLE Cleveland 
ORO "" ORO CLT Charlotre 
000 "*' "·"·· 
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-------------------------------------------
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14. Creating the customized staffing letter 

Next, we will scroll down the DRO list and look for DRO-SEA Once we get there, we 
click on it and it turns blue when it is selected. After that, we click OK. 

Staff request to: 

ORO- PRO 
ORO- REN Reno 

ORO· SAC SBcrtllflento 
ORO- SAJ Sao Juan PR 

ORO- SFRSan 
DRO-SLC 
ORO- SNA San Antonio 
ORO- SNO El Centro SPC 
ORO- SND San Diego 
ORO- SND-CCA 

ORO- SND-FDS Calipatria lAP 
ORO- SND-FSD Bond 
ORO- SND-FSD Calipatria lAP 
ORO- SND-FSD CentinelaiRP 
ORO- SND-FSD Donovan IRP 

ORO- SPM St. Paul MN 
ORO-STLOUIS 
nnn e-TA 
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As soon as I clicked OK, FIPS generated a staffing letter for me. 
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Go to the end of the letter and position your blinking cursor below the word 
"Attachments." Next, we go back to NFTS and copy the location information. 

R~~•d•~ 

Po<illn Ne~.11'!n 

I ~ertofl· ti1M I ,;m 1 e<[mmll> le r;, th< 'e.i!do uf rt,OI ,], cml<ill< te.lm Ill)' uffl, e ~~~~outvo>:<t,t 1:>·, • lh1< 
r<iJIIC't lll•l tlo< ~ttJdlt<l ,~,·~o<h <Wit th< ,;n[v >Ud.l '''"""''"'' ],>i~k<l ill J~:>j)M:'e to tl11; •~<Jll¢'1 

_____________ Dilte ___ _ 

Td<t>hone ;= ------------------
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15. Putting the staffing information in the staffing letter 

Right-click somewhere in the gray area below "General Inquiry'' You will get a drop
down dialog box. Click on "Select All." Right-click again and select "Copy." Now we 
will paste the information into the staffing letter. 

J; ... l . 

. < 'J:T> 

' Oe" 4dil 

' 

Offit~:tllk 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair 
it 

J L "llf,- ~>•i i "'" «-•f«•U-•Jl· 1: !;» ~'" -c:.-1> •>f ''"''"!- l'<!U•h·k•I»L <u:. <•tJi< < """"~""' "I 1<.' l!.>, 
lt·i!ll<~·~ ;~,.I lh< ~Jb,lJ<~ L<,(•r<l< t;<tt <lJ:t ~ttl)' 'l!.;!J ;J"'WH<:I~' )H,O:<;.o1 W WJ'<>IJ.'t I·> ~ILJ'IO'Jll<,:l"_ 
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Left-click and highlight everything in the center column, starting at Status/Last 
Action, then press Delete_ 
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Next, highlight the whole area and change the font size to 12. 

,., _______________________ _ 

Td<phbtl< ~---------------
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Finally, we exit and save our work. We have successfully staffed for the A-file. The 
next thing we have to do is repend_ Every time you do a staffing, you always have to 
repend. The Guide tells you the number of days to repend based on the file location 
or the type of case. FIPS defaults to I 0 days. Repending is setting that due date 
further into the future. We repend staffings from 30 up to 365 days. 

R.-.lllt• 
p""''"< ~,~;.~;,, 

T <m>J1· lh liT ill\\ ,-<"r~n.-il•l• j,,, •h• -'~'"' h A , .,4,-4< •N>'hh:l<•l w ,,. <•Jli,., <n.;<''"l""'_.,; 1•;- ll•i' 
J<q<"A ,.;.Jih< atl•<h~J <«·>r~' wn< tJ-,.• '~'!; ,,,._-h ,J'"'"MHf' l··<•l«1 Jl! lt·1lUH:< h> !hie f<•)1l<c<l 

t"-. "'' -r..v. -'Y-" ''' !»'<' Olh"><~m w tX<l'l: '· ~--' 

~-~·i<:f.~ :_L_jid~r;L),_;;~Ji);L:JL~t:;~A±L~ __ ;(:L~.:::~+~I?/LE.iLA:i 
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16. Repend 
Double-click under "Documents" where it says "Staffing Response_" A "Re-pending 
Documents" dialog box pops up_ We know from the Guide that we repend a file with 
ICE for 180 days. Replace" 10" with" 180'' and click "Re-pend." This concludes the 
case create staffing example. 
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Two or more A-numbers 

Multiple unconsolidated A-numbers- If the requester has provided more than one A
number, you must research CIS for each A-number to determine if they relate to the 
subject. If the subject has multiple A-numbers, you will create one case and do multiple 
staffings_ When you are required to staff for two or more unconsolidated A-files, the 
individual staffing sheet must include the words "'MULTIPLE STAFFINGS" at the top 
of each sheet. Do not confuse this with the subject of the file having an "A" file and a 
"T" file. The alien numbers must refer to different unconsolidated A-files and relate to 
the subject of the request if you are to mark it "MULTIPLE STAFFINGS." 

Important note 1: If one of the files you are staffing for is located at RAF ACS/CIS, 
FRC or one of the Service Centers, staff for those alien numbers first These locations 
produce the file faster than other offices. MSB does not pull the staffing letters for 
follow-up unless "Multiple Staffing'' is noted. 

Important note 2: If one of the A-numbers you are staffing for is "digitized," do not use 
that alien number on the FIPS worksheet. Use one of the subject's other alien numbers 
on the worksheet. To determine if the file has been digitized, look in CIS at screen 9504. 
The Current FCO will show DIG. 

If the alien has multiple A-numbers and the files are both located at the NRC, please add 
them to the spreadsheet that Records Operations maintains at S..; .. \Bgr;.q_r..cj_Qp0...\.E.U?..L 
to C'onsolidate.xls. You are responsible for entering the alien numbers of the files that 
may possibly need consolidation. Records Operations will review the files and 
consolidate if necessary. If both files are not at NRC, do not add the information to the 
spreadsheet. 

Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) 
A-number on the worksheet in FIPS and will staff for that file. Consolidated A-numbers 
are reflected in CIS on the 9101 screen, under the section titled "Consolidated A-Nos''. 
The A-number listed first is the primary A-number; the other A-numbers listed below the 
primary have been consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the "files to consolidate" 
spreadsheet. 
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Digitized files 

If you are staffing for an A-file that has been digitized please use the RDF staffing sheet 
If the file has been digitized, the current FCO does not matter; you would still use the 
RDF staffing sheet. 

How do I tell if it is a digitized file? 

NFTS will show the "Location" of the file as either RDF or NRC If the file location is 
NRC, you will see a banner stating "DIGITIZED ON ... " The screen print below is a 
sample of the NFTS screen_ 

Paste in the "General Inquiry" information on the RDF staffing the same as you would on 
a RAF ACS/CIS or the "Retire'' data for an FRC staffing. People in MSB will know the 
file is digitized because you have staffed using an RDF staffing sheet The temptation 
may be to staffRAF ACS/CIS because the file shows available in records at NRC. Do 
not do that If it shows "DIGITIZED," then staff to RDF 

Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number 
in CIS, there is no physical A-file associated with these types of numbers. You will need 
to research CIS and CLAIMS to see if there are any other A-files/receipt files associated 
with this alien_ 
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Previously during the Case Create process, if a requester/subject provided a Border 
Crossing Card Number and all of the required PII (except an A-Number), we asked the 
requester/subject to provide additional information {Alien or receipt number, copies of 
documents from the service, etc ... ). We used this information to detennine if the subject 
had an A-File. We would find the A-file only in very rare instances. 

We no longer request additional infonnation if the requester/subject provides all of the 
required PII (except an A-Number)_ Since Border Crossing Cards are strictly electronic 
records (no actual file), we will have the Border Crossing Card screen prints scanned into 
a RAF ACS slot 

Use the Border Crossing Card Number provided; search and print CIS screens 910 I, 
91 01-history (F8), 9222 and 9223. Open a RAF ACS staffing slot but do not generate a 
letter. Prepare the screen prints for scanning into this slot as responsive records. Pend 
the case for responsive records_ Please attach a ''Scan As" sheet and mark it as 
"responsive records'' with the screen prints to be scanned. The case will be sent to the 
processor after screen prints are scanned in. Create it as a Track 1 case. 

Note Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 
Numbers; they are general alien numbers and have corresponding A-files. 

EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is 
an EAD (Employment Authorization Document) card number. There is no physical A
file associated with EAD numbers, even though they can be researched in CIS. You will 
have to research CLAIMS to locate the receipt number that corresponds with the EAD 
number, and then staff for that receipt number. Please refer to the section titled Staffing 
Scenarios- Receipt Files for additional infonnation. 

New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,50 I are being used 
as general A-file numbers. 
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Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a I 0-digit 
number_ Receipt numbers are assigned to applications and petitions filed with the 
Service, such as Form 1-765, Employment Authorization applications and Form 1-130, 
Petition for Alien Relative. If the requester provides a receipt number on their request, 
log into CLAIMS and verify the information. 

If the requester provides only a receipt number and it is for a Service Center we work, 
then we need to staff for the receipt file_ Change the subject information on the FIPS 
worksheet from alien name to subject and description. Make the first part of the 
description the receipt file number. Use the complete receipt number with no spaces. Do 
not write the name as "Last Name, First Name." 

(Example of the correct way EAC0812345678 for Juan Cardozo Sanchez.) 
(An example of how NOT to do it EAC-08-123-45678 for Cardozo Sanchez, Juan) 

If there is an alien number while you are in the "Name" mode, delete that alien number 
before you go to "Subject" mode. You will know you failed to delete the alien number if 
you staff for the receipt file and there is an alien number on the staffing sheet. In such a 
case, go to the FIPS worksheet, change it back to "Name" mode, delete the alien number, 
change it back to "Subject" mode, click U, then delete the alien number(s) from the 
staffing sheet and save. 

Do not staff for receipt files from any offices other than one of the five Service Centers 
(ESCIEAC, SSC/SRC, WSC/W AC, MSC/NBC or NSC/LIN). For receipt files at HBG, 
use the NON-FOIA MSCINBC staffing sheet. Do not staff for DIG T-files at HBG 
with RPC codes XX or ZG. Refer to the Staffing Sheet Guide for the most current 
infonnation. 

Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location 
of retired files. The accession data is now 27 digits long. NFTS will not accept the 
accession data because of the length. Instead, you will see the word "ARCIS" in the 
location field in NFTS. 
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When the case you are creating shows the file is located at FRC and you see the word 
"ARCIS" in the location field in NFTS, use the FRC staffing sheet and paste the retired 
screen from NFTS. 

Not all files located at the FRC will have "ARCIS" in the location field. For those files, 
continue to staff using the FRC staffing sheet and paste the retired screen print 

STAFFING SCENARIOS 

Files Lost or Not Found LESS THAN NINE MONTHS 

When an A-file is lost, it will appear in NFTS as a "Lost File" in the Status/Last 
Action section of the General Inquiry screen_ 

fgvontes I ools t:iefp 

, "'Back • 4 · !{) Jj ~. ~Search JiJFa•oritl!s ·®'Media 0 J]• ~· ;;j II " 

, A!l<tess 
1
1tl http: //nlt5 "scis .dhs .go• /nlt5/fra meset.asp 

A lost file in CIS will appear in the CIS-9504 screen as "N (Not Found)" in the 
section titled "FILE LOCATED IND" 

If the "Last Action" is more than nine months ago, move to the next section of 
this guide, Files lost or not found MORE THAN NINE MONTHS. 
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f3~J.j NAI'if: DIAZ HERNANDEZ 

PREVIOUS FCO_ NRC 
CURRUH FCO: SND 
REQUEST FCO: 

SND t2 
FILE LOCATED INO: N (NO OUND) 

DATE FTR: 04122002 (MMDDYYYY) 
DAH Fri. 04152002 
DATE FTC- 04162002 

PERSON.' ACTION- CHUIBP 

09:15:36 

.GLORIA DOB: 040919 

FCO CREATING SU~-FILE· 
SUB FIL£ CREATION !NO. 

ACUSSION NI.INSER: 6000 
lNS EIOJ. NU~BH: 

UQUfST NU~BH: 
2ND REOUEST DATE: 
3RO Rf.QUEST DATE· 

YOU HAY REQUEST A DISPLAY OF ANOTHER A-fiLE BY ~EYING A DIFFERENT A NUMBER. 

CLEAR EXIT PF3 RE;;RESH PF4 FlS NENU PFS HELP PF6 CiS MAIN MENU 

3270 

When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO staffing sheet (include the FCO that shows the file is lost). 

Exceotion If the file shows lost in CIS-9504 and NFTS shows the file in use, 
staff for the file per the FCO in NFTS. 

Under "Generate Staffing Sheet" mark the box "File Missing/Lost". 
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. Sblff reqve;st to: . 

:+-- Asylum Offices 
BUF 

- · CIS 

FOIA Offices 
- · HBG 

:+ ICE 

Non-FOIAOffice 
- · RAFACS 

RAFACS/CIS 
- · RECORDS AUEN FILE 
- · RECORDS INDEXING 

REQUEST FOR ALE FROM A FOREIGN FCO 
- · Service Centers 

L<JSJ HI" at FCO: __ 

Generate Sfuffing Sheet 
- :' NP-Staffiri~ Wt:ef -- -

'' ·Customi:reletter· 

l~ Rle Mlssing/Lnst 

··41·· 
---U-

Mark the File 
Missing/Lost box! 

Generate the acknowledgement letter. Add the paragraph to inform the requester 
that the file is lost. There is a template for this language on the Common drive 
under 0:\FoiaiFQ/A LIBRARY1Case Create References1Case Create Template 
Letters \Interim Response-Lost Record 

When the case create process is complete and the creator is ready to exit the case, 
click the "In Basket" button and then select the option titled "Pend Case for 
Circular Search". 
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-Where do>f(uJ wa.m:m send this case'?--' · 

. f' .. ::_;y~,, .':~>i<t::::~ . r. Pend.Case for Responsive.Reco.rds. 
r· Rer::ords Loaator 

- -- -f' ;;-,_<;;{ -

(' /, __ ,_=,.,:,::; ·=·- :•, k--· 

- -- --t' Unit Chief 

{' :'2-:·:p? ,, > f: .. p:-: '(·'i~: ~ 
f' ~--f:,-oo:·,;:o: 

_, .. Retain this case in myln Basket 

jllk I !:ancelj 

Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for 
petitions destroyed in accordance with federal papenvork retention guidelines.) 

1. If the A-file is lost but other records exist (such as receipt files we would 
nonnally staff for or other a-files), please go to step 9 now. Otherwi.'N, 

a. !f the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
RNACS, 

c_ and there are no additional files, then: records locator should put 
in the following case note: A-file has been lost for more than 9 
months and no other records exist. Closing as UT. Detail all 
systems searched as part of this case note. 

2. Complete the attached Lost File Worksheet (and send it for scanning as CSD 
with any screen prints you do.) 

3. If the file was not staffed to OPLA, please move to step four now_ Otherwise, 
if the file was staffed to OPLA, look at NFTS history. Ifthe NRC file request 
was cancelled and the file indicator was subsequently changed to "Lost File," 
create a case note with the subject "Unit Chief' listing the date the file was 
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staffed, the date the request was cancelled, and the date the file status was 
changed to lost Send the case to Unit Chief You're done_ 

4. If there is no CIS screen containing "EARM-X'' "DACS-X'' or ''NAIL-X, 
please move to the next step now. Othenvise, if there is any CIS screen 
containing "EARM-X" "DACS-X" or "NAIL-X," notify your supervisor bye
mail, referencing the case number, but do not make a case note stating that Go 
to the next step. 

5. Go to Final Action and update the status toUT. In the final action letter, after 
the sentence "You may, if you wish, resubmit at a later date," please add the 
following sentence: "As we were unable to locate a physical file, we are including 
screen prints of the electronic record_" Go to the next step. 

6. In the UT final action letter, attach the screen prints to the letter electronically 
(cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to approver. You're done, unless the case is later 
returned to you for further research. 

7. The approver will review the UT letter with the inserted screen prints. If he or 
she is satisfied that a thorough search was conducted, the approver will forward 
the case to FOIA Approver. If the approver is not satisfied with the search 
results, he or she will return it to you for further research. 

8. The FOIA Approver will review the research and either close the case or return 
it for further action. If the case is approved, the FOIA Approver will close the 
case. 

9. If the A-file is lost but other records exist (such as receipt files we would 
normally staff for or other a-files) Staff for the additional records. Put in a case 
note that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed 
for the following additional files: XXXXXXX, XXXXXXX, 
XXXXXXX. Once they are received, please review. Please also 
verify that the original a-file is still lost. If the original a-file has 
been consolidated in fact but not in the systems, please process and 
send your case to approver. Also send an e-mail to the MSB for 
resolution. Include both a-numbers. If no documents exist from the 
original a-file, please process what is available. Advise the 
requester that the original a-file is lost. Your case will close as a PD 
even if no redactions are made. Thank you. 

10. Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 

A-number -----------------------------------------

Name of Alien --------------------

Date shown as Not Found in CIS __________________________ _ 

Date shown as lost in NFTS ____________________________ _ 

1. Search CIS for potential second a-number and/or consolidation 
a_ Second a-number ----:-:,----------
b. Any T-files? Yes ___ No __ _ 

1. If yes, have they been staffed and scanned') If not, please do so 
now. 

c. Consolidated with? 
d. Does the the EOIR screen show an upcoming hearing date 

Yes No 

2. Check CLAIMS for petition/applications 
a. Were any found? Yes No __ ~--
b. If so, either provide screen prints with receipt number or list below 

3. CheckNFTS. Anycurrentfilemovement. Yes No 

4. Check RNACS for any indication that file is with the naturalization unit. 

NOTES: 
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St~ffing Scenarios F AQ's 

0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, 
there is no screen print attached at all. See the Staffing Sheet Guide for current 
infonnation. 

Q: Which staffing sheet do I use? 

A: Each office has its own staffing sheet in FIPS. The Staffing Sheet Guide 
details which sheet to use in specific circumstances. 

0: What if they have two alien files with two different numbers? 

A: In cases like this, we staff for each alien file on a separate staffing sheet and 
write MULTIPLE STAFFINGS at the top of each sheet 

Recortls Indexing I Manual Requests 

In some instances, the A-number of the subject will not be found in CIS or 
CLAIMS. This is especially true of individuals who had no business with the 
Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 
1975 or earlier. In these instances, staff the request using a "Records Indexing" 
staffing so that a manual search can be conducted. It is important that you 
provide as much infonnation as possible on the Records Indexing staffing sheet 
The name of the subject, year of birth and country of birth are required 
infonnation. 

Sometimes the requester/subject will provide an A-number and the file cannot be 
located in NFTS or CIS. Ensure requesters provide the minimum information to 
allow a positive identification (i.e., full name, aliases, an alien number, date and 
country of birth). If the requested records relate to: 

• A-Files; 
• Dates of birth; 
• Dates of entry; or 
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• Naturalization dates 

which are after 1975, do not request a manual search, because records will not be 
located; check CIS and/or CLAIMS for a record. If you find no record, please 
refer to the section on NO RECORDS. 

TO RECAP: If the subject has had no business with the service since 1975 or 
earlier, they may or may not have a CIS record. If they do not, then staff to 
records indexing. If the subject has had business from 1976 forward, do not staff 
to records indexing. 

A-number in CIS but not in NFTS 

If there is an A-number in CIS but no infonnation in NFTS, create a staffing sheet 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen 
of the CIS record rather than the NFTS information. Otherwise, the procedure is 
the same. 

ICE files 

There are currently five different types of staffings for files located within the ICE 
function_ Paste the NFTS screen print to the second page of the staffing letter. 

OPLA staffing sheets are for files that are located in the following office sections. 
Choose the FCO where the file is located, such as OPLA-BOS. 

Office Section Acronym 
Trial Attorney's Office TA 
Chief Counsel 
Litigation LI or LIT 
Legal Section LS 
District Counsel DC 

DRO staffing sheets are for files that are located in the following office sections. 
Choose the FCO where the file is located, such as DRO-DEN. 
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Office Section Acronym 
Detention & Removal DENTENT, D&R, DET, DRO, DD&P 
Criminal Alien Program CAP 
Deportation Officer/Assistant/Clerk DO,SDDO 
Bond Control Spec, 
Immil!ration Enforcement lEA 
Field District Office FOI (Washington DC) (DRO-WAS) 
Admin Program Office 
Non-Detained or Detained 
Processing Center OC-Otero County 
Detention Facilitv name ie ... Otav Mesa, Krome 
Fugitive Ops FO 

SAC staffing sheets are for files that are located in the following office sections. 
Choose the FCO where the file is located, such as SAC-ATL. Please note the 
section that follows concerning SAC locations. 

Office Section Acronvm 

Investh~ations !NV, IV 
Special Agent in Charge SAC 
Internal Audit lA 
Resident Agent in Charge RAC 
Assistant Agent in Charge ASAC 

SAC locations 

Occasionally, you will see a staffing for a SAC (Special Agent in Charge) case, 
and not be able to find the File Control Office under SAC in your FIPS staffing 
list (ex. POO/Portland, Oregon). How do you staff correctly for the file? Would 
you use the "ICE General" staffing? 

Yes, you do, but only as a last resort Before staffing under ICE General, please 
check under RAC (Resident Alien in Charge) and ASAC, in consecutive order to 
find the staffing location. Since you cannot find Portland under SAC, you would 
next check RAC, and then ASAC (Portland is found under ASAC) Finally, if 
you cannot find the location after searching SAC, RAC and ASAC, please staff 
under ICE General. 
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LESC (LSC) records 

T-files 

On all of these staffing sheets, you must attach the NFTS screen print to page two. 

Q_ What if the subject has an A-file at one office and aT -file at a different office 
(for example. an A-file in Chicago and aT -file in Milwaukee)? 

A: In this case, we will staff for both files, EXCEPT, do not staff forT-files at 
HBG with RPC codes XX or ZG 

0: What if they have an A-file at an outside office and aT-file here at the NRC? 

A: Staff for the A-file only, but include the T-file portion on the staffing sheet. 
The T -file will get combined with the A-file when it arrives at the facility for 
scanning. NEVER CROP THE T-FILE INFORMATION FROM THE 
NFTS SCREEN PRINT. 

The exception to this rule- We do not receive A-files from ESC, SSC, NSC, or 
WSC for scanning. Those offices scan directly into FIPS for us. Therefore if the 
A-file is at one of the above service centers and there is aT-file anywhere else, 
including at the NRC. you will have to staff for the T-file. MSC is the only 
service center that sends the A-file to the NRC for scanning_ Another example of 
when we staff for an in-house T -file is when the responsive records are scanned in 
simultaneously with the request. 

Receipt files 

1. Do not staff for receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, SSCISRC, WSCIWAC, MSCINBC or NSC!LIN). For 
example, LOSJ9163201111, DALC922740405 or SPM9606900035, etc., are not 
receipt files to be requested_ 

2. If the requester does not specifically ask for a receipt file and provides an alien 
number, staff for the alien file only. 

122 
WARNI\'G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public r~lease under the Freedom oflnfonnation Act (5 li.S.C. 552). This docum~nt is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partment ofHomdand Security policy 
relating to Sensitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "'ithout prior approval from the FOIA Officer 

Updated on 912312010 

528 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

3. If the requester does not provide any receipt number or alien number, then you 
must research CIS and CLAIMS 

Be cautious about staffing for receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will staff for the EAD card_ 

If they provide a receipt number, you must research CLAIMS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into aT-file or into 
an A-file. Please staff for the A-file or T -file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service_ Open a RAF ACS staffing slot only (no 
staffing sheet is necessary). Attach a "Scan As" cover sheet to the screen prints, 
mark the box "Responsive Records" and take to the OA room. The documents 
will be scanned as responsive records. Pend the case for 30 days_ 

4. If there is no infonnation about the receipt file in NFTS, regardless of the 
prefix of the receipt number, you should staff to the owner of the receipt file and 
paste in the CLAIMS screen. This information can be located on the CLAIMS 
inquiry screen upper right hand comer. The CLAIMS screen will show "owned 
by." 

Archi1•ed receipts 

If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usuaL To determine whether we need to staff for the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1. Enter the receipt number in NFTS, there may be evidence that the 
receipt file has been consolidated into an A-file or there may be 
evidence that the receipt file has been forwarded to the NVC in 
which case you would redirect the request to NV C. Sometimes, 
you can discover that an archived receipt has been forwarded to 
NVC through PCQS. 
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2. On the USC IS website enter the receipt number in the "Check 
Case Status_" Checking the receipt number on the website may 
provide evidence that the receipt file has been fotwarded to the 
NVC in which case you would redirect the request to NV C. 

3. Call the NYC help line at 603-334-0700 and enter the receipt 
number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the 
request to NVC. 

If there is no evidence that the archived receipt file has been forwarded to NVC 
we will staff for the archived receipt file using RAF ACS staffing sheet Insert a 
note on the staffing sheet "Archived Report," "Give to the Supervisor." The 
Supervisor will request the archived report When the screen prints are received 
they will be scanned in as Responsive Records. 

Reading the request is very important; if the requester is seeking information 
relating to what appears to be a receipt number and it begins with "CDJ" or one of 
the other prefixes found in the section National Visa Center Valid Consulate 
Prefix Codes, call the NVC help line at 603-334-0700 and enter the receipt 
number. If there is evidence that the NVC has the receipt file, redirect the request 
toNVC 

To redirect a request to NVC do the following: Click final action and choose the 
code "RD" to "other". Replace the content of the letter that appears with the 
template letter, located on the common drive, 
.O::.\E.9.t.q!.f..Qf.tLLl!J.BAB.YJCq§?.~Cr.f:!gt.LR€fr.rx.tlf.€.0:.\C.9.~?.~Cr..f.qt.?.~T.f..t!.t.P..kJ.!.f.J.:!!.f.t.€. 
rs "NVC Letter. Send the case to Unit Chief and send an e-mail to your 
supervisors with the case infonnation. The supervisor will review and close the 
case. 

Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) 
has been scanned and a screen print from CLAIMS is shown on the staffing 
response with any of the following verbiage; "FILE CANNOT LOCATE", "FILE 
DESTROYED'·, or "LOST RECEIPT FILE", the case creator will need to follow 
the steps outlined below. 
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Open a RAFACS (not RAFACSC!S) staffing slot only Click on "No Staffing 
Letter." Print the appropriate CLAIMS screen prints (should be a minimum of 3 
pages if the receipt file is for an 1-130)_ Attach a ''Scan As" cover sheet to the 
screen prints, mark the box "Responsive Records" and take to the OA room. The 
documents will be scanned as responsive records. Pend the case for 30 days. 
Make a note to change the staffing sheet option back to "Customize Letter" when 
you do the next staffing. 

Staff request t(>: 

FOIA Significant lntErBst 
FRAUD DETECTION AND NATIONAL SECURITY 
FRC 
HBG 
HEL NON A-FILE MATERIAL 

+ ICE 
Lost File at FCO 

+ Non FOIA Offices 

RAFACS 

RECORDSAUEN FILE 
RECORDS INDEXING 
RECORDS NATURALIZATION FILE 
REQUEST FOR FILE FROM A FOREIGN FCO 

+ Service Centers 
\M<'C 

----~-Caiicill 

Important note- if you check the "No Staffing Letter" box you will have to 
click the "Customize Letter" box on the next case you create. 

This is only if there is no A-number and you have checked and the receipt fde 
is not at the NV C. This is what the response will look like: 
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NO RECORDS 

When conducting a search in CLAIMS (Computer Linked Application Infonnation 
Management System) run alien's name as the beneficiary/applicant (3) AND as petitioner 
(6) 
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When conducting "no record" research, do the query and provide screen prints of all 
searches to the Team Supervisor. Attach a "Scan As" cover sheet and include the NRC 
Control Number. You must create a detailed case note indicating the systems you 
searched and the results of those searches. Send the case to Unit Chief until the screen 
prints are reviewed_ When your supervisor concurs with the NR search, he or she will 
close the case and have the screen prints scanned in as CSD's. This should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names. 

GENEALOGY IS EXEMPT FROM THIS PROCESS. 
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RE-ASSIGN 

This function is used to move a case that was scanned in the NRC queue to another queue 
for processing_ 

Re-assign the case if the request is for a contract (CNT). 
Re-assign the case if the request is for CIS Personnel Infonnation (HQS)_ 
Re-assign any SIG case to COW. 

Create the case, run Doc Mgr and get the NRC control number. Generate the 
acknowledgement letter. After the acknowledgement letter is created click on In-Basket, 
the following screen will pop up: 

---Where do you want to send this case?--

. j,;..:.. ' " "(- <::·,,_:_>·,,: 

r Records locator (' 

(' 

r Unit Chief 

- ··r·r\JJ 

:·r-, ,_,;-,- _ -.. --.r.~-r~:~~~:~!9~I~2~~P}b~~f9.~!9-~J. -r···--------··"'···-----EJ .. -

(- Retain this case in my In Basket 

Click on the "Reassign to Another Office" and use the drop down box to select the office 
where you want the case to go. The office options are CNT, COW, and HQS_ The case 
will be staffed when it is re-assigned to the other queue. 
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DP (duplicate) CASES 

Duplicate cases, or, as they are coded in FIPS, DP cases, are cases where either the 
request was submitted multiple times to the Setvice, was inadvertently scanned into FIPS 
multiple times or are cases that were previously processed by another office. 

Sometimes a requester will take what is known as the "shotgun" approach. They will 
submit the same FOIA request to multiple offices, hoping to get an answer quicker. The 
receiving offices will then in turn, transfer these requests to the office that actually has 
the requested documents. These are duplicate cases when an office has already processed 
this request with a final action code of either PD or GI, or has it ready to be processed. 
This can be determined by viewing the completed case using the "View'' feature in Doc 
Mgr 

By highlighting the case you wish to review and then clicking the button titled "View", 
FIPS will open the case for review. You will need to review the request to ensure that: 

• If there has been a case that was closed G I or PD within six months from 
same requester- this does not include cases that were closed with any other 
finaJ action code. 

• The date of the request is either the same as your request or within a few days 
and: 

1. The requester is the same, and 
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2. The information being requested is the same in both requests. 

Once these items have been verified and you determine the case is a duplicate of another 
case, write down the case number and convert the "REQ" to "CSD" and attach the 
documents to the original case. See CHANGING AN REQ TO CSD for instructions. 

If you are not sure your case meets the duplicate requirements, put a case note in the case 
and send the case to Unit Chief. Send your supervisor an e-mail with the case 
infonnation for their review. 

ER (created in error) CASE CLOSINGS 

Use the "ER" option to close cases in FIPS when the following situations arise: 

1. When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

Click final action, choose the code "ER" and click okay. FIPS will not create a letter. 
Prepare a detailed case note. Send the case to Admin and send an e-mail to your 
supervisor with the case information. The supervisor will review and close the case. 

FC (failure to comply) CASE CLOSINGS 
If you are closing a case FC because of either consent or PII, please refer to 

Q.:\f.gi~\f..Q.!A_:q_~.BAR.X\(;.!!-.§~LCr~f!J.~-R.~f~r!:n~~§\C~.§.~-C.r.~~~~-T~mP..l.!!-l~-~~~l~r.~\f..~il 
ure to Comply Letter and select the applicable paragraph for your final action letter. 
Please enter the date of the last correspondence to the requester/subject. 

MARKING A DOCUMENT "DO NOT SEND" 
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From time to time, there will be an instance when we should not mail a system-generated 
letter. Examples include instances where a status letter is created in error, or a referral 
memo is erroneously created_ To ensure that the letter or memorandum is not 
inadvertently mailed, please take the following steps: 

I. Type "DO NOT SEND" at the top of the page, 
2. Delete all the infonnation in the letter/memorandum, and 
3. Create a case note which explains why the letter/memo should not be mailed_ 

Accomplishing the steps above will make it easier for the 0/ A room to identify letters 
created in error. 
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REPEND 

Repend cases staffed to the following offices for 30 Days: 

• NRC 
• FRC 
• MSC 
• Files that are in-transit to NRC 

Repend all SIG cases for 30 Days 
Note: if you are repending a case from Records Locator, also please send an 
email to the SIG mailbox (NRC, FOIASIG). 

Repend cases staffed to the following offices for 45 Days: 

• Lost Files- CHECK THE CIRCULAR SEARCH BUTTON 

Repend cases staffed to the following office for 120 Days: 

• ICE Files 

Repend cases staffed to the following office for 365 Days: 

• All others 
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ACKNOWLEDGEMENT LETTERS 
Acknowledgement letters are prepared in all cases except for bond obligors, routine use 
and Red Cross last known address requests. FIPS will create a standard 
acknowledgement letter when you select the "Ack Letter" button from the tool bar on the 
FIPS worksheet 

NRC::?00-1{)62351 Original Case WBC2004006626 

Scanned. UW00/2004. _ _ __ .Final .Reply Due -10,>'05/2004 _ 
NRa>tl80A 

Hequesr-.
Type . .. ir.:Fr.::F:;::O;;IA;;:R~eq_"_"-:,--~.: Bun;au . "I 
Source js:Self ~ l. _RT ::fe,· d""c .. ~~,•FseroFm .. rom ... :;··,i~~~.:~-~!_i_~~-~-~-~~ .. ~~-:.:'-~J· 
Category jAlf':J\ii;-~-fii'~·"·········"··"··::; uu>u '""' _ ,:. 

r PrinttoCD -r.· Trackl r- Track2 

r~ Fee Waiver Requested r Expedited Treatment Requested r~ PA Cited 

r fee-WaiverGranted-- -- .r ExpeditedTreatmem:Granted-- r ExtensiottGrarrted --

After selecting the "Ack Letter" button, a second pop-up window will appear that allows 
you to make even more selections, if necessary. Do not select any option except Other 
Documentation_ 

Whether one item is needed or multiple items are needed, (alien number, port of entry, 
date of birth, date of entry, death certificate, consent etc_) select the "Other 
Documentation" button on the screen. FIPS will generate the acknowledgement letter 
and insert a paragraph_ Modify the paragraph by deleting "Other Documentation" and 
replacing it with "See attached sheet'' Check all the boxes on the Requester 
Documentation Attachment that apply but please do not request information that the 
requester has already provided. DO NOT MODIFY THE ATTACHMENT except to 
check or un-check boxes or to type information into the "other" box_ Add the current 
date and NRC control number to the attachment. 
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The template for this attachment is on the common drive under 
0: 1Foia\FOIA LIBRARY\Case Create References Case Create Template Letters 
.\f}ggw~.~Nt.J)9..f.LA!.tf!.f!l.'!!.€l!.t. or you can use the acknowledgement letters for Track 1, 
Track 2 or Track 3 that have the Requester Docs attachment. The template for these 
letters is on the common drive under 
Q.~.!f.9.!.9..\f.QlA.J.l!J.BABD..C.{J.~:f~Cr..~gr.cB.~i€r..€!1f.€§.!C.g~:f.~C.r.~gt.c.T..€rt.1J?.l.CJlL!.J!.ft?..r.~:. 

If you need no additional information to staff for the file, staff the case for the responsive 
records and Pend Case for Responsive Records. 

If you had to request additional information, exit to the in-basket and pend the case for 
requester documentation. Do not staff for the responsive records. 

;·· Processor 
r 

,. Unit Chief 

--- --- ---~~ Pend Case for Requester Documentation 

(' ,_.. ;;:-·,;! ,- c''"' ,:, ~-n· ·- ·,:_::,-·,, ,·;;-·,; 

-""{•' !A~~~~::~!~::~~~~:'i~ :;~y:lry:~:~~~~~ -

Close your acknowledgment letter before you pend your case for responsive records or 
requester documentation. Completing this step will save you time and trouble. 

CASE NOTES 

Case notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a case note for 
later reference. FIPS also automatically generates case notes in various situations, such 
as duplicate, multiples and when responsive records are copied from one case to another. 
Because case notes become a permanent part of the case in FIPS, case notes should never 
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be used to record personal feelings or to debate, question, or even to seek clarification_ A 
FOIAIPA Assistant should discuss issues needing clarification via e-mail, a telephone 
call or a personal visit to his or her supervisor. 

Note: When you generate a case note add your first name initial and last name at the end 
of the note (Example: B Happy) 

ADMIN NOTES 

Admin notes are a pennanent part of the case in FIPS_ They are no longer deleted when 
the case is closed. Admin notes may be used for dialog among creator, records locator, 
processor, or approver, but should never be used to record personal feelings or to debate, 
question, or even to seek clarification. A FOIA/P A Assistant should discuss issues 
needing clarification via e-mail, a telephone call or a personal visit to his or her 
supetv1sor. 

CHANGING A REO TO A CSD 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you 
encounter these types of documents in FIPS as REQ's, please attempt to locate the case to 
which the documents belong. After you locate the case in FIPS, make a note of the 
control number. Next, go back to the worksheet in FIPS and select the "To CSD" button 
on the worksheet to change the REQ number to a CSD number. 

····"'~~ .. ~! ....... ..J To CSD _j 
··Case lnfarmation ·· 
NRC05UM3085~1 RlQ 

Scanned 2123(2005 Final Reply Due 
Assigned To 
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-- Sri-aiuieil-"2/2:3/2005-

.. _jjj. 
- -- Rila:l Rf!:p"lyDUa- fi4/01l2:00"5" 

Assigned Ta NRCSOBOA 

Once you have changed a REQ number to a CSD number, all the documents scanned in 
will be attached to the existing request Exception: If responsive records were scanned 
in with the REQ number, please do NOT convert to a CSD number_ The responsive 
records will be lost forever, unless you change the CSD back to an REQ number. 

After you have changed the case to a CSD in FIPS, run Doc Mgr again. It is not 
necessary to fill in the worksheet to run Doc Mgr on a CSD in FIPS. Run Doc Mgr, 
using the control number to which the documents belong as the search criteria or search 
by the alien number_ This will trigger the next pop-up window. 

Mtaohtnl:mtin~Ca..,,-----------0 
~IIIIo~ I 
"lremrneJII , IJ\lgotion Notloa; 

,,,p~;-~~"""""""i •..•...•...•...•..•.. ! 

At that point, highlight the control number, which will activate the "Attach to Existing 
Case" buttons on the bottom of the window. Attach the new request to the existing case 
as an "Other Supporting Document." FIPS will ask you to verify that you are attaching it 
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to the proper case_ FIPS will then attach the new request and supporting documents to 
the existing case. Next, FIPS will send you back to the Case Create role in the surviving 
case_ If anything is needed in the existing case, for example, staffing for responsive 
records, please complete the necessary actions. If no further action is necessary, click In
Basket and pend the case for responsive records or send it to processor if the records have 
already been scanned in. 
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TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and 
mail (in the black bins marked Troubleshooter) from the OA room and in the basket 
located next to the copier in shared workroom each day and are responsible for sorting 
and working the mail. Individual team members expecting a fax should notify his or her 
supervisor or retrieve the fax_ If the case has been created, insert a case note (Scan in fax 
and notify [me] when the fax has been scanned)_ If the fax needs to be scanned in before 
reviewing, the FOIA/PA Assistants can scan it in and notify you. They may also deliver 
the fax or mail if needed. 

TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the "New Request" bin on 
the counter_ 

When taking requester documentation, CSD's, responsive records or certifications of 
identity to the OA room, write "Requester Docs" or "CSD" on the first page, along with 
the date and your initials. 

FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The 
paragraphs below describe these mailboxes and their purposes_ E-mails to any of the 
FOIA mailboxes must contain specific instructions. 

THE OA ROOM (NRC, FOIAOA) 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new 
case_ Include instructions to the case creator, if necessary_ 
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• The original Final Action Letter and responsive records were mailed but the 
requester never received them. The OA room will reprint the records to CD or 
paper andre-mail per instructions provided in the e-maiL The instructions must 
include the control number and whether to print CD or paper, as well as how the 
case was closed "Gl or PD." Include a case note in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving 
a broken CD. 

• The requester has either has a changed or new address; therefore, the records need 
to be re-printed andre-mailed to the requester. You need to state in your 
instructions to the OA room that you've made the changes to the address in the 
final action letter. Correct the address on the final action letter and the FIPS 
database_ State that you've changed the address in a case note_ 

Don't forget to add a case note to the original case. 

MSB (NRC, NRCFOIAMSB) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed_ 

• An expedited treatment is encountered in case create or records locator that was 
not previously addressed. Personnel handling the MSB mailbox will forward the 
e-mail to the supervisor(s) handling the expedited treatment 

All e-mails to the MSB mailbox should contain the control number, the A-number or 
subject of the case, and specific instructions relating to the case_ 

FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 

• If responsive records need to be copied from one case to another 

• If records are incorrectly scanned in a case and need to be removed 
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All e-mails to FIPS Problem mailbox must contain specific instructions, including a 
description of the problem and the role of the case; standalone, create, locator or 
processing and the control number or REQ number if you were creating the case. 

FOIA FILE REQUEST (NRC, FOIAFILEREQ) 

Send e-mails to FOIA File Request if the following situation occurs: 

• A file is found sitting on a shelf and it has not been scanned in to the case. 
Include the control number and the A-number in these e-mails. 

E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent The 
MSB supervisor will generate the e-mail to the requester and transmit Include all 
information in the e-mail that the MSB supervisor will need in order to be able to send 
the e-mail. Put a case note in FIPS outlining your request to MSB. If you are asking for 
more infonnation from the requester, create a slot in the case in FIPS to ensure that the 
case will close out automatically if no response is received from the requester. 

MAIL 

The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 

RETURNED MAIL: 

Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned 
as CSD's. 

Do not use forwarding addresses provided by US Postal Service. 
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OA's will note each case with action taken for each piece of returned maiL Notes 
are to be complete and concise_ They should include the reason the letter was 
returned, action taken, and the OA's name_ 

Note: Not all letters are acknowledgment letters. The returned 
correspondence could be a status letter or request for additional 
infonnation. Before letters are updated with the correct address, confirm 
the correct letter is being updated. The case note should include the type 
of letter being corrected and resent 

Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and 
returned address on the original envelope. 

A. If there is a transcription error in the address: 

1. Correct the address in the address section of the FIPS worksheet and click 
on the "U" to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA 
Supervisor. 

4. Note the case_ Example of Case Note: 

Title of Case Note: 
Body of Case Note 

Returned Mail- no such number 
Address on letter did not match G639. Street 
address should be 1003 Market Street, not 103 
Market Street. Updated FIPS and ack letter and 
resent letter_ Name. 

5. Returned acknowledge letters with a requester document needs to be 
repended for additional time_ Give the letter to the OA supervisor to 
repend. 

B. If the address on the acknowledge letter matches the address on the G-639, G-
28 and/or return address on original envelope: 
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1. Note the case_ Example of Case Note: 

Title of Case Note: 
Body of Case Note: 

Returned Mail- no forwarding address 
Address matches G-639. No other address found. 
Did not resend ack letter. Name. 

2. Give acknowledgement letter to OA Supervisor to Close. 

Final Action Letters 

Compare address on final action letter to address on the G-639, G-28 and returned 
address on original envelope. Check all CSDs for a new address. 

A_ If address matches G-639 and/or G-28 and no other address is found, note case 
with the reason the letter and responsive records were returned. Case note should 
include "no other address found; did not resend final action letter" and OA's 
name. Scan envelope and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

CDs 

1. Update FIPS and final action letter, reprint letter, and label and resend. Scan 
original letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA 
Supervisor. 

A CDs Returned for postage 

Make a copy of the CD andre-maiL Attach the copy of the CD to the original CD 
mailer and give to the OA Supervisor. Note the case with the following case note. 

Title of Case Note: 
Body of Case Note 

CD Returned for Additional Postage 
Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 
143 

WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public r~lease under the Freedom oflnfonnation Act (5 li.S.C. 552). This docum~nt is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partment ofHomdand Security policy 
relating to Sensitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

549 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

Compare address on final action letter to address on the G-639, G-28 and return 
address on original envelope_ Check all CSD's for a new address_ 

1. If address matches G-639 and/or G-28 and no other address is found, note 
case with the reason the CD was returned. Case note should include "no other 
address found; did not resend CD" and OA's name. 

Shred the CD 

2. If another address is found in the CSD's: 

a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label (Do not update letter in FIPS) Put 
the new label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give 
to OA Supervisor. 

DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of 
direct mail is varied and usually requires some type of action. Direct mail could consist 
of, but not limited to, any of the following: 

• Change of Address (see Reguest for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal ofFOIA/PA Request) 

• A request to change the scope of a FOIA request. The action required to change 
the scope of a request could involve changing the track of the case; depending 
upon the type of information/documents requested. 

• Correspondence about delinquent payments (including checks) 
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• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document 
(CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no 
response. 

Please create a case note describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document 
(such as CSD or REQ DOCS) on the top page and staple the pages together after 
scannmg_ Case creators may deliver the fax or mail with CSD' s to the OA room for 
scanmng. 

Mail or faxes regarding delinquent payments, payments made or checks received is 
pulled prior to distributing to the Team. If any of these types of documents are 
inadvertently left in with the mail, please give them to the Team supervisor_ 

Mail concerning Track 3 or expetlitetl treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an 
existing case, asking for expedited processing or processing as Track 3; forward 
the correspondence to the MSB supervisor. A supervisor must review the 
correspondence and make a determination. We must address within 10 days in 
writing our response to the expedited or Track 3 processing request, whether we 
grant or deny. FOI.AJPA Assistants assigned to mail will place the mail in the 
Track 3 or Expedited Review bin. 

Insert a case note titled "Expedited Treatment Request" or "Track 3 Request'' In 
the text of the case note type whether it was denied or approved and the sequence 
number of the status letter. Scan the additional correspondence in as a CSD_ 

If the requester responds to our denial of expedited treatment or Track 3 
processing, the procedure is essentially the same: forward it to the MSB 
supervisor, who will make the determination. 
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If records locator discovers correspondence relating to expedited processing or 
Track 3 scanned in but has not been addressed by a supervisor; records locator 
should insert a case note and send the case to Admin or Unit Chief. Send an e
mail to the supervisor handling the expedited requests and include the control 
number of the case. 

Requester documentation I additional information 

This consists of documents or more information that we have asked the 
requester/subject to provide. When the information is received it is scanned into 
the requester documentation slot Use the additional information provided to 
continue creating the case. If the requester/subject did not provide the alien 
number, use the information provided to search CIS (9102, 9103 or 9106) and 
CLAIMS to locate any responsive records, or receipt files_ If you cannot locate 
any records relating to your person, close the case as NR Copy screen-prints of 
your searches for scanning in as CSD. (FYI CSD's can be scanned in after a case 
is closed). 

We do not re-open cases that close as FC because the requester failed to reply 
within the time allotted -unless it is our fault An example of our fault would be 
they sent back the requester docs and the envelope was postmarked before the 
deadline. It doesn't matter if they are one day late returning the requested 
infonnation. The Team will send the requester a letter advising them that their 
case has been closed as a FC. If the requester still has an interest in receiving the 
infonnation, he or she will need to submit a new FOIA request. This includes 
cases closed within the same month. We are handling these FC requests the same 
for everyone so nobody is getting unfair treatment. However, if you receive a call 
asking for more time to return the requester docs, and before the case closes, you 
may repend the case for an additional 30 days. A template FC letter is located at 
0:\Foia\FOIA LIBRARY\Case Create References\ Template Letters\FC Letter. 

Request for change of address 

If you receive a Form AR-11 or other correspondence from an alien wanting to 
submit a change of address, fon.vard the original letter and enclosures to the 
following address: 

US. Department of Homeland Security 
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Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

US. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-I South Laurel Road 
London, KY 40744 

Status letters 

The public has the ability to check online the status of their FOIA request(s) with 
NRC at (www.m.ci_s.£oYl 

From .W.W.W. ... JJJ'l.~i.§ ... gQY.., find the link near the bottom of the left column under 
"Other Services" marked "FOIA Reguest Status Check'' Click there to navigate 
to the online status check page. 

The on line status check will indicate whether the request is still pending, or 
whether the case has been processed or closed within the last six months. 

If the request is still pending, the online status check will indicate the position of 
the request relative to all pending USCIS requests in the same processing track. It 
also provides the date the request was received. 

If the request was processed or closed within the last six months the requester will 
be given the date the request was closed_ The system does not discern how the 
request was closed i.e. DP, Gl, PD etc., however it does address cases closed for 
Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the 
number entered is invalid or the case was processed more than six months ago. 
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The current method of providing a status letter does not give the requester 
accurate information. In order to better serve our customers the Team should 
paste in the online FOIA Request Status Check every time a status is requested_ 

If you need to generate a status letter due to correspondence via mail, e-mail or 
fax, please run the control number with the online FOIA Request Status Check 
You should not provide status to the requester using the "Q" button. Change the 
information on the letter that shows the status of the case, replacing it with the 
results from the online status check before you close and save_ Use the latest 
Status Letter from 
0:1Foia\FOIA LIBR4RYICase Create ReferencesiCase Create Template Lette 
f.§, since the letter in FIPS may not be the current version. This ensures that the 
requester will receive accurate infonnation. 

Please print the online status check and send it to be scanned in as a CSD to 
support the status letter. 

Withdrawal of a FOIAIPA request 

A requester cannot withdraw a pending request without sending us written 
documentation. Upon receipt of a written request to withdraw a FOIA, please 
have the request scanned into the case as CSD. Make sure that the WD letter has 
been scanned in before you close the case. Ask your supervisor to send the case 
to you in Records Locator. Add a case note indicating that the request was 
withdrawn per the documents found in CSD. 

Mail recei11ed in a foreign language 

If we receive mail written in a foreign language and you cannot determine 
whether it is a FOIA request, forward the mail to a supervisor. The supervisor 
will forward the documentation to MSB, who will then return the translated maiL 

BLANK TAPES/CO's 

If you receive a blank VHS tape, cassette or CD with a FOIA/P A Request, return it to the 
requester. 
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VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of 
media, they forward the alien file to MSB when their scanning is complete_ The MSB 
staff assigned to audio/video reproduction will copy the media and insert a case note that 
it is complete. Once the case is processed, the processor will send an e-mail to the MSB 
mailbox with the case number and the page(s) number where the media can be located. 
MSB will pull the media and process/make any necessary redactions. The media will be 
mailed to the requester separately. 

CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and 
handled by a supetvisor. If you encounter a Congressional Request or an Appeal in 
records locator that was not previously addressed; send an e-mail to NRC FOIAMSB 
mailbox, include the control number and alien number of the case and specific 
instructions as to what needs to be done. Put the case in Unit Chief. FOIA/P A Assistants 
assigned to mail will place the mail in the MSB or Appeals bin. 

INCORRECT PAGE COUNTS: 

The OA room will give final action letters with responsive records to the Team 
supervisors if the page count in the letter differs from the amount of pages printed. The 
supervisors will distribute to Team members to correct the page counts. 

1. Using FIPS Standalone, go into the case that corresponds to the final action 
letter (NRC2010 ____ j. After the case is opened, determine the corrective 
action needed by comparing the responsive records in the case to the printed 
responsive records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 
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4. Take the reprinted final action letter with the responsive records to the OA 
room to be mailed out 

5. Write the User ID Number of the person who created the final action letter in 
the upper right corner of the incorrect letter, and notate on the letter the 
corrections that you made_ 

6. Stack the incorrect final action letters in a separate pile_ Write "ERRORS" on 
a post-it note and stick the post-it note to the top page to identify these as the 
incorrect letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give 
the incorrect final action letters to a FOIA supervisor daily for distribution and 
review. 

ALIEN'S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to 
aliens. These letters were usually issued to individuals who had lost their Naturalization 
Certificates and needed verification of their status to apply for a passport or old age 
pension benefits in another country. If you get a request for certified Status Verification 
Letters, refer these individuals to USCIS.GOV to make an INFO PASS appointment. 

INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in 
regard to a FOIA request, do not call the person or forward the e-mail to another NRC 
Division. Forward the e-mail to a Supervisor. 

RECORDS LOCATOR 

Cases assigned to records locator will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 
• Additional PII or consent is needed 
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• Requester docs have been received 
• Requester writes to request the record on paper 
• The wrong records were scanned into the case 
• We need to send an interim interest letter to an incarcerated individual 
• The file is lost 
• We got a response of not found or consolidated from a service center. 

It is important to read aJI case notes as well as insert case notes as necessary. Listed 
below are points/actions that you should consider while working cases assigned to 
records locator. 

• Always check cases in FIPS for duplicates searching all offices using the Alien 
number and name of the subject of record. If the subject of the request is a 
petition, it may help to search by the requester to see if that petition has already 
been addressed. 

• Research cases and take needed action(s) on cases. 

• Read and follow directions in any case note found in the case regardless of age or 
who put them in. If there is a question, see your supervisor before proceeding 
with any action on the case. 

• Anytime you create a new staffing, you must cancel the one it replaces. 

• Do not cancel staffing sheets and re-staff just because the request is old and has 
been pending for an extended period. Canceling staffing sheets and re-staffing 
due to age affects the aging reports and makes it impossible to track these pending 
cases properly. Please continue to repend these cases as necessary. 

• If the A file has been scanned in and we are waiting on aT -file, review T -file 
staffings in NFTS History. If the T-file has been deleted or combined with an A
file or is from a RAF ACS conversion, then cancel that staffing, because the T
files no longer exist. Send the case to the processor. 

• A-file has been scanned in, but there is an open pending slot for aT-file: Review 
"T" file history in NFTS. If the "T" file has been consolidated /combined with 
the A-file, check the date it was consolidated. If the "T' file was scanned in with 
the A-file, cancel the pending "T" file slot and send the case to the processor. 
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• If you see it has been through image process box and returned to a shelf then 
further research is required. 

a. Check all offices for duplicate cases in FIPS using the alien number. 

b. Does the subject have more than one alien number per a case note or on their 
request? If so, search those for potential duplicate cases. 

c. If you find a duplicate case, make a case note and advise :NRC.~ 
FIPSPROBLEM mailbox with an e-mail and repend for 30 days. 

• Additional PII needed: Sometimes when a processor retrieves a case, he or she 
will determine that additional PII or consent is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other 
documentation box. Modify the letter and attach the Requester Documentation 
Attachment (located at: 0:\FOIA\FOIA Library\Case Create References\Case 
Create Template Letters \Requester Docs Attachment). Check the boxes required 
and pend the case for Requester Documentation. If the processor is asking for 
infonnation that is already present in the scanned documents, put in a case note 
asking for clarification on what the processor is requesting. You may also have to 
point them to the slot where the information is currently contained. 

• If you pull a case in Records Locator and the Requester Documentation has 
been received: Review the infonnarion provided, if the requester/subject has 
provided the requested PII and/or consent, staff for the file. 

• The requester/subject may respond negatively to the request for PH. If we 
receive a negative response, attempt to locate an alien file and staff, matching as 
much of the PII as possible. Pend the case for responsive records. 

• If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PII provided, generate 
a FC letter and replace the contents of the letter with the template letter Failure to 
comply letter-PH The template is located at: 0:\FOIA\FOIA Library\Case Create 
References\Case Create Template Letters\Failure to Comply Letter. Send the 
case to approver when you are finished. 

• If the requester/subject does not return proper consent, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply 
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letter-Consent The template is located at: 0:\FOIA\FOIA Library\Case Create 
References\Case Create Template Letters\Failure to Comply Letter. Send the 
case to approver when you are finished. 

• If a request for consent is returned but the requester says he or she is a third 
party requester (they have no relationship to the subject of the record and cannot 
or will not get consent), staff for the file. Create a case note advising the 
processor to process this case as third party without consent. 

Occasionally you will pull a case in Records Locator and there is a case note stating the 
wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

• Did the Case Creator use the wrong alien number when the case was 
originally created or when the records were staffed? If so, please staff for the 
correct file_ You must then send an e-mail to FIPS Problem mailbox and ask that 
the wrong records be removed. Clicking the link above will automatically send a 
copy to the FOIA Program mailbox_ Please also send a CC of this e-mail to your 
supervisor_ 

• Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if 
there are two cases for the requester. If not, you will need to correct the one that 
exists to become a request for the beneficiary's information. Locate the correct 
records and re-staff. 

• Did the scanning contractor scan the wrong records into the case? If you've 
reviewed the entire file and there was no mistake made by the FOIA unit, it is 
possible that the scanning contractor has scanned the wrong file into this case. 
Here are the steps to follow if you believe this may have happened: 

1. Look for a pending case for the records that were scanned into your case. 

2. If you locate a case, check to see if the responsive records have been scanned_ 

3. If they have not, you'll need to have the records moved from your case over to 
the correct case. You will have to have the slots in your case re-set to pending 
by the NRC FIPS Problem mailbox. Clicking on the link will automatically 
send a copy to the NRC FOIA Program mailbox. 
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4. If the pending case already has records scanned in, review those records. 

1. Are they the correct records for that case? If so, then you will need to 
verify that they are a duplicate of the ones in your case. 

11. If they are duplicates, then you do not have to do anything with that 
case. 

iii. You will need to have the wrong records removed from the staffing 
response and responsive records slots in your case. Send an e-mail to 
the NRC FIPS Problem mailbox. Clicking on the link will 
automatically send a copy to the NRC FOIA Program mailbox. 

If you pull a case in Records Locator and there is a case note instructing you to 
create an interim response letter because the individual is incarcerated: 

• The request must be over six months old before we send out the interim letter_ 
If your case meets this criterion, create an Interim Interest Letter. 

• If the interim interest letter is returned saying the subject is no longer in 
custody and we do not have another address for the subject, you can close the 
case FC. Do not close out the case FC without the returned mail. 

• If the individual is still incarcerated and still interested in receiving the record, 
send the case to the processing queue. 

If you pull a case in Records Locator and there is a document scanned into the 
Staffing Response and the Responsive Records slot which has been changed to NA, 
look at the document scanned in to the Staffing Response_ 

• If the case was staffed for a receipt file that has been sent to NVC (National Visa 
Center), redirect the request to NVC_ Replace the content of the letter that 
appears with the template letter on the common drive, 0:\FOIA \FOIA 
Library\Case Create References\Case Create Template Letters \NVC letter. Send 
the case to Admin and send an e-mail to your supervisor with the case 
infonnation. The supervisor will review and close the case. 

• If the receipt file is marked lost, file destroyed, or file cannot locate, go to Receipt 
files; Lost receipt file. File destroyed or File cannot locate. 

• If the receipt file has been rejected by the service, there are no records to retrieve. 
Close out as No Record, with an explanation of rejected receipt files. 
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REPENDING IN RECORDS LOCATOR 

• Do not create a case note that you repended the case; the system automatically 
creates a case note. 

• If you open a case in Records Locator and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive 
records slot. However, before you repend the responsive records, verify the 
location of the A-file in NFTS and on the 9504 screen in CIS. 
1. If the file has moved to another FCO, you should cancel the current staffing 

sheet and create a new one to reflect the new FCO. 
2. If that file has moved from the original staffing location and is now in-transit 

to the NRC or has been received at the NRC, repend for 30 days. Do NOT 
cancel the original staffing sheet orre-staffto RAF ACS/CIS 

3. Do not cancel staffing sheets and re-staff just because the request is old and 
has been pending for an extended period. Canceling staffing sheets andre
staffing due to age affects the aging reports and makes it impossible to track 
these pending cases properly_ 

• If the file has been received by NRC and NFTS shO\YS scanning, image processing, image 
problem files, streamliners (at1)1hing except a shelf location) repend for 30 days. 

• If a SIG case comes up for repending in Records Locator, please repend for 30 
days and notify NRC, FOIASIG of this. Insert the NRC case number on the 
subject line. 

• IfNFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research_ If there is an A-file and aT -file that will be 
scanned in together when the other arrives, then repend 30 days. If there are two 
separate staffings for files, then e-mail NRC, FOIAFILEREQ to research and to 
have the file scanned in if necessary. 
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CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

• The requester is narrowing the scope of their request from a Track 2 case to a 
Track 1 case_ Prepare a status letter and advise the requester that their case is now 
on the simple track_ 

• The requester has responded to our acknowledgment letter stating that he or she 
did not mean specific documents only, and this would cause us to move a case 
from Track I to Track 2. Prepare a status letter and advise the requester that their 
case is now in the complex track. 

• The requester has a Track 2 case and provides the required documentation to 
change their request to a Track 3. Prepare a status letter and advise the requester 
that their case is now in Track 3. 

When you change the track of a case, ensure you click the "U" button prior to exiting the 
case. 

RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 

Occasionally the responsive records are scanned in behind the staffing response, instead 
of into the responsive records slot. These cases then appear in the processing queue, but 
cannot be processed. The processor will send a message to the NRC, FIPSPROBLEM 
mailbox for correction and insert a case note explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records 
Locator, put a case note indicating the problem (Responsive Records scanned into 
Staffing Response slot), and send a message to the NRC FIPSPROBLEM mailbox with 
the following information: 

The NRC control number of the case, 

The A number or Receipt Number of the records, 

The staffing sequence they are scanned into, and 
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The number of pages scanned in. 

Send the case to Unit Chief/ Admin so that the problem can be resolved. 

(:Ji.~.kJwr~J9.LiJ1~.tm~1i.9.m if you pull a case in Records Locator that has been staffed for 
a Lost File. 

CASES NEEDING ACKNOWLEDGEMENT LETTERS 

Cases received in Records Locator that need acknowledgement letters must be re
assigned to a Troubleshooter in the Case Create role. Please contact a supervisor with the 
NRC Control Number and ask that the case be re-assigned to you in the Case Create role. 

RE-STAFFING 

• If the file has moved to another office, cancel pending slot and staff to the correct 
FCO. *Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example- an Atlanta general staffing 
instead of an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 

FOIASAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator, if you pull a case that has been staffed to the FOIA 
Safe, N];Y,~J! cancel the staffing. Repend the case for 180 days and pend it for 
responsive records. 

The RPC for the FOIA Safe is ZW0004 

If you see an RPC of"ZW" anywhere, it is a classified file. 
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IN TRANSIT FILES 

IfNFTS shows a file is now in transit to the NRC, repend for 30 days. *Do not cancel 
the staffing and re-staff to NRC. 

MODIFICATION OF RECEIPT DATES 

Modification of receipt dates is a serious matter. Final approval authority to modify a 
receipt date is ACD or higher. Any decision to modify a receipt date must take into 
consideration the negative effect such an action will have on the integrity and accuracy of 
the data in FIPS, as well as possible legal consequences. 

MSB DIRECTED PROJECTS 

Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any 
member of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 

NRC/FOIA Fax 816-350-5785, 5786, 5787 

ILD Incoming Call Line: 816-350-5560 

Human Resource Office: 816-350-5661 

CIS Forms 

By Phone 1-800-870-3676 

Website: WWW.USC!S.gOV 

National Customer Service: 1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 

MAILING ADDRESS OF NRC: 

PO Box 648010 
Lee's Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee's Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 
PO Box 648005 
Lee's Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 
799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 
800 North Capitol Street, 5ili Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

3 2 Rochester A venue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 

DHS, USCIS, NRC 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee's Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 

ABD- Abu Dhabi (United Arab Emirates) 

ABJ- Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG- Algiers (Algeria) 

AMN- Amman (Jordan) 

AMS- Amsterdam (Holland) 

ANK- Ankara (Turkey) 

ANT- Antananarivo (Madagascar) 

ASM- Asmara (Eritrea) 

ASN- Asuncion (Paraguay) 

ATA- Almaty (Kazakhstan) 

ATH- Athens (Greece) 

BCH- Bucharest (Romania) 

BDP- Budapest (Hungary) 

BEN- Bern (Switzerland) 

BGH - Post not Assigned 
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BGN- Bridgetown (Barbados) 

BGT- Bogota (Colombia) 

BLZ- Belize City (Belize) 

BMB- Bombay (aka Mumbai, India) 

BNK -Bangkok (Thailand) 

BNS- Buenos Aires (Argentina) 

BRS- Brussels (Belgium) 

BRT- Beirut (Lebanon) 

BUJ- Bujumbura (Burundi) 

CDJ- Cui dad Juarez (Mexico) 

CLM- Colombo (Sri Lanka) 

COT- Cotonou (Benin) 

CPN- Copenhagen (Denmark) 

CRO- Cairo (Egypt) 

CRS- Caracas (Venezuela) 

CSB- Casablanca (Morocco) 

DBL- Dublin (Ireland) 

DHK- Dhaka (Bangladesh) 

Dll- Djibouti (Djibouti) 

DKR- Dakar (Senegal) 
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DMS- Damascus (Syria) 

DOH- Doha (Qatar) 

DRS- DarEs Salaam (Tanzania) 

FRN- Frankfurt (Germany) 

FTN- Freetown (Sierra Leone) 

GEO- Georgetown (Guyana) 

GTM- Guatemala City (Guatemala) 

GUZ- Guangzhou (Canton) 

GYQ- Guayaquil (Ecuador) 

HA V- Havana (Cuba) 

HCM- Ho Chi Minh City (Saigon) 

HLS- Helsinki (Finland) 

HML- Hamilton 

HNK- Hong Kong 

HRE- Harare (Zimbabwe) 

ISL- Islamabad (Pakistan) 

JAK- Jakarta (Indonesia) 

JHN- Johannesburg (South Africa) 

JRS- Jerusalem (Israel) 

KDU- Kathmandu (Nepal) 
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KEY- Kyiv (Ukraine) 

KHF- Khartoum (Sudan) 

KIN- Kinshasa (Congo) 

KLL- Kuala Lumpur (Malaysia) 

KNG- Kingston (Jamaica) 

KWT- AI Kuwait aka Kuwait City (Kuwait) 

LGS- Lagos (Nigeria) 

Lm- Libreville (Gabon) 

LIL- Lilongwe (Malawi) 

LMA- Lima (Peru) 

LND- London (United Kingdom) 

LOM- Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB- Lisbon (Portugal) 

LUA- Luanda (Angola) 

LUS- Lusaka (Zambia) 

MDD- Madrid (Spain) 

MDR- Madras aka Chennai (India) 

MN A- Manama (Bahrain) 

MNG- Managua (Nicaragua) 
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MNL- Manila (Philippines) 

MOS- Moscow (Russia) 

:MRV- Monrovia (Liberia) 

MST- Muscat (Oman) 

MTL- Montreal (Canada) 

MTV- Montevideo (Uruguay) 

NHA-Naha 

NMY- Niamey (Niger) 

NPL- Naples (Italy) 

NRB- Nairobi (Kenya) 

NSS- Nassau (Bahamas) 

NWD- New Delhi (India) 

OSL- Oslo (Norway) 

OUG- Ouagadougou (Burkina Faso) 

PHP- Phnom Penh (Cambodia) 

PIA- Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG- Prague (Czech Republic) 

PRM- Paramaribo (Suriname) 

PRS- Paris (France) 
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PTD - Penta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PIP- Port-au-Prince (Haiti) 

PTS- Port of Spain (Trinidad & Tobago) 

RDJ- Rio de Janeiro (Brasil) 

RID- Riyadh (Saudi Arabia) 

RIO- Reykjavik (Iceland) 

RNG- Rangoon (Burma) 

SAA- Sana'a (Yemen) 

SAR- Sarajevo (Bosnia & Herzegovina) 

SDO- Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO- Skopje (Macedonia) 

SNJ- San Jose (Costa Rica) 

SNS- San Salvador (El Salvador) 

SNT- Santiago (Chile) 

SOF- Sofia (Bulgaria) 

STK- Stockholm (Sweden) 

SUV- Suva (Fiji) 
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SYD- Sydney (Australia) 

TAl- Taipei 

TAL- Tallinn (Estonia) 

TBL- Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT- Tashkent (Uzbekistan) 

TIA- Tirana (Albania) 

TKY- Tokyo (Japan) 

TLV- Tel Aviv (Israel) 

INS- Tunis (Tunisia) 

VAC- Vancouver (Canada) 

VNN- Vienna (Austria) 

VNT- Vientiane (Laos) 

WRW- Warsaw (Poland) 

YDE- Yaounde (Cameroon) 

YRV- Yerevan (Annenia) 

ZGB- Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 

PD- The case has been processed, responsive records were released in part. 

Gl- The case has been processed, responsive records were released in full. 

DP- The case was closed as a duplicate of another case_ 

ER- Created in error. (see ER Case Closings) 

WD- Case was closed as a withdrawal. 

NA- FOIA/PA not applicable_ You are required to select the office the request is being 
redirected to. Select "ALL", two letters will be generated. On the second letter delete the 
contents and save to ensure the second letter is not sent. 

NR- The case was closed as no record. A search of all databases was conducted for any 
files relating to the subject No results were found. All screen prints are scanned in as 
CSD 

UT- Unable to locate alien file. Cases can be closed if the alien file is marked as lost 
and it has been more than one year. A thorough search of all systems must be completed. 

FC -Cases close failure to comply when requesters fail to supply requested infonnation. 
(i.e. Interim Interest Project, consent, subject has fugitive status or request for additional 
infonnation) 

FP- Cases close failure to pay when requesters fail to submit payment. 

RD- Advise requester to contact another government agency to acquire records. We tell 
the requester whom they should contact to obtain records responsive to their request 

RF- Cases forwarded to DHS components_ We tell the requester the name of the agency 
we referred their request to. 
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APPENDIX E: FORMS 

WWW.USCIS.£0V 

Title 

Alien's Change of Address 
gj![Q 

Genealog'f Index Search 
Request 

Form Number 

AR-11 

AR-11SR 

G-1041 

171 

Filing Fee 

$0.00 

Edition 

1016/08. Previous 
edition accepted_ 

$0.00 1016/08. Previous 
edition accepted_ 

$20 Payment must be 09/10108 
submitted with this form to 
request a genealogy index 
search. Payment may be in 
the form of a cashier's check 
or money order. Personal 
checks will not be accepted, 
and they will be returned to 
you. If the form is submitted 
from outside the United 
States, remittance may be 
made with a bank 
international money order or 
foreign draft drawn in U.S. 
dollars and payable through 
a U.S. bank. Make all 
payments in U.S. currency to 
the Department of Homeland 
Security. Do not send cash 
with your form. 

You must submit the 
appropriate fee with this 
form for a genealogy records 
request The fee for a copy 
from microfilm is $20 per 
request The fee for a copy 
of a hard copy file is $35 per 
request Send payment with 
your request form. Payment 
may be in the form of a 
cashier's check or money 
order. Personal checks will 
not be accepted, and they 
will be returned to you. If the 
form is submitted from 

09/10/08 
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Title Form Number Filing Fee Edition 

outside the United States, 
remittance may be made 
with a bank international 
money order or foreign draft 
drawn in U.S. dollars and 
payable through a U.S. 
bank. Make all payments 
payable in U.S. currency to 
the Department of Homeland 
Security. Do not send cash 
with your form. If the file 
number provided does not 
match the immigrant named 
on this form, and there is no 
previous Genealogy Index 
Search case identification 
number provided, we will not 
refund any fee. 

Notice of Ent!Y of AJ2gearance G-28 $0.00 9126/00. Previous 
as Attorney or Representative editions accepted. 

!2i9.9!.~.P.b.l!<JOf9.I!Il!l1i.QD. G-325 $0.00 7114/06. Previous 
editions accepted. 

Biographic Information G-325A $0.00 7f14/06. Previous 
editions accepted. 

Biogra~hic Information G-3258 $0.00 11/12108. Previous 
editions accepted. 

BiograQhic Information G-325C $0.00 7114106. Previous 
editions accepted. 

EI!?.~.cJ.9..m .. Rf..!f.l.fQ.[ill§l.ti9.0 G-639 $0.00 02/04/09. Previous 
89!/.P.r.lY.§IJ<Y .. AI<t .. R~g.\!~t~t editions accepted. 

Verification Request {Non- G-845 $0.00 07/25/08. Prior 
SAVE agencies) versions accepted. 

Document Verification G-845 Supplement $0.00 07!25108 
Request Supplement 
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Title Form Number Filing Fee Edition 

Document Verification G-8458 $0.00 07/25/08. Prior 
Request (SAVE Agencies) versions may be 

used. 

F.t§!t'drn .. '?.LQ.~_gJngJQ.Q9_1,1_'I!§n~~ G-884 $0.00 11/03/08. Prior 
versions accepted. 

8P.P.JJ.9.~1(9.J:l..fQf. 1-102 $320 8/21/08. Previous 
.8.~P.!§£!?.m~nt!J.o!1l?.J editions accepted . 
Nonimmigrant Arrival-
Departure Document 

E~t!ti!?.D..f!?.r .. f! .. ~.9.oim.mi9.r§.D! 1-129 $320. 1/22/09. Previous 
Worker editions accepted. 

Petition for Alien Fiance( e) I-129F $455. There is no fee for 07/30/07, 11/24/06 
petitions for K-3 status editions can be 
based on an immigrant used, no other 
petition filed by the same editions accepted. 
U.S. citizen. 

Ngnimmi9.@.0!.P.Sl.mi!?.!l.El:§.~§.Q I-129S $0.00 01/16107,09/16/05 
on Blanket L Petition editions can be 

used, no other 
editions accepted. 

.P..~1i.tl9..l1.f9.I.8.1)§:D..8§:!&1.tiY§: 1-130 $355 05/27/08. Previous 
editions accepted. 

A(:!Qiication for Travel 1-131 $305 10/30/08. Previous 
QQ9.~.tn§D.1 editions accepted. 

Affidav~ ofSU!2ROrt 1-134 $0.00 10/3012008. Prior 
versions are also 
acceptable. 

Immigrant PetiTion for Alien 1-140 $475 1112109. Previous 
Worker editions accepted. 

.8P.P..!l9.&~.t[QO..f9.L8.QY.~[I_9.J;!. 1-191 $545 07/30/07. Previous 
Permission to Return to editions accepted. 
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Unrelinguished Domicile 

Application for Advance 

.P..~.r:ITJ.l§~J.9..1!.J9. .. i;n.t~?.r .. ~.~-§l .. t:!.9.!!.: 
LIII.tni9.r~flJ 

Apglication for Waiver for 
Passport and/or Visa 

8P..P.J)£~1[Q.Q.f9.LP.~.r.mi§.~[Q.OJQ 
Reapgly for Admission into 
the United States After 
Deportation or Removal 

1-192 

1-193 

1-212 

Petition for Amerasian 1-360 
Wi.QQ.W.(~rl~.QL§Q~.gjgJ 
.lmml9r!'lnt 

Affidavit of Financial Support 1-361 
and Intent to Petition for Legal 
Q.\!§!Q9.)!.fQLP..~.!?.I.l9. .. ~!'/.W.Jtz:: 
359 Amerasian 

Request to Enforce Affidavit 1-363 
.Qf . .E.[Q_~.!].9.l!'!L§.!!.P.P..Q.i:L~D.9. 
Intent to Petition for Legal 
Custody for P.L. 97-359 
Amerasian 

.6.P.P..!l9.£~.!l2o .. 1R . .B~9.i.~1~r 
Permanent Residence or 
Adjust Status 

1-485 

174 

$545 

$545 

$545 

$0.00 

$585 

$375 

$0.00 

$0.00 

1/15/09. Previous 
editions not 
accepted. 7130107 
edition will be 
accepted through 
2/20/09 only. 

312005 

07/30/07. Previous 
editions accepted. 

10/6/08. Prior 
edition will be 
accepted. 

02/10109. Previous 
editions accepted. 

11/26/08. Previous 
editions accepted. 

3/17/06. Previous 
editions accepted. 

10/6108. 3/18/08 
version is also 
acceptable 

$930 plus a biometrics fee of 12/16108. Previous 
$80; the fee total is $1,010. editions accepted. 
Exceptions listed below. 
There is no fee for 
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Title 

SUQ121ement A to Form 1-485 

Instructions for 1-485 
Supplement C, HRIFA 

Instructions for 1-485 
Supplement E 

Y.Y.!'!i.Y.§L9.f..Ri9.~J?.,.P..r.!Yll?.fl§_§, 
Exem(2tions and Immunities 
(Under Section 247(b l of the 
INA) 

Waiver of Rights Priveleges, 
Exem(2tions and Immunities 

.lmmi.9I!'l.r.lt.P..!'l!~i9.0 .. RY .. 8!i!?.O 
!;D.tf.!'!P.Lt;.D.?.!JJ 

Application To 
Extend/Change Nonimmigrant 
. §.1f!.1!J§. 

Form Number 

1-485 Supplement A 

1-485 Supplement C 

1-485 Supplement E 

1-508 

I-508F 

1-526 

1-539 

Filing Fee 

applicants who are filing 
Form 1-485 based on having 
been admitted to the United 
States as a refugee. 
Applicants 80 years of age 
or older are not charged a 
biometric fee; the fee total is 
$930. Applicants under 14 
years of age: - Filing with the 
1-485 application of at least 
one parent have a fee total 
of $600- Not filing with the 1-
485 application of at least 
one parent have a fee total 
of $930 

$1,000 

See Form 1-485 

$0.00 

$0.00 

$0.00 

$1,435 

$300 

For persons seeking V 1-539, Supplement A NIA 
nonimmigrant status while in 
t~_E! •. \:.!.I)_[t§_cj __ §Jf!J!?§: .. 9.f .. ?.~.tE!.!!§.lQ.I). 

175 

Edition 

12/16/08. Previous 
editions accepted. 

7f7108. Prior 
revisions may not 
be used. 

10/30/08 

10/6/08_ 5/27/05 
edition also 
acceptable. 

10/0612008. Prior 
versions accepted. 

12/16/08. Previous 
editions accepted. 

12/31/07. Previous 
editions accepted . 

10/28108. Previous 
editions accepted. 

WARNI\'G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains infonnation that may be exempt from public r~lease under the Freedom oflnfonnation Act (5 li.S.C. 552). This docum~nt is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with D.;partment ofHomdand Security policy 
relating to Sensitive But Unclas;ified (SBU) infonnation and is not to be rdeased to the public orotherper:sonne[ ""ho do not have a 
>alid need to know "'ithout prior approval from the FOIA Officer 

Updated on 9/23/2010 

581 

AILA Doc. No. 16102838. (Posted 10/28/16)



FOIA/PA ASSISTANT'S GUIDE 

Title Form Number Filing Fee Edition 

of V status. 

Interagency Record of 1-566 $0.00 02/28/08. No 
.B.!?SI!,J.~.!?.t ..... A •.. G. .. Qr .. NA.I.Q previous edition 
Q§!P..I?..I)_Q_!§!_IJ.ti;_!]pJQY.!I!~DJ accepted. 
Authorization or 
Change/Adjustment to/from A, 
G or NATO Status 

AJ2Qiication for As~lum and 1-589 No Fee. 12/14/06. Previous 
Withholding of Removal editions accepted. 

E~t!ti!?.D..!!?..QJ.§~.~lfY .. Q!.P..~~-0 .. §~ 1-600 $670. An $80 fee for 10/16/08. Previous 
an Immediate Relative biometrics is required for editions accepted. 

each person 18 years of age 
or older who is living with the 
applicant No fee is required 
if you are filing based on an 
approved I-600A filed within 
the previous 18 months . 

. ~.P.P..!l9.9.ti!?.D..f!?.L8.gY.9.r.t!l§!. I-600A $670 10/16/08. Previous 
Processing of Ornhan Petition editions accepted. 

ARQiication for Waiver of 1-601 $545 10/30108. Previous 
G.r9.YH9 .. R.t!n~stmi.~.~~P..i1!tl editions accepted. 

Apglication By Refugee For 1-602 $0.00 01/15109. Previous 
Waiver of Grounds of editions accepted. 
ExcludabiliTy 

ARplication for Waiver of the 1-612 $545 07/08/08. Previous 
Foreign Residence editions accepted. 
Reguirement (under Section 
.f..1.;?Lgl.9.f .. tb.~ . .lmmisr.~1l9..o..~.or.t 
!:!.~t!!?.D.~!i!Y..A.9.t..!i!§ .. Am~n9.~.9.l 

Health and Human Services 1-643 $0.00 10/16/08. Previous 
Statistical Data for editions accepted. 
B.~.~gg.§!.A~Y.!.~_f? .. Mil!§.tiag 
Status 
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Title Form Number 

Apglication for Status as a 1-687 
Temporary Resident Under 
Section 245A of the 
.lmm!9r.?!1!9n .. ~n.9..N?!~l9D.?!.I.i.N 
A0. 

Application for Waiver of 1-690 
§f.Q.~.D-~t~ . .9f.!D.1!9.DJ!§.?.[~jJ.i!Y. 
Under Sections 245A or 210 
of the Immigration and 
Nationality Act 

Report of Medical 1-693 
Examination and Vaccination 
Record 

Notice of ARReal of Decision 
Under Sections 245A or 210 
of the lmmi,gration and 
!:l~t!!?.O.~!itY..8.9.t 

Application to Adjust Status 
from Temporary to Permanent 
Resident {Under Section 
!?.4§.A.!?.f.P.~-~!!9 .. ~-~.w. .. ~~-:§.Q}1 

1-694 

1-698 

l77 

Filing Fee 

$710 

$185 

$0.00 

$545 

$1 ,410 Note on Filing Fee: • 
If your application is filed 
within 31 months after 
temporary residency was 
granted, the fee is $1,370 
per person with a $4,230 
family cap. • If your 
application is filed later than 
31 months after temporary 
residency was granted the 
fee is $1,410 per person with 
a $4,230 family cap. • An 
$80 per applicant fee (unless 
14 years of age or older than 
79 years) for biometrics may 

Edition 

02/09/09 Prior 
Version Accepted: 
No - Prior versions 
will be accepted 
until March 13, 
2009. 

07130107. Previous 
editions accepted. 

06/05108. Previous 
editions will be 
accepted only for 
medical exams 
conducted before 
August 1, 2008. 
Medical exams 
conducted on or 
after August 1, 
2008, require use of 
the 06/05108 edition 
(link at bottom of 
page). 

08/21/08. Previous 
editions accepted. 

10/16/2008. 
Previous editions 
accepted. 
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Title 

Refugee/Asylee Relative 
.P..~~-i.t!gn 

Petition to Remove the 
Conditions of Residence 

A!;!Riication for Emgloyment 
Authorization 

8P..P.Ji£$!1l9.D..f9.LJ3.'?.P..I.~0.!ffi!?.D1 
of Northern Mariana Card 

f.'.~1i.~l9..CL19. .. G.L~I.~§_ifY. 
Convention Adoptee as an 
Immediate Relative 

ARQiication for Determination 
of Suitability to Adopt a Child 
from a Convention Country 

Form Number 

1-730 

1-751 

1-765 

1-777 

1-800 

I-800A 

178 

Filing Fee 

be required. 

No fee . 

$465 (plus $80 biometric 
service fee) 

$340 

$15 

No fee is required for the 
first Form 1-800 filed for a 
child on the basis of an 
approved Form I-800A If 
more than one Form 1-800 is 
filed during the approval 
period for different children, 
the fee is $670 for the 
second and each 
subsequent Form 1-800. 
However, if the children are 
siblings before the proposed 
adoption, no additional filing 
fee is required. 

$670 for Form I-800A Note 
on Filing Fee: An $80 fee for 
biometrics is required for the 
applicant (and spouse, if 
any)_ Additionally, a $80 fee 
for biometrics is required for 
each person 18 years of age 
or older who is living with the 
applicant Form I-800A, 
Supplement 1 (Listing of 
Adult Member of the 
Household) must also be 
provided for each adult 
member of the household, 

Edition 

1/7/09. Previous 
editions accepted. 

8125108. Prior 
revisions are not 
accepted. 

10/30108. Previous 
edition accepted. 

October 16, 2008. 
Previous editions 
accepted. 

9/10/08. Prior 
edition accepted_ 

9/10/08. Prior 
edition may be 
used. 
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Title 

A!2~1ication for Famil~ Unit~ 
§.~n.!'!m?. 

A(;!Qiication for TemQorary 
Protected Status 

~~-P.P..!i9&~.ti9J!..f9Le..g)9.D..Q.Il.lil.!l. 
8P..P.!.Q.Y.§9 .• 8.P.P..I.lg~.ti9.0 •. 9.f. 
Petition 

Petition by Entreereneurto 
.8.!?m!?.~.€ .. G.9.D.9.ttl9.D.§ 

lnter-Agenc~ Alien Witness 
and Informant Record 

Affidavit of SUJ;!QOrt Under 
Section 213A of the Act 

Contract Between Sponsor 
and Household Member 

Form Number 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

179 

Filing Fee 

excluding the applicant and 
applicant's spouse. $340 for 
Form I-SODA, Supplement 3 
(Request for Action on 
Approved Form 1-BOOA), if 
applicable 

$440 

$50 for first time applicants. 
There is no application fee 
for re-registration. An $80 
per person fee for biometrics 
may be required. 

$340 

$2,850 plus a biometrics fee 
of $80. An additional 
biometrics fee of $80 must 
be paid for each conditional 
resident dependent, listed 
under Part 3 or Part 4 of 
Form 1-829. 

$0.00 

Although USCIS does not 
charge a fee for this form, 
the Department of State 
does charge a fee of $70 
when the Affidavit of Support 
is reviewed domestically. 
This does not apply when 
the Affidavit of Support is 
filed abroad. 

$0.00 

Edition 

5127108. Previous 
editions accepted. 

10/17/07. No 
previous editions 
accepted. 

8125/08. Previous 
editions accepted. 

12/16/08. Previous 
editions accepted. 

03/31/07. Previous 
versions accepted. 

10/18/07,11/01106 
editions can be 
used, no other 
edition accepted. 

10/18/07.11/01/06 
edition can be used, 
no other edition 
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Title Form Number 

Affidavit of SuReort Under I-864EZ 
.§.~_q!gn)j_~A..S!fJ~g_A!:~ 

!?.QY.§.r:I.Y..G.~.i.Q§.I.[tl~§. I-864P 

. l01~?.o.Q.i.tl9 .. 1.m.migr.\'!rJ.t?. .. e..ffJ.9.~Y.~ I-864W 
9.t§.~P..Q9.!1.!;.~.~!D.P..t!Q.l1 

§.P.9.D.?.9/§.Ng1Lc:~.9.LG_~g_og~ 1-865 
of Address 

Application for Suspension of 1-881 
0.?:P..Q.d!'!.tLQ.tl .. Qf..l?.P..!'l[.:.i~L8.!J.t~. 
Cancellation of Removal 
(Pursuant to Section 203 of 
Public Law 105-100 

.INi\.9.!\!li\11 

Emglo~ment Eligibilit~ 1-9 
Verification 

Filing Fee 

Although USC IS does not 
charge a fee for this form, 
the Department of State 
does charge a fee of $70 
when the Affidavit of Support 
is reviewed domestically. 
This does not apply when 
the Affidavit of Support is 
filed abroad. 

$0.00 

Although USCIS does not 
charge a fee for this form, 
the Department of State 
does charge a fee of $70 
when the Affidavit of Support 
is reviewed domestically. 
This does not apply when 
the Affidavit of Support is 
filed abroad. 

$0.00 

$285 

$0.00 

180 

Edition 

accepted. 

10/18/07.01/15/06 
edition can be used, 
no other edition 
accepted. 

02/13109. No 
previous edition 
accepted . 

10/18/07.11/01f06 
edition can be used, 
no other editions 
accepted. 

10/28/08. Previous 
editions accepted. 

07/30/07. Previous 
editions accepted. 

Rev. 6/5107. Please 
note that the 
revision date can be 
found on the lower 
left hand corner of 
the form. No 
previous edition 
accepted. 
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Title Form Number Filing Fee Edition 

A[2glication to ReRiace 1-90 $290. Biometrics fee of $80 07/30/07. Previous 
Permanent Resident Card may be included. Please see editions accepted. 

Special Instructions for 
details. 

Application for Authorization 1-905 $230 07/30/07. Previous 
to Issue Certification for editions accepted. 
Health Care Workers 

Reguest for Premium 1-907 $1,000 Note: If you are 07/30/07. Editions 
Processing Service requesting Premium other than 07130/07, 

Processing on a form type 04/02/07 and 
and classification that is 08128106 are not 
Premium eligible, the accepted. 
$1000.00 Premium 
processing fee is required in 
addition to all other filing 
fees required by the 
application to be processed. 
Checks should be made 
payable to Department of 
Homeland Security. 

A[:!~lication forT 1-914 No fee. Biometrics services 07/30/07. Previous 
Nonimmigrant Status may be required at no cost editions accepted. 

to the applicant. 

Petition for U Nonimmigrant 1-918 No Fee. Petitioners may 08131107 
Status have to pay an $80 

biometrics fee. 

Petition for Qualifying Family 1-929 $215 10130108 
Member of a U-1 
Nonimmigrant 

8P..P.Ji£~1lQD . .1Q.f.jJ.~ . .R.~£l~I~1(QJJ. N-300 $235 07/08/08. Previous 
of Intention editions accepted. 

Reguest for a Hearing on a N-336 $605 11/24/08. Previous 
.Q!?.".l§i!?.D..lO .• t:!S~.t!J.@.ll?.S~.ti!?.D editions accepted. 
Proceedings (Under Section 
336 of the INA) 

181 
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Title Form Number Filing Fee Edition 

Monthl_y Re12ort Naturalization N-4 $0.00 10/16/08. No 
Papers previous edition 

accepted. 

AP.P.JJ2~1l9.E!.fQL!:t?.t1,1.C?.!J~?.tJgn N-400 $595 plus a biometrics fee of 1/22/09_ 10/15/07, 
$80; the fee total is $675. 07/30/07, 11/01/06, 
Applicants 75 years of age 05/31/01 can be 
or older are not charged a used. No other 
biometric fee; their fee total editions accepted. 
is $595. No fee is required 
for military applicants filing 
under Section 328 and 329 
of the INA 

Reguest for Certification of N-426 $0.00 10/16108. Previous 
Military or Naval Service editions accepted. 

8P..P..I!£?!1l9..Q.19. .. f.'X~.§§.lY.~ N-470 $305 07/30/07. Previous 
Residence for Naturalization editions accepted. 
Purposes 

.~.P.P..!l9.9.ti!?.O..f!?.L8.~.P.!~.~.!D.~D.1 N-565 $380 07/30/07. Previous 
Natural ization/C itizenshi!;! editions accepted. 
Document 

8P.P.JJ.9.~1(!?E!.f!?f..Q.'?.!1itl.~1~ .. 9.f N-600 $460; if filing on behalf of an 01/08/09. Previous 
Citizenship adopted minor child, $420. editions accepted. 

ARQiication for CitizenshiR and N-600K $460; if you are filing on 09/06107. Previous 
Issuance of Certificate under behalf of an adopted minor editions accepted. 
§~P.ti!?.D.J.f.;?. child, the fee is $420. 

A!;!plication for Posthumous N-644 No fee 08/21/08. Previous 
Citizenship editions accepted. 

Medical Certification for N-648 $0.00 10/16/08. No 
Disability Exceptions previous editions 

accepted. 

182 
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APPENDIX F: USEFUL ACRONYMS 

AAPM Affinnative Asylum Procedures Manual 

ABC American Baptist Churches 

ACPA Assistant Chief Patrol Agent 

ADDE Assistant District Director of Examinations 

ADDD Assistant District Director of Deportation 

ADD! Assistant District Director of Investigations 

ADIS Arrival Departure Information System 

AFACS A-Files Accountability and Control System 

AFM Adjudicators Field Manual 

A File Alien Registration File (basic Alien File) 

AILA American Immigration Lawyers Association 

AO Asylum Officer 

AOBTC Asylum Officer's Basic Training Course 

AOIC Assistant Officer in Charge 

ARB Administrative Review Board 

ARC Alien Registration Card 

ASC Application Support Center 

ASIS Anti-Smuggling Information System 

AUSA Assistant United States Attorney 
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ATF (Bureau) Alcohol, Tobacco and Firearms 

A VL Asylum Virtual Library 

BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 

BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office I Community Based Organization 
184 
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CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 

CDSO Collateral Duty Security/Safety Officer 

CFR Code of Federal Regulations 

CIA Central Intelligence Agency 

CIO Chieflnformation Officer 

CIS Central Index System 

CLAIMS Computer Linked Application Information Management Systems 

CMHS Center for Mental Health Services 

COA Class of Admission or Change of Address 

COMSEC Communications Security 

CONUS Continental United States 

COOP Continuity of Operations Plan 

COTR Contracting Officer Technical Representative 

COW Central Office Washington 

CPA Chief Patrol Agent 

CPO Chief Privacy Officer 

CSAT Computer Security Awareness Training 
185 
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CSPA Child Status Protection Act 

CSRS Civil Service Retirement System 

CSWP Customer Service Web Portal 

CUI Controlled Unclassified Infonnation 

CUSA Citizenship USA 

DACS Deportable Alien Control System 

DAO District Adjudication Officer 

DD District Director 

D&D Detention & Deportation 

DDD Deputy District Director 

DDP Detention and Deportation Program 

DEA Drug Enforcement Agency 

DEO Detention Enforcement Officer 

DFS Designated Fingerprint Service 

DHS Dept of Homeland Security 

DLEA Designated Law Enforcement Agency 

DOC Dept. of Commerce 

DOD Dept of Defense 

DOE Date of Entry; or Dept of Energy 

DOJ Dept of Justice 
186 
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DORA District Office Rapid Adjudication 

DOS Dept of State 

EABM Enforce Apprehension Booking Module 

EAC Eastern Adjudications Center 

EAP Employee Assistance Program 

EARM Enforce Alien Removal Module 

EDMS Enterprise Document Management System 

EEOC Equal Employment Opportunity Commission 

EEV Employment Eligibility Verification 

EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 

EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder ( eOPF) 

EPA Environmental Protection Agency 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 
187 
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FARES Fees and Applications Receipt and Entry System 

FBI Federal Bureau oflnvestigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security- Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 

FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Infonnation Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 
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FOIA Freedom of Information Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Infonnation 

G-639 Freedom oflnfonnation/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 

GPO Government Printing Office 

GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 
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HSPC 

HUD 

1-90 

1-129 

I-129F 

1-130 

1-131 

1-134 

1- I 40 

1-212 

1-360 

1-485 

I-485A 

1-4858 

1-539 

1-551 

1-589 

1-600 

1-751 

FOIA/PA ASSISTANT'S GUIDE 

Houston Service Processing Center 

Dept. of Housing and Urban Development 

Application to Replace Pennanent Resident Card (Green Card) 

Petition for Nonimmigrant Worker 

Petition for Alien Fiancee 

Petition for Alien Relative 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

Petition for Amerasian, Widow(er) or Special Immigrant 

Application to Register Pennanent Residence or to Adjust Status 

Supplement to Form 1-485 

NACARA Supplement to Fonn 1-485 Instructions 

Application to Extend/Change Nonimmigrant Status 

Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 

Petition to Classify Orphan as an Immediate Relative 

Petition to Remove Conditions of Residence 
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1-765 Application for Employment Authorization 

1-821 Application for Temporary Protected Status 

1-864 Affidavit of Support under Section 213A of the Act 

lA Immigration Agent; or Investigative Assistant 

IBF Identity and Benefit Fraud (program) 

IBIS Interagency Border Inspection System 

ICE Immigration and Customs Enforcement 

ICE-BFU ICE Benefit Fraud Unit 

ICEPIC ICE Pattern Analysis and Infonnation Collection. 

ICF Immigration Card Facility 

ICS Infonnation and Customer Service 

IDDMS Integrated Digitization Document Management Program 

IDENT Automated Biometric Identification System 

IDMS Identity Management System 

IDP Individual Development Plan 

IE Immigration Examiner 

II Immigration Inspector 

IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

11 Immigration Judge 

IMMACT Immigration Act of 1990 
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INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Infonnation Officer 

!RCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

!SAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISRS Image Storage and Retrieval System 

!SSM Infonnation Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Infonnation Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

KST Known Suspected Terrorist 

LAPR Lawfully Admitted Permanent Resident 

LAPS Legalization Application Processing System 
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LEAD Leadership Education and Development 

LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LULAC League of United Latin American Citizens 

MF AS Marriage Fraud Amendment System 

MO A Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NBC National Benefits Center 

NCIC National Crime Information Center 
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NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NilS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center I Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center I National Security Council 

NSI National Security Infonnation 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Project 

occ Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chieflnformation Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 
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OEPC Office of Emergency Preparedness and Coordination 

OFR Office of the Federal Register 

OIC Officer in Charge 

OIG Office of the Inspector General 

OIS Office of Immigration Statistics 

OIT Office of Infonnation Technology 

OMB Office of Management and Budget 

OPF Official Personnel File 

OPLA Office of the Principal Legal Advisor 

OPM Office of Personnel Management 

OPSEC Operational Security 

ORR Office of Refugee Resettlement 

ORS Office of Records Services 

osc Order to Show Cause I Office of Special Council 

OSCE Office of Child Support Enforcement 

OS! Office of Security and Integrity 

OTD Office of Training and Development 

OUO Official Use Only 

OVC Office for Victims of Crime 

OWCP Office of Workers' Compensation Programs 
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PA Privacy Act 

PAIC Patrol Agent in Charge 

RAIO Refugee, Asylum, and International Operations 

PC Peace Corps 

PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PH Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAD River Assault Division 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RA VU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 
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RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 

SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Infonnation System 

SHSI Sensitive Homeland Security Infonnation 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Infonnation Officer 

SLOB Service Lookout Book (old way) 
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SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent~ or Social Security Administration 

sse Southern Service Center 

SSI Sensitive Security Information 

sso Special Security Officer 

STAR System for Time and Attendance Reporting 

TAC Third Agency Checks 

TAP Tuition Assistance Program 

TCDD Training and Career Development Division 

TECS Treasury Enforcement Communication System 

TPO Transfonnation Program Offices 

TPS Temporary Protective Status 

TSA Transportation Security Administration 

TSC Texas Service Center 

TSP Thrift Savings Plan 

TVA Tennessee Valley Authority 

UK United Kingdom 
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UNHCR United Nations High Commissioner for Refugees 

UNICEF United Nations Children's Fund 

USA United States Anny 

US ACE U_S_ Army Corps of Engineers 

USAF United States Air Force 

usc United States Citizen 

US.C United States Code 

USCG United States Coast Guard 

US CIS United States Citizenship and Immigration Setvices 

uses United States Customs Service 

USMC United States Marine Corps 

USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau ofiN1ERPOL 

USPS United States Postal Service 

US RAP U.S. Refugee Admissions Program 

usss United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 
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VD Voluntary Departure 

VIS Verification Information System 

VTVPA Victims of Trafficking and Violence Protection Act of2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

wsc Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 

The definitions listed below are words and phrases that frequently appear in FOIA and 
PA requests. The list is arranged in alphabetical order. Additional definitions can be 
located at http://www.uscis.gov/portal/site/uscis/menuitem. Select the tab titled 
"Education and Resource." 

Access- Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/P A access 
requirements. 

Agency -Any executive department, military department, Government corporation, 
Government controlled corporation, or other establishment in the executive branch of the 
Government (including the Executive Office of the President), or any independent 
regulatory agency. This does not include the legislative (Congress) or judicial (Courts) 
branches of the Government, nor does it apply to state, local, or foreign government 
agencies. The Department of Homeland Security (DHS) is an agency as defined above. 
The following are components or bureaus of the Department of Homeland Security; 
United States Immigration and Customs Enforcement (ICE), United States Customs and 
Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record- Any tangible recording ofinfonnation and/or any item, collection, or 
grouping of information, including electronic that is maintained and controlled by an 
agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not 
circulated to nor used by anyone other than the author, and discarded or retained at the 
author's sole discretion for his/her own individual purposes are personal records. These 
are not generally agency records because they are not subject to the rules and controls of 
the agency for records management and disposition. These may, however, become 
agency records for purposes of the FOIA or PA if used to cany out an agency function 
(e.g., as the basis for a petfonnance rating). 

Component -Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: 
Border and Transportation Security (BTS), Citizenship and Immigration Services 
(USCIS), Federal Emergency Management Agency (FEMA), Immigration and Customs 
Enforcement (ICE) are components of the Department ofHomeland Security. 
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Conditions of Disclosure- Specific provisions in the Privacy Act (5 US.C § 552a(b )(1) 
through (12)) allows the agency to disseminate information from a PA system of records 
without the prior written consent of the record subject. 

Congressional Committee Request- A request from either House of Congress, to the 
extent of matters within its jurisdiction; a subcommittee thereof; any joint committee of 
Congress; any subcommittee of any such joint committee. Agencies may not use FOIA 
or PA exemptions to deny records that are the subject of such a request 

Congressional Request- A request from a Member of Congress on his or her own 
behalf, or on behalf of a constituent. After acknowledgment under congressional 
correspondence procedures, congressional requests are to be processed in the same 
manner as any other FOIA or PA request. 

Consolidation- Combination of paperwork into a main file. After the service completes 
work on a petition or application, we combine it into the person's A-file. If the service 
discovers two "unconsolidated" A-numbers for a person, we combine the two files. One 
of the A-numbers becomes the "survivor" and the other becomes the "consolidated A
number." 

Consultation- Obtaining the views of another DHS component or Federal agency 
concerning the release of information that has been incorporated into immigration 
documents or a reciprocal request. The National Records Center, FOIAIP A Division, 
makes the final overall determination on release. 

Freedom oflnformation Act Request- A request in writing by any person for access 
to any record maintained by any Federal agency. Federal agencies are not persons for 
purposes ofFOIA. 

Included are requests for access to Privacy Act records of another person without the 
written consent of the record subject, as well as requests from nonimmigrant aliens for 
access to their own records. 

FOIA/PA Information Processing System (FIPSl- Through the use of imaging, 
workflow, and graphical user intetface technologies, FIPS allows USCIS to electronically 
manage and process FOIA and PA requests. 

First Party Requester- A subject or designated representative asking for access to 
his/her record. A notarized signature or a sworn declaration under penalty of perjury 
from the record subject is required for access to records. 
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Forms- Various government forms available from www.uscis.gov/portallsite/uscis that 
are provided for the use of requesters and their representatives when submitting a FOIA 
or PA request with USCIS. The more common forms include: 

• G-28- Notice of Entry of Apgearance as Attorney or Representative- This form 
is used for information purposes only. It should be signed by the attorney or 
representative and by the subject of the record. Does not qualify for consent 
unless the attorney or representative has inserted the penalty of peijury statement 
and the subject of the file has signed the document 

• .G:.9.J.9. . .f..t~.~.Q.Q.m .. Qf..!!1fQf.illi:l:t.ism!P.r.i.Y.~.9Y. .. A.9LB&qy_~.~t.- This form can be used to 
make a FOIAIP A request. When completed it provides enough information to 
complete an extensive search for records. 

Individual- The PA describes an individual as follows: a U.S. Citizen (US.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered 
LPRs_ Corporations and organizations are not individuals_ 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 

• Track 1 is used for the less complex cases. These are cases where only one or a 
few specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests 
from the news media or special interest groups are considered Track 2 cases_ 

• Track 3 is used for cases that specifically involve individuals who have been 
scheduled to appear before an immigration judge. 

Privacy Act Amendment Request- A request from a U.S.C. or LPR to amend, 
expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. 

Privacy Act Record -Any item, collection, or grouping of information about an 
individual who is a U.S.C. or LPR; the maintaining agency retrieves by the person's 
name, identifying number, symbol, or other identifying particular assigned to that 
individual. This information includes, but is not limited to, a person's education, 
financial, medical, criminal or employment history. 
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Privacy Act Request- A request in writing submitted either in person or by mail, for 
records that are contained in a Privacy Act system of records. The records must be under 
the control ofDHS and be retrieved by the name of the requester or other personal 
identifier. Requests are received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the 
subject's behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person 
declared incompetent by a court of competent jurisdiction. 

Records Custodian- The official responsible for the maintenance, security, control, and 
final disposition of official records that are required by law, regulation, or other directive 
to be kept by the Agency. 

Referral - Information found in immigration records- the forwarding of a record that 
originated with another component ofDHS or another Federal agency for direct response 
to the FOIA/PA requester. Also includes transferring responsibility for responding to a 
request regarding the release of records to the DHS component best able to determine 
whether to disclose, or to the Federal agency that originated the record. 

Retire- The setvice sends the A-file to the Federal Records Center (FRC) after a number 
of years have passed with no activity. This is called "retiring" the file. Occasionally, we 
have to request a retired file from the FRC. 

Rider- A person who is also listed on a petition or application that will also benefit if 
that petition or application is approved. For example, a woman applying for asylum lists 
her husband and two children on her asylum application. They are riders. 

Routine Use- An established use and authority for disclosure of records from a Privacy 
Act System of Records, other than an intra-agency disclosure. Disclosure or use must be 
for a purpose that is compatible with the purpose for it was collected, that would be 
otherwise prohibited by the P A. Such disclosures do not require the written consent of 
the record subject, but require Federal Register publication prior to such use. 

System of Records -A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying 
number, symbol, or identifying particular assigned to the individual. 
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Third Agency- Other administrative agencies of the Executive Branch of the Federal 
government, including other components ofDHS. 

Third Party Request- A request from any person for access to another individual's 
record without that individual's written consent The identity of a third party requester 
and his/her relationship to the subject does not increase (or decrease) his/her rights of 
access to the records_ 

White House Inquiries- An official request from any member of the White House staff, 
or letters of the President forwarded to the agency for response. 
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FOREWORD 

The FOIA!PA Assistant's Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FO!A Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIAJPA Assistant as "you," or "Assistant," 
and in some cases •'team member." 

The Guide has been saved in PDF format. The PDF format makes searching for infonnation in 
the Guide easier. Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/ A mode disables Java scripting within the Guide
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash_ 
You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit¢ 
Preferences¢ Documents¢ PDF/A View Mode. Select "Never'' to turn PDF/A mode off, and 
select "Only for PDF fA documents" to turn PDF I A mode on. 

How does the rulemaking process for this Guide work? The Chief ofFOIA/P A Operations 
and your Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office 
Automation personnel accomplish their missions. Through the Chief of Operations, Supervisors 
submit a new rule or procedure to the ChiefFOIA/P A Program Officer. At the direction of the 
ChiefProgram Officer, Program Office may immediately amend the guide, or they may seek 
clarification from Office of Chief CounseL After consultation, Program Office will either amend 
the Guide or propose a modified rule to Chief ofFOIA/PA Operations. Major re-writes or 
revisions of the guide are subject to the final approval of the USCIS FOIA Officer. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Infonnation Bulletin (the exception 
being a misspelled word or a missing punctuation mark)_ FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIAIPA Operations intranet page. 
When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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Record of Revision 

May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the FOIAIPA Assistant's 
Guide has been changed (changed portion is underlined): 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the fonn of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially detennined to be 
incompetent, he or she must submit proof of guardianship. NQJ!.Q.J1.s.~.n...t..i.s. .. o.~.<:~~-S.il.!Y..fmm 
t.h~ .. mi.ll.9r. .. ~hii.Q . .Qr.~h~ . .P.~.r.$9.Q.j.l,l.d.i.G.i!l:UY .. 4~t.~.r.mjn~d.JP..P~ .. ~n.~qmp~t.~.nt.h9w~v~r.Jh~ 
p9;r_en.t[gt!_ar<!iB:Q !llJJ~tJ!rgyi9~ !tis_ os _h~r Q'YQ y~Qtl~aJi9!! _of id_e!ltity J!J{!tj~ QQt1tti~td_ Q! 
~igne4yn\lerpen~IJyq(perjMry[6(:X.R§ ?.7HelJ. The case processor will have to 
request more infonnation if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 

Paragraph 12.7.11 T-files of the FOIAIPA Assistant's Guide has been changed 
(changed portion is underlined): 

The exception to this rule- We do not receive A-files from ESC, SSC, NSC, WSC Qf 

RP..f. for scanning. Those offices ~ith~r scan directly into FIPS for us .Qf.:W.~ .. ~:<:P9f.tth~ .. A.7. 
_file. frQJ11.E.PMS. Therefore, if the A-file is at one of the above service centers and there 
is aT-file anywhere else, including at the NRC, you will have to staff for the T -file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T -file is when the responsive records are 
scanned in simultaneously with the request 

Paragraph 12.73 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIAIPA Assistant's Guitle has been changed (changed portion is underlined): 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would nonnally request or other a-files, in_cl_ud_ing_ T -_FileS:,_~h_e_rev_e_r t_hey _rn,ay_b_e_, 
i_o._g_i!Jdi_ng_.NR_C_) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver_ Also 
send an e-mail to the MSB for resolution. Include both a
numbers. If no documents exist from the original a-file, please 
process what is available_ Advise the requester that the original a
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 

APPENDIX H: CASE CREATE FLOW CHARTS has been added 
to the FOIAJP A Assistant's Guide. 

APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 
to the FOIA/PA Assistant's Guide_ 

May 13,2011 

Paragraph 12.7.6 of the FOIA/P A Assistant's Guide has been changed as follows (added 
portion underlined delet-ed·portion--stri-ck-enthrough): 

When conducting "no record" research, do the query and provide screen prints of all 
searches as directed. Open·aRAFACS·(IwrRAFACSC!S}>taffing·slotenly: Oiekon 
"Customi-z-e-L-etter.:' Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names)_ Prepare a "Scan As" sheet to be scanned as case supporting documents 
responsi-v-e reoords for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD pert.K'lll·d-es-ignated·to·s\ian·RAFAC8-
ody·res-~onsive·!'eeor-ds. Pend--the·en-se prepare a Final Action Letter with closing code 
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(b)(6) 

NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 

Paragraph 12.7.12 of the FOIA/PA Assistant's Guide has been changed as follows (added 
portion underlined deleted·porti:on .. stri-cken -through): 

12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, SSCISRC, WSCIWAC, MSCINBC or NSC/LIN). For example, 

L...---...,.-----------------'1 etc., are not receipt files we 
can request. 

12. 7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file. search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 

12. 7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLATh1S, PCOS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into aT-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLATh1S screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACSICIS). Leave the "Customize Letter" button selected. Attach a "Scan 
As" cover sheet to the screen prints, mark the box "Responsive Records" and take 
to person designated to scan RAF ACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and ifNVC does not have the receipt, 
but there is a record in PCQS. print any PCQS screen(s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACSICIS) Leave the "Customize 
Letter" button selected. Attach a "Scan As'' cover sheet to the screen prints. mark 
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the box "Responsive Records" and take to person designated to scan RAF ACS
only responsive records. Pend the case. 

1:2.-7AlA·-If.ther-e·i·s··ne·in.format}on .. ooout·the·r-ooei-pt·fi.Je·in·}WTS; .. r-egardles-s·-Df.the 
prefix·o.f.the receipt number,- you·shouklstaffto·the ovmerof.the receipt file· and -paste in 
the-CLA~ .. 1S·-screen,--Thi-s .. infom1ati·on·-can-he teoated··on·the--CLi\.IMS-i·nquiFj··sore-en 
upper·right-hand·corner ... ·The·CLAI~llS·screen·wi!J .. show .. ~~·ownedby·_.:: 

New paragraph: 

12.7.12.4 As a matter oflast resort. if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and detennined NVC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand corner. The CLAIMS screen will show "owned by." 

May 27,2011 

Paragraph 6.3.4.6 of the FOIA/P A Assistant's Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 
b. Send an e-mail to the OA room and include the following infonnation: 

I) REQ# 
2) NRC# 
3) Scanner's initials 
4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 
b. Do not staff for any records and do not prepare an acknowledgment letter. 
c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 

Paragraph 12.5 Receipt Numbers of the FOIA/P A Assistant's Guide has been changed as 
follows: 

As it used to read: 
Do not request receipt files from any offices other than one of the five Service Centers 
(ESCIEAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current infonnation. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESCIEAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). !'9ri"eiptfllesat.H!lG,gsetbe 
NON,FOIA IIBGfilerequest Do not request DIG T-files at HBG with Rf.f:;s~<!eJ}\l~,~y, 
'f,fi •. _'4Y..,~oJ]c1 .. 'lf..· Refer to the Staffing Sheet Guide for the most current information. 

June 10, 2011 

The wording of paragraph 28 of the FOIAIPA Assistant's Guide has been changed as follows: 

Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 
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Here is the new paragraph: 

28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark ''self' in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 

July 8, 2011 

A new flow chart for Lost File procedure has been added to APPENDIX H: 
CASE CREATE FLOW CHARTS in the FOIAIPA Assistant's Guide 

Additionally, in paragraphs 

12.7 2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 
12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

Paragraph 6.1. 1.10 of the FOIAIPA Assistant's Guide has been changed as follows: 

Old version: 
6. I. 1. 10 If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Fonn G-28, create the case using the name and address of the requester in Section 2, 
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"Requester Information." Do not use the address on the envelope or letterhead. 

New version: 
6.1.1.10 If the request came to us on Form G-639, always use the name and address of the 
requester in Section 2, "Requester Information." Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Form G-639 or unless Section 2 of 
Form G-639 is illegible. If the address on the G-639 is a foreign consulate office, or is a 
congressional office, you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you can find no other address, insert a case note and send the 
case to U/C. 

Be careful -it is easy to miss apartment or suite numbers because the space for them is at the 
right side of Form G-639. 

The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the FOIAIPA 
Assistant's Guide: (old text lined through, new text in red) 

This does not include instances in which the requester has faxed the request and then mailed 
it. If you open a case and find that the exact same request has very recently been created, 
chances are that you have opened the mailed copy which followed a few days after the fax. 
Giese tliis ease as £,R (ereateS iH errer). Do not create such a case. Click "Send to 
Research." That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject's last name and first name, or even by the requester's last name 
and first name. You may use a percent sign(%) as a wild-card for these searches. For 
example, if the requester's name is Jaime Vazquez, but you see he also has spelled his name 
Vasquez- you can search by Subject Last Name "Va%" and Subject First Name "Jaime." 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Create a fiHal AetieR Letter aHS seleet fiHalaetieH esSe BR: CreateS iH BFFer. After tliis, 
seRS tlie ease te U!=l freRt A!=l13rever Do not click "Create Case." Click "Send to Research." 
You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
"Similar Case" in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 
1. The requester is the same, and 
2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. IAsteaEl, elese tHis ease as BR (ereateEl iA errer) Do not 
click "Create Case.'' Click "Send to Research_" 

August 30, 2011 

We have added a new paragraph 8.23 to the FOIA/PA Assistant's Guide, as follows: 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, "baby brokers" scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child_ (This information comes from 
kidsotkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
infonnation. Please do not send out for additional information in p_~Qding (not finalized) 
adoption cases for the following reasons: 

1. The Prospective Adoptive Parents (PAP) have the right to all infonnation they 
submitted for the adoption_ It is likely that the adoption never happened. If that is the 
case, they have no proof of parentage or guardianship_ 
2. The child is usually too young to give consent 
3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for . . 
supervisor review. 
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I. THE FREEDOM OF INFORMATION ACT 

Congress passed the Freedom oflnformation Act (FOIA) in 1966 to establish the public's right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom oflnformation Act is 5 
U S.C § 552. 

2, THE PRIVACY ACT 

The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal infonnation by the federal government The statute relating to the Privacy Act is 5 U.S_ 
C. § 552a The statue became effective September 27, 1975 

3, WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 

A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the fonn of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written fonn and provide enough infonnation to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4. WHO CAN MAKE A FOIA REQUEST? 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor's record. Please 
refer to the section titled "CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT" in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien's file without the 
subject of record's consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 
titled "THIRD PAR1Y REQUESTS" in this guide. 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled "IMMIGRATION BOND OBLIGORS" in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for infonnation originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled "ROUTINE USE" in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 

The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data_ CIS is a menu 
driven system as opposed to a point-and-click graphical user intetface system. CIS provides 
infonnation about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using "sounds-like" and exact 
name searches. 

Tir!r!i'l'i'fii \i\i w 
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This screen is the introduction to TeleView. From this screen use the designated UseriD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.1 TeleView Main Menu 

The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 

This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the "91" 
transaction number is to search the database for specific infonnation concerning an individual 
Transaction number "92" is used to display card infonnation. The transaction number "95" is 
used mainly to see the location of the A-file. 

21 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may be exempt from public release under tl1e Freedom of lnfonnation Act (5 li.S.C. 552). 11lis document is to be controlled, 
handled, tnwsmitleoi distributed, aud disposed of in accordance with Department of Homeland Security policy relating to Sei!Sitive But 
Undassified (SBU) infonnation and i~ not to be released to the public or other personnel ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

632 

AILA Doc. No. 16102838. (Posted 10/28/16)



5.1.4.1 Search Menu Screen 

From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual's record are: 

Code Search By Category 

01 ID #(A-number, certificate number, social security number, passport number ect.) 
02 Sounds-Like Name Search 
03 Exact Name Search 
04 Alias (AKA) Name Search 
06 Sounds-Like Name Search with DOE 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
infonnation. 
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5.1.4.2 Search by A-number (9101) 

In the ID# field enter the appropriate prefix with infonnation (A= a-number, SS = social security 
number, PP =passport number, C =naturalization certificate number and 
I= 1-94 number). If there is infonnation in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PFll, and any infonnation listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject's immigration status. The PFll screen shows EOIR (Executive Office of 
Immigration Review) infonnation. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings_ In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 

5.1.5 Sounds-Like Name Search (9102) 
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Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount ofinfonnation required to search. The search results may be voluminous. 
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5.1.6 Exact Name Search (9103) 

screen The 
infonnation displayed will be an exact name match. 
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5.1. 7 Alias (AKA) NaiiU! Search (9104) 

The primary use for the 9104 screen would be to perfonn a search using any alias information 
provided in the FOIA request 
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5.1.8 Sounds Like Name With Date of Birth (DOB) Search (9106) 

The 9106 screen allows searches for infonnation pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5.1.9 Card Search (9222) 

The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 

The main purpose of the 9504 screen is to check the location and movement of files_ This 
screen's primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function_ The following is a list of acronyms displayed on this screen_ 

FTR: File Transfer Request 
FTI: File Transfer Initiated 
FTC: File Transfer Complete 

29 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may be exempt from public release under tl1e Freedom of Infonnation Act (5 U.S.C. 552). 11lis dDcument is to be controlled, 
handkd, tnwsmitleoi distributed, and disposed of in accordance with Department <JfH<Jmdand Security policy relating to Sei!Sitive But 
Undassified (SBU) infonnation and i~ not to b~ rel~as~d to the public or other personnd ""ho do not haw a valid M~d to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

640 

AILA Doc. No. 16102838. (Posted 10/28/16)



5.1.11 Tables 

The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the "keyboard" from the tool bar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 
Tables Menu Screen. 
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5.1.12 Tables Menu 

displayed. 
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5.1.13 Tables Information Screen 

are 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 
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5.2. Computer Linked Application Information Management System 

5.2.1 Introduction 

The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 

This screen is the introduction to TeleView. From this screen, use the designated UseriD 
(NRC#### A) and Password to sign onto the database. 
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5.2.3 CLAIMS Selection Screen 

The number selected to access CLAIMS can vary for each computer_ 
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5.2.4 CLAIMS Function Screen 

After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 

Press enter from here to get to the logon screen. 
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5.2.6 CLAIMS Logon Screen 

To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A)_ Check with your supervisor for your password_ 
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5.2. 7 CLAIMS Main Menu Screen 

From the Main Menu type the number for rNQUIRY!UPDATE PROCESSING and press enter. 
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5.2.8 Inquiry Screen, searching with a Receipt Number 

On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2.9 Searching CLAIMS using a Name and Date of Birth 

You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct "sounds-like" searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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(b )(6) 

If your subject has a very common name, the inquiry may result in several pages of matches_ 
View the screen pertaining to the individual receipt number or look for the type offonn. It will 
show detailed information relating to that specific receipt number. To view the detailed 
infonnation, type the corresponding number at the bottom of the screen labeled "TYPE IN 
SELECTION." For example, if you type "3", the detailed infonnation relating to receipt number 
SRC071035!687 will be displayed. 
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5.2.10 Searching with the A-Number 

You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the "A_" If the person has a 
nine digit A-number, you will not have to worry about it Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner's name. 
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5.2.11 Searching with the Petitioner's Name 

You may search by using the petitioner's name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous_ 
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(b)(7)(e) 

5. 2.12 Search Results 

The screen print below is the result of a search_ The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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The receipt infonnation gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS I) 

45 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may be exempt from public release under tl1e Freedom of lnfonnation Act (5 li.S.C. 552). 11lis document is to be controlled, 
handled, tnwsmitleoi distributed, aud disposed of in accordance with Department of Homeland Security policy relating to Sei!Sitive But 
Undassified (SBU) infonnation and i~ not to be released to the public or other personnel ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

656 

AILA Doc. No. 16102838. (Posted 10/28/16)



(b)(7)(e) 

The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS_ This 
receipt begins with SRC, but that does not matter for staffing- the OWNER would be where you 
staff. 
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By pressing Fll, you may view the history screen_ From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 

On an 1-129 petition, the petitioner's information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficial)' information press F I. 
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To view the history, press the F4 key to return to the previous screen, and enter Fll. 
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There may be numerous results on a name search_ Press Fl to see the results of the next page. 
To view number 10 on page 2 of the results, enter "I 0." To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 

5.3. National File Tracking System (NFTS) 

NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide_ 
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5.4. Person Centric Query Service (PCQS) 

PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number ofUSCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant's past interactions with USCIS and the 
Department of State as he or she passed through the US_ immigration system_ 

Since PCQS can give us a comprehensive overview of a person's immigration history, it can help 
us locate certain documents to request, for instance, we may find infonnation about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning_ 
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5.5. FOIAJP A Information Processing System (FIPS) 

The Freedom oflnformation Processing System (FIPS) is an automated system that allows us to 
process FOIA/P A requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIAIPA case, it will be through PIPS. 
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6. CREATING THE CASE 

FIPS 7.00.90- 07/28/2010 \\'ork Queries 

=L~~~~~,~~wj:~9~r~~J~9Ew~~o~·:p~~~j=~r: ..• :"~,~·=======J111 I· cas.e·ereator · -J _ 
Workflow Queries ~ jj 

Available Cases . 

-;tt-l'! 
6.- :~:,~··.•.'!'.'.'.!~.':?.~·-~~~ .. .. ·~ ·- ,..,,, ""' ... 

,.~,~~ 

., '~ ' 

~ ''"'"':·,:;:;~:;;;~-
'$' '"' ,,_,;_.,.:,,._,, .. ~"- -

,,.,,~. "'"'' '''""" 

---~"'--

• ~,bE"'" 
'""" ""'' '"'' '"'' 

:_ """'"' 
-- '""" 
'""·"""· "· ,-,.,c"""'..,"" 
'""""'"" 

·'< '"" 

-----·---~, 
'"'"'"'''""'""'" 

''"' tcmt 

<-·~"-''"·'-...... ~.·· 
··~=~~~"'' '" '" ., ..... 

-----------_>, 
__ , ____ _ 

;,:-;;;,,_.,_, --",-,w-•·• ,-,.w~ ·• ~~ "'" "'"~"w~•"' V -• -

'_i . 

On the FIPS worksheet under the header "Contents," you will notice that usually Sequence 1 is 
the "Request Letter" and Sequence 2 is usually "Request Supporting Documents." There will be 
a date and time in the right column. 
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Sometimes the request will be Fonn G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28_ 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver's license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda_ You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 

I . Save. (;ri 

You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6.1 REQUESTER INFORMATION 

Pn:>cessin~ 

Office"SiL"' :.;·c BAL201000(1151REQ 

First 

.r.-r;umb<~r __ _ 

ropi-: 

~ Trad:x 
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jj_[_;:J_;;;;_;;;;_~:J_).:@_ll;b, Ta~k~ 

S-:ann,;.j 
03i04/2C'l\i 

Cisc'.Jssion~ 

Stahis Re!l{u~st Olse Cree~tor ~testb 

Creatro fin a! Action 

Burea,{

RefHred From: ••.. 

"" E• ,., ,: N~;--~~;~~~~-;;- ---
p .cpe 1 e · ....................... . 
~ Fee \,\'.aiv·e/ l'lct ~eq,oes:e-:: 

Cas~< Action~ 

,, 

Closed 

_ : ·,•{eb Entry 

Final Rer;!v Due 

"Print To CD 

:·.:·; PA Cit-2d 

In Lrti.gati·Jn Q, 
.' 111 Cirwlar Sear\:h 

D;,linqu,;,nt 

,,,-,,,--·,:---DOf&lQlt'Tfik-''' ,,,-,,,--·;;q:··-,:,- ·,:---:·:PWe~ ,,,- 'mtii$- ''' ,,,--··:RQ'llilit' ,,,-,,,ArNUiliikF''' ,,,-,6~- ,,,--·--·· 
LJ Request Letter 3:-1-t2010 l:Oe;:57 PM 

6.1.1 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 

6. 1.1. 1 Do not use all capital letters in names. 

6. 1.1 .2 Do not use professional titles, such as Doctor or Reverend in the requester 
infonnation. 

6. 1.1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 

56 
WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may be exempt from public release under tl1e Freedom of lnfonnation Act (5 li.S.C. 552). 11lis document is to be controlled, 
handled, tnwsmitleoi distributed, aud disposed of in accordance with Department of Homeland Security policy relating to Sei!Sitive But 
Undassified (SBU) infonnation and i~ not to be released to the public or other personnel ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

667 

AILA Doc. No. 16102838. (Posted 10/28/16)



6. 1.1.4 Do not open cases in the name of a company or finn only. If the name of the 
requester on the Fonn G-639 is a company name, please review the supporting 
documents to tty to locate the name of the attorney/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law finn representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien_ If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use "Wilens & Baker" as the requester name. 

6.1.1.5 Do not hyphenate names. 

6.1.1.6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Fonn G-28 for a clear copy_ 

6.1.1.7 Add a period after the middle initial. 

6. 1. 1. 8 Rescinded. If the sHhj eet r:loes Rot provir:le a mi8Elle aame or iRitial, eAter 
"NMN" iH the "Middle" lield 

6.1.1.9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother's and father's last names, if provided. If you 
are unsure, contact a supervisor. 

6.1.1.10 If the request came to us on Fonn G-639, always use the name and address of 
the requester in Section 2, "Requester Information'' Never use the address on the 
envelope, or Fonn G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 of Form G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful -it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6. 1.1. 11 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation_ When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD_ This requires the OA clerks to print a label 
separately for those CO's before mailing. 
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6. 1.1. 12 Do not use special characters, such as"&" and"#" in the address field; rather, 
spell them out or use an abbreviation, such as "and" or "No." Note: you may use spaces, 
dashes, periods, commas or single quotes(')_ You nUly not use@, #, $, %, A,&, *, (, ), 
=, +, [, ], {, ) , \, <, >, or/. 

6. 1.1. 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines_ 
The requester's name is the first line of the address, so you have three lines left Enter 
any suite numbers or apartment numbers in the address line. 

6. 1.1. 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief 

6.1.1.15 When the attorney or subject of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6.1.1.16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester's name is always the first line. 

6.1.1.17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or "c-o" and the 
law firm name or the name of the attorney. 

6. 1.1. 18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country_ You must 
complete these fields to ensure proper delivery_ Before pending this case for any further 
action, please check the "Print to CD" box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 
American Samoa 
Guam 
Puerto Rico 
Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 
Palmyra Atoll 
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U.S. Virgin Islands 
Wake Island 
Micronesia 

A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 

6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Fonn. To 
search for an existing requester, click in one of the available fields in the Requester Search Fonn 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough infonnation, click Search to locate requesters with matching 
infonnation. 

0\,· 

If you get any matches to your search, you will see a screen that looks like this: 
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""' 

If any of those requesters are a perfect match for your requester, you may "Assign this 
Requester" by clicking on the icon to the left of the name: 

lils.t Name 

Sauerbraten 

~i;~i:iii;J;;J~:iii~·SauEtYien 
~ Scott 

Jay Sheppard 

Simmons 

Simpson 

item(s) found (6 of 6) 

And it will populate the requester information like this: 
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(b)(6) 
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6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 

When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
infonnation, decide if this is a Frequent Requester, and then click Save. 

'''"' 

" ' ''" 

6.2 SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Infonnation 
to the Subject: 
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(b)(6) 

rC~Gi:,l;:C,~Ioe~o~oo~'------------------,E·:Ilt Eo3quo:~tEr Ll ______________________ ... lz~~n~-~~m~tE' 
Otherwise, you will have to enter the subject infonnation in the area_ If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field_ 

F1r;.t 

~~'"r~m" 

6.2.1 Name 

Middl~ "~ 
[ ~c-rump 

Enter the subject's name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting_ 
This is usually the name in the subject portion of the Fonn G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary's file, not the requester's file. In situations like this, the subject information 
would be that of the beneficiary, not the requester_ 

6.2.1 Alien Number 

In the alien number field, enter your subject's alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.2 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6.2.2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing_ 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary's A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the "Topic" field in the 
Subject Information area_ 

"Topic" is used at different times, such as: 

• when there is an unconsolidated receipt file 
• when it is a request for a vacancy announcement 
• when it is a request for a personnel file 
• when it is a request relating to policies and procedures service-wide 

6.2.3.1 If the alien is requesting a receipt number, enter the information in the following 
fonnat: 

Correct: MSC0412360000 

Incorrect: MSC-04-123-60000 

6.2.3.2 Enter the receipt number with no dashes or spaces. This fonnat assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffin_g Sheet Guide for more guidance. 

6.3.2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more infonnation on handling personnel related requests_ In other types of situations, put 
as much of the pertinent infonnation in the description line as space will allow. You may 
need to modify the acknowledgement letter. 

6.3 CASE SPECIFICATIONS 
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6.3.1 Track 

Track"'!. v.: 

6.3.1.1 Track 1 -Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1.1.1 Please select the category Specific Documents and make the case a 
Track 1_ The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track I). You specifically requested [enter 
specific document infonnation here]. If you ,,,-auld like a copy of a11 your records, please 
send a written request to the address above, othetv.'ise you \'<·ill receive only the 
documents you specified_ 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents_ The 
requester may write back later responding that they need the whole file, and a 
FOIAIPA Assistant working in Records Locator queue can change it to Track 2 at 
that time_ 

6.3.1.2 Track 2- Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups_ 

If the request has "all records" checked and lists more than three documents on the G-
639, please select the category Alien File and make the case a Track 2_ 

6.3.1.3 Track 3- Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject's hearing before the immigration judge_ 

• Fonn 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject's hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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• Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge_ 

6.3.1.3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6.3.1.3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6.3.1.3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3_ After you verify that the case is open, you may simply click "Send to 
Research" and you are finished with the case_ 

6.3.1.3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case_ For expedited processing guidelines, please refer to "Exnedited 
Treatment" in this guide. 

6.3.1.3.5 Track 3 processing is not "expedited" processing as that term is used and 
understood in law. It is not appropriate to use the word "expedited" when discussing 
Track 3 processing of a FOIA request ("priority" or "accelerated" processing are 
more appropriate terms for Track 3). Don't confuse the two in correspondence with 
requesters. 

6.3.1.3.6 Refer to the cover sheet the supervisor attached to the request There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6.3.1.3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 
0.\1'9!~\I'QIA_I,,I!l!\ARX\<;.~~~-<;.r~l'1LR~f~r~n.:.~.!\G.~!~-Gr~'!t~-I~mpl~tLI&ttm 

6.3.1.3.8 If the requester did not provide any documentation or if the documentation 
says "a date and time to be determined" prepare an acknowledgment letter and click 
"Add Track 3 Denial Paragraph." Proceed with creating the case. 
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6.3.1.3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supetv1sor 

6.3.1.3.10 If you assign the case to Track 3, ensure you put the words "TRACK 3" at 
the top of the file request 

6.3.1.3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 

6.3.1 Type 
T~·pe.""' ............................................................. ··;;··~ 

!~~ 
Referrcai FGIA R.eque.st 
Rei'err-a: Priv·acy Act 
Pri;racy .4d Am€ndrnent 
R-eferrfli P.t.. Ame:"ldmer::t 

Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 

6.3.3 Source 
Source · 

.' i 
. ' 

The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien's behalf? Is it a request 
from the media or a true third party requester'-' Below is a list of possibilities for 
requesters: 

• Attorney -The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked "Attorney," or 
will have sent us a letter on the law finn's letterhead. 
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• Commercial 
• Education/Scientific 
• Foreign Government 
• NewsMedia 
• Others- The requester of the file is someone other than the alien, an 

attorney or an accredited representative. They might possibly include a G-
28 with something other than "Attorney" or "Accredited Representative" 
checked. 

• Representative- The requester is an accredited representative under the 
provisions of 8 CFR !03.2(a)(3) and 292.1(a)(l) or 292.1(a)(4). On a G-
28, the requester will have marked the box "Accredited Representative'' 

• Self- This is a request from the alien himself or herself. The request may 
have the name of an individual followed by "care of' a certain law finn. 
This is still a self-request. 

• White House/Congressional 

If you feel that you have a case of a different source of request, please contact a 
supetvisor for further guidance. 
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6.3.4 Category 

-Ab:.,:n File 0, ~ 

:Appeal:. 
'A;.::yk~rn 

i Child Support 
-(iti.l.;:n;hp N~tion~1 R<;?v:w,,
: ConsuJtatkw: 

Contr~'~:t 
: DBbts o''.'~d 
Du~l Ct1.;::~~nsh1p 

iF<artllly HIStt<ry 
H;a1t1;:;n R:o:;fiJge~:' trnmign~bo 

iHandbcc.ks, t<tamJ:als 
] nhni t;;=:rl<>~ 
dr<t:;::m~i Audit 
; 1n-..r~~,t;:gatbn;:; '( 
\«g.<~1 k:rntgr~ticn & F.:omlly _ 
:u;:~gannt~m,,t;,jmin App~~~ 

:r~1~dJ<:::l:l Hi>;;:tory 
.NCK Addn:%-SE?S 
:Nicaraguan & Ce.ntr~1 Am~1 
=Norh<\+'>le- M.s:1t~~rial 
OTHER 

,Pe-mkms 
; P~rs:onnf<l 
,Ptoof of NattKaliz&tiO~ 
'Ri?f<?naf 
: SFk Ci!l:H!S at NRC 

:~-
:_yr<M>~I$"_,. Fr~lR1, ,-A_b_us1 _ ~o• .. 

There are 30 different categories of requests. However, the most commonly used 
ones are: 

6.3.4.1 Alien File- The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files ofliving subjects 
b. Naturalization records on or after Aprill, 1956 
c. Visa records on or after May 1, 1951 in A-files 
d. A-Files above 8 million {A8000000), and documents therein 

dated on or after May I, 1951 
e. Registry records on or after May 1, 1951 in A-Files 
f. Alien Registration Fonns on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents- The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate_ A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents_ If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section "What track is my case?'' that follows.) 

6.3.4.3 Personnel- The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group- Requester(s) are seeking infonnation relating 
to special interest requests such as news media requests, highly visible or public 
interest cases_ We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions_ The 
documents requested are normally associated with a controversial or sensitive 
subject 

6.3.4.4.1 Select "Special Interest Group" if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 
b. The FOIA requester or requested documents will garner media 

attention or is receiving media attention; 
c. The FOIA request is for documents associated with meetings with 

prominent elected, business, and/or community leaders; 
d. The FOIA request is for congressional correspondence; 
e. The FOIA request is from a member of Congress; 
f. The FOIA request is from a member of the media; 
g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 
h. The FOIA request is for documents associated with a controversial 

or sensitive subject; 
1. The FOIA request is for documents associated with a senior 

official of the component; 
J. A FOIA appeal if it meets one of the "a" through "i" criteria; 

Items listed above are suggestive and not exclusive- exercise judgment 
when marking cases with category "Special Interest Group." 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC FOIASIG. Click "Reassign Office." Send the case to Unit 
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(b)(6) 

Chief A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly_ If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send infonnation regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC FOIASIG. 

6.3.4.5 SFR cases at NRC- NRC uses this category to track all workload staffed 
to SFR This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person_ The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April!, 1956. 

b. Microfilmed Alien Registration Fonns (AR-2), from August I, 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April30, 1951 in A-Files 

c VisaFilesfromJuly I, 1924toMay I, 1951 
d. Registry files from March 2, 1929 to March 31, 1944 and 

Registry records from April I, 1944 to April 30, 1951. 
e. A-Files numbered below 8 million (A8000000), and documents 

therein dated prior to May I, 1951 

The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the and control the case. 
b. Do not staff for any records and do not prepare an 

acknowledgment letter_ 
c_ Send the case to Unit Chief with a discussion explaining it is a 

possible Genealogy 
d. Send an email to the designated rrson who handles genealogy 

cases (currentiyl _with the control number. 

The designated person will review the request to detennine if it is, in fact, a 
genealogy_ 

If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER 

6.3. 5 Bureau 
Bureau c:s ""' 

~CSP ~ 

~: 
The three possible selections for Bureau are: 

ICE- Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 

CIS- Used for all other categories. This is the default in FIPS. 

CBP- Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods. Note: If request is for entry/exit information and the 
requester/subject provided an alien number, request the file. 

6.3.6 Is there a rt!_qll_~~t_fo1'__l!.:YPe_t[Jte_4_ t,_-eatment? 
Expedfted: tliot Re-qu.:rted .~d 

U?niiiJ!laii-
:Reque-sted -
: Grar.ted 
:Denied 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(l) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
infonnation_ 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the "first in/first out" rule 
[See 6 C.F.R. § 5.5(a)]. 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment The supervisor will attach a cover sheet to the front of the request 
detailing the detennination. Please create the case in accordance with the instructions on 
the cover sheet 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case_ You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new infonnation, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 
6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor's decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 
6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed, either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation_ If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases_ 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
"Denied" in the drop-down box, create the Expedited Denial Letter, and then create the 
case as nonnal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select "Requested" and send the request to Unit Chief E
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select "Granted" in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a detennination to deny, or if the supervisor has indicated 
denial, you must select "Denied" in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 

5w•·ch f'(Jl G;;i)ji<:.;;t.e Gs;:,~ 
<;~:e;1t"l-· -"ddst!<i=>.'>i o; ~"~~ 
(Ho,1!.-e h!e 1~'H)1,;;o;t 
;~;o/;>;>wle-&;:e'~l.,;~•l. Utt<lr 
Fn~! ;:\<.t]<;:J =!.«:•.,;r 
-:;;><:·;,dty l.<At~r 

5!¥<;~ :..<W:<lf 
Eil<JNO i.i"lt.!'~< 

l<'t<~(f:tt !.~tt<:":" 

biidrii-;i 'f<cii44@%: 

NUl SlMtal 
Not Sl<1rl"'<1 
Nfit St.1rtf!'d 
Not St~r{>¥1 
t~<1t Sl<1rtP.d 
Not S!~rled 
!'~l)t ~Mt«< 
N11t S!.artrul 
N<'Jt stt'lrt<!<:l 
N<>f SlarW4 

6.3.6.6 Do not mark both "Expedited Treatment Requested" and "Track 3." A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES. In such a case, you should not mark "Expedited Treatment 
Requested" before sending it to Unit Chief. 

Processing 

Successfully generated letter Expedited Treatm-ent FOIA DenLaL 

Click on OK to continue. 

A dialog box will pop up. Select "Save": 
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~ .. :.;) 
My A <'Cent 
Doo.menls 

[;.) 
De*.iop 

My Document! 

,;_:%3 
M,C~uler 

'jf~vorlles 

.:)MI-' Do,uJflffits 
: ___ JNetHood 

,JPnntHood 
,;;::,s..ndTo 
. __ }SUJrt Menu 

,;,) Templ"te< 
·{i.}oo~o 
;'iljooo7 ,.,, 
'f-~0010 
~APP20tOCOJt )5_2_A~_FDIA 

Filen<rne 

'~~] APP20 11)))) 136 _ 3 _51 AFFING 
"!_)APP2010C0l137 _2_AK_fO!A 

:~pAPP2010COll37 _3_0NE_PAGE 

~;]APP2010C0ll 37 _6_5TAFFING 
§APP2010C0ll 37 _9 _STAFf!NG_LOST 
:;iiJBAl200SOOXI17 _2_AK_ FOlA 

0:)BAl200SOOXI20_J _AK_ FOJA 
>_fu BAL21Jl COJJ 162 _ 2 _ AK _fOJA 
O!<i:BAL21J1COJJ162 3 01\E PAGE 

4jjBAl20lOCOJ100l=O~TAM 

;]1:::::::~=~~~::TEREST 
:!Jc0W20coo:t0073_7 _PA\'HENT 

My Network Sa•ea; l).w: 
Pl<lCe! 

A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 

After you have made that selection, your acknowledgement letter will address expedited 
treatment granted_ 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 

6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to ''Not Requested" before you send the case to Up-front 
Approver. Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to "Not Requested'' 
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6.3. 7 Is there a request for fee waiver? 
Fee vvaiver1 ~-Jet P.e:quested ·0< 

~-~ReqLJe:;te::l 
'Granted 
:oanied 

The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 

A requester must meet two requirements in order for USCIS to grant a fee waiver: 

1. The disclosure of the requested information must be in the public interest, 
2. AND the disclosure of the information is not primarily in the commercial 

interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
"Fees and Fee Waivers." 

Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the fonn, then you treat it as a 
request for fee waiver. 

6.3.7.1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or deniaL You may determine to deny based upon the two 
criteria listed above. If you do so, you must select "Denied" in the Fee Waiver drop
down box on the FIPS worksheet Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normaL If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select "Requested" and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either "Granted" or "Denied'' 

6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 
Q;.\f..Q!.~.\f..QJA-_~.!!?.M.R.DCi1~.~~C.t~i1t!LR.~.f~r~n~.~~.\C.~.~-LC.r.~.~!LI.~mP.!.9JL~.~H~J.$.\f.~~
Waiver(denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
"Granted" in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to "Not Requested" before you send the case to Up-front Approver. 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to "Not 
Requested." 

6.3.8 Print to CD 
lo Print To col 
0 P.A Cited 

: In Litigation ~ 
0 In Circular Search 

'Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING "PRINT TO CD" 

6.3.8.I Check the "Print to CD box" on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD) 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with "This office will 
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be providing your records on a Compact Disc (CD)" 

6.3.8.4 If the requester is in prison but we are sending the responsive records to an 
attorney's office, we will print to CD. 

6.3.8.5 If a requester specifically asks for their records on paper, do not check "Print 
to CD" box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with "This office will be providing your records on a Compact 
Disc (CD)" 

6.3.9 Is this a delinquent requester? 
D Print To CD 

[] PA Cited 

. ln UtJgation C\. 
0 In Circular Search 

1· : Delinquent) 

The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 

,· ~ ·tBJtiffillifiOti"" ,,. .· . 

.S<I!Ie Mor-oan :·".. . . ·.·.;: ,,_·, 0.., 
123 Driv€ 
LEes Swnmit MC :';4086 

To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 

Save Morg.an: ·:' · 
123 D'we 

······'4 
ICJJ"fYI. 

~S16) 555-5555 
-:5555 (" ' . 
salJi!·~•ahco.wm _opvtG Subj-ect 
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The query results appear in a separate window. 

http: 1/10, 63. 16.238:700 l/sonora(Query?op=m&name=sQry _getDeijnquentCasesForCase&CASEID=8704 

4/21/2010 1,500 

If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters_ 

DELINQUENT REQUESTER RULES: 

6.3.9.1 Do not treat the case as delinquent if the case was processed on or before January 
I, 2004. Send an e-mail to NRC FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM) In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6.3.9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a "FIPS Lite placeholder." 

6.3.9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent You must view the delinquent request(s) to make this 
determination_ To view a case, highlight the line and click "view_" If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 

Q)ntants 

-,,,--fijli{'' _____ ---- --- --- ------ --- --- ------ ----------o---o,osta'fli5-'''- ,_-- ___ _ 

Not Sti!rted 
Not Started 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should "Create Additional Cases" before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA!PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not 
If the FOIA!P A Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 

If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to "U.S. Treasury." 

When you click "ACK Letter" the following screen pops up. Click OK to generate the 
letter. 

We will take no further action until the delinquency is resolved. Please pend. 

Before you move to another part of the case create process, click: 

I ... save~ 

6.4 SEARCH FOR DUPLICATE CASES 

Just before you create the case, you should look for duplicates. Duplicate cases are cases in 
which the request was submitted multiple times to the Service, or was inadvertently scanned into 
FIPS multiple times, or are cases that we previously processed. 

Sometimes a requester will take a "shotgun" approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
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receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or G 1, or 
has it ready to be processed_ 

This does not include instances in which the requester has faxed the request and then mailed it 
If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Close this 
ease as ER (ereateEI ie error)_ Do not create such a case. Click "Send to Research." That case 
will go to the research queue and you will be ready for your next case_ 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the requester did not provide an alien number, you may search 
by the subject's last name and first name, or even by the requester's last name and first name. 
You may use a percent sign(%) as a wild-card for these searches. For example, if the 
requester's name is Jaime Vazquez, but you see he also has spelled his name Vasquez- you can 
search by Subject Last Name "Va%" and Subject First Name "Jaime'' 
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l~<i'-l"<'h~f l.Mt N-~'~'~. S:·c~:·.o 

l<<ou~<'~\~r r., "' N"'"~ · ~li>:;,~,; 

F:.<'·-l•·~~•.P.r ~;~;1il•.>. fa:ll• .. 

~;!:,)~>\ L"o; f-1 >'i'~ · :f .. .' : .. :.:. ,_ : •. ; · .. · 

•"'"''"''""'''"'"' 

'"~fi'E:"2'.L~' 

,,.,~<f :> ,,, 
'"''~~" r <" ''"'''"~·"·" .:: '""' 

--- --------:·starnt-
I'M S\a>1e..l 
N<1t 0\.t.-.rt<':f! 

Ordinarily, you will get a blank result. 

Click here 

:. !-::::c~t;~{::.~~~¥.-~if'ii~tii:f5'· -~<.!:MEir'~·=-us:i -:.:·-;;ir~r-·-·-=MtlMI~·-y~--~~·-·-=···-·- ·-- -·---St~~ -&t:~rv:··Firilif -·---iii·-·- · 
Number Last Name Flr'il: Name Name Name Name Number Actlo11 litlgatfon 

L.3~-~S:£Lngl_~~-{( L ... ~~~!~-~-~--. ..J 
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You may select "Search Complete" or you may select "Search Again" to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth_ However, the search may yield an open case: 

:::-~~~'~1$< Moi J'&\ o::,,;:;JS~·'G"' 
----:n.~it' ----------,---,~,~~ -,-___ _ 

';~~~~< '~~~~ lj\>t ~IM1~~ 
'SM'"'>"<for \-<~,~~{'->, ::.>!'i\ !lf)l SIMI«$ 

;'<<;;<':' ~ :-r.,. t" ,., -~~«,r,g ·8-,o:<'l; ! 
~~NA"AWAWA'"A"AWAWA'"A"AWAWA'"A"AWAWA'"A"AWAWA'"A"AWAWA'"A"AWAWA'"A"AWAWA'"A"AWAWA'"A"AWAWA'""""'"' 

If you do get a match, you should select "Edit" (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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fXi*Jij~]l~!~~·''' Pr<:K<::~$~l'\Y Fe~ ll'•l;;<rmaMll 
,,, .,,, ,,, .,,, CJi.&JrMmtet S:dlftn~if' .,.. ·· .. ,. ,., .,,, ,,, 'k&;i 

··~ ~;¥; ~~NRC<::~ 1(03~<50-~ ~·i2S::f.:<::J<i ";-:QO·O{! M.1 F:g:,: 

By highlighting the case you wish to review and then clicking the "Edit" icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed GI or PD within six months from same 
requester-

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select "Set this case as duplicate to original case" as follows: 

~)b:{j;])jjjj;~j.@JL Pro<:f.'i~>fP] Po;'" l::f<:>tmtltien 

:· :=: ':' :': :\':~d~tbhiit~lWr':'tk~~«( ==· ·=· =·= === === =:· ':'~ffi441M'~ 
Lil!;t Nam-e 

,~ ZJ~;NRC~I;ll;;).:m!J;)..j ~; :?>?._;;\0 Hi ;',::()~):ZlC ~r-.1 f'i\}lJ;m·,,, 

Create a fiAal AetieA Letter !lFI:d seleet fiAal aetieA eede ER: Crea-ted iA Errer. After tHis, seAd 
tHe ease te Uj3 fFeAt Aj3j3rever Do not click "Create Case." Click "Send to Research." You will 
then be ready for your next case. 

If you detennine that it is not a true duplicate, please insert a new Discussion entitled "Similar 
Case" in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 
3. The requester is the same, and 
4. The information being requested is the same in both requests, 

Do not close this case as a duplicate. IRstead, elose tHis ease as ER (erea-ted ia error) Do not 
click "Create Case." Click "Send to Research." 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief Send your supervisor an e-mail with the case infonnation 
for his or her review. 

6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 
• Status of the duplicate case is "Closed" and 
• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 

Cre~t'i' Hie 11'i'Q..l€St 
A~·n<~wi.:.1Qement L~tt2r 
Fin.ol .!lcti(ln L~ter 
SpecraJt-,- L~tter 

Status L.:.ttH 
81~n~ LettEr 
!tltsrest Letw 
E!.D~drted D~ni<ll L~tt~r 
\'au~:,n ln.E, Letter 

Case ,!.ctlctls 

Not Started 
Not Started 
Nat Start.ed 
NGt StBrted 
Not Started 
Not Started 
Nnt Slllrted 
N01t st~rtw 
Not Started 

Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 
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The Search Results screen lists any FIPS cases that match the selected criteria_ 
To copy the responsive records from the case shown in the search results into the new case, click 

(b)(S) the Copy Documents icon, which looks like two pages: 

Case lt1fo 
-_-,_, ___ ,,,.-.,,,-_- ,,----,,,_-_ t:liit&;tffiflilii!t--s&tlili!if ::----,,,_ ,,,.-.,,,-_- ,,----,,,_-_ ::o---,,fu!:iili~S!Pr RJ!i~!iti!F1till!lfiilll~i''---,,,- ,,----,,,_-_ ::o-·-fiiit ::o---,,,-_-fi'Hidilf ::-·--raJ£ 

L;,s.t Nnme First IQmE Nmne Nllme 

'iii~ 

~~.' 
'iii~ ' 
<&~· 
~~
<&~' 

5,'9/2002. 6:[>fJ:O() ,>,M J•Jhnson EsQ Laurence 

10/31;'2.002 6:00:00 A~1 Steel Esq Pjchard 

_::,')j2Q10 1:34:12 PM Sitel Salr' 

5/3/201[1 l :34: l2 PM Sitel 52<1Y> 

5i4;'2Ql01:22:47 P~l Sttel Salr' 

5/6/20]['> 3:(;2:43 PM Rirhe~rds Tim 

Nalub·.--;ama Teopista 

Shm "'"· 
Sitel 

Sitel 

Sitel RorAnnE 

Rit:har•1s "' 

A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Processing 

Copied 1 docume-nts uithont redactions. 

The responsive records now appear in the Contents List of the new case: 

~iLffi)[i:];;;;rr;;_b Tasks DiSatSSt<:ll)5 Case Actions 

:---,,,- '''-tii!QIItmnt~-,,,--,,_ ,_,-''""'-~It,,,_-,,-- ,:--pag,e!/ '''stiititk''' ''""Re:sp Untf ,,,- 'A"'Nliin!J@f ,,---,,:oat~!"'--,,,-,_-- ___ _ 

-LL ~hP.9~_i;_y~-~-~-liir:d~ ~"4~ _,_.<_/)_ ~ ~ J:t.'ii_ ~ ~ -~~ .. $~ri~_~<f_ ~ .H¢i.,(_ ~ ~ -~~-_.t{~g!_4b_ic(ii~~-;~_i~f'M\)_ ~ 
:J Reqv~~Letter l Sc~rmed S/20:•,i201G--t:•H:41 I'M 

7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 

"Consent" for the purposes ofFOIA/P A is written agreement, approval or pennission for access 
to infonnation in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record ... except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.2l(t): If you are making a request for records concerning (a living) individual 
(other than yourse(f) __ , You must also provide a statement from the individual certifying the 
individual's agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 
----,-.,-o ~=-=-c==· of any record pertaining to me that appears in any system of 
records ofUSCIS, USCBP, or USICE. 

7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. N9 .C:9.D.S.~!1J..i.~..!1~f.~.~$.a:ry..fr.9m.Jh.~ m.i.oqrs:hi.l.cl . .Clr.the. 
r~r~Pn Jv4i ~i~!Jy_ 9~t~rmin~4- tQ_Q~jJ.l~QmQt:t_©nt,_hQWt:l.'(~rJh~ .P~I~PVgy_~_r~i.aJ:t .m.JJsJproyi.~~ .b.i~ _ _qr 
ber_own ye:ri_ficatign _of ideqtity that _is qotctri~e_d __ or_sig_neclllnder _p~nalty __ ofp_eQury__[() _C_.f-R _§ 
~-'-~-l(~).L The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification ofldentity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USC IS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person's name, identifying number, symbol, or other 
identifying particular assigned to that person_ This infonnation includes, but is not limited to, a 
person's nationality, immigration status, education, financial, medical, criminal, or employment 
history 
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6 CFR § 5.2l(d) Verification of Identity, says the requester must provide us: 

• Full Name 
• Current address 
• Date of Birth 
• Place of Birth 

If the requester did not provide all four required pieces of infonnation, you must send for 
additional requester documentation. A requester who provides full name, current address and 
alien number only has not provided sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S. C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjwy does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-361, Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for infonnation purposes only and is not verification of identity. 

"'Verification of Identity'' for purposes ofFOIAIPA does not include a Fonn G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative "that the 
information I have provided on this form is true and correct" The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any mle, regulation, order, or requirement 
made pursuant to lm'-i, any matter is required or permitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification. certificate, statement, oath, or affidavit, in 
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writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement in writing of such person which is subscribed by him, as 
true under penalty ofpeijury, and dated, in substantially the following fonn: 

(I) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peljury under the laws of the 
United States of America that the foregoing is true and correct 
Executed on (date). 
(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commomvealths: 

''I declare (or certify, verify, or state) under penalty of peljury that the foregoing is true 
and correct. Executed on (date)_ 
(SIGNATURE)" 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at: Q.~.\f.Q.i.fl.\E.QM~J;.!fl.BA.B..D.Cg,~:LC.r..?.9..(f!~B.?i?.r..f.!1.'2f!.~·.\.C.g§:g~C.f.f.flf.€~T..?.!!.!P..kJ.t.?.~i;.f.lNn or the 
form "Requester Documentation Attachment" located at: 
0: IFoia\FOIAjJBR4RYICase ~Create =Re.fgrencesiC ase =Create =Temp}ate =Letters 
.\F.&w.~g_~·t.g_cf2.Qf.!f._A.t.r.qfht!!.€.!lr. (I). Check the first box on the document. 

7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.2I(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record_ 

You may possibly find multiple matches, or you may find no matches at alL In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

• Alien Number (if known) 
• Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother's and father's names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record_ 

89 
WARNI\'G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may be exempt from public release under tl1e Freedom of lnfonnation Act (5 li.S.C. 552). 11lis document is to be controlled, 
handkd, tnwsmitleoi distributed, and disposed of in accordance with Department ofHomdand Security policy relating to Sensitive But 
Undassified (SBU) infonnation and i~ not to b~ released to the public or other personnd ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

700 

AILA Doc. No. 16102838. (Posted 10/28/16)



Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the file request. In the 
"Contents" tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/P A Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks "unknown," "none" or "N/A" for any element of the above PIT, 
please do not request this infonnation as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional infonnation. You 
will not request a file. 

Go to the "Tasks" tab and select "Acknowledgement Letter" 

~~•nh ·Coc·~c:p it·•t•·CB•~• 

Cl"~~~· C.dd ~JOI>..;I D•~< 14M stortod 
:::re~e c::~:O.e:ioe3t 

;:;,J,:;c;;;~~(i:;;;,n;;;;; ·rotte:i uot st.ttod 
f,n:;l ~GG-on L•tt•r not St•rtd 
SlOe<:"< it-' Lm.r ~ol Sl<lfted 
~tolu' :.•tc•1 14~1 stotf•d 
~loni: L *"'>· N~l Startd 
l'l"r•st L"t.;r 14ot st•rted 
E:-peM.;·J ~an·~: c•::•= N~t Startd 

After selecting "Acknowledgement Letter," the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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HPS ·<".D Training build 06 

f{,f~;j;f;;;,,i);,:j[[fhr;. Pr>x~sm;~ F~s lnfosnatlon 

'Adtl0Wieif9(!hl1Jiti~t00i'ciirti4rtf''., ... ._ .................... ._,, AdilliMfiilf6dtufM~ftfhJiJbii(f'' .. _.. 

U Advance P<'yment R"'tumeG 

L".J .::..dd Lost Fll" Para~t-ap!"l 

U Add Track } D":-,ar Para~raph 

'hliill&'Hilt'bjilidli~ ·''' .· 
No ·)pt;-Jn& foJt.md. 

IOti1er Requester Document:ltionl 

We then click on "Generate Letter." Our only option at that point is to click OK: 

~ M Case360 Home 

As soon as you do, a File Save pop-up window will appear. Click "Save." 
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The acknowledgment letter will pop up: 
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The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add infonnation after the "Other" checkbox 
to clarify what information we need. Double-click in the area you need additional infonnation, 
select the radio button marked "Checked" and then click OK for each item of information you 
need: 

94 
WARNI\'G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It C<lntains 
infonnation that may be exempt from public release under tl1e Freedom of Infonnation Act (5 li.S.C. 552). 11Jis document is to be controlled, 
handled, tnwsmitted. distributed, au.d disposed <lf in accordance with Departmem of Homdand Security p<Jiicy relating l<l SeiiSitive But 
Undassified (SBU) infonnation and i~ not to be relea~ed to the public or other personnel ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

705 

AILA Doc. No. 16102838. (Posted 10/28/16)



Entry: 

aookmark: 

[l Check box enabled 

n ~alculate on e~it 

E~lt: 

2nd 

_f__.. 

.................. st-..... _ 
L ... ,.,?:.ww•wJ Can:el 

The resulting page will look something like this: 

'-'.: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 

:0 ~ .<4~-:.;•;:MQ!>r:lMtL@~r-FCJ.!, 

J !check In Documffiti.:J;; 
J ShffiligR.,sp::m~ 

2J st~ffinl)letr~r- lC~ PC" 

J R.;;,w~•t 3upp~rt;1J Do,uments 

J "'"""."" 

Click "Open" 

' 
' 

~-:1-l:n] 

>•an-i:~Q Df'.O • ~E-". ~eatt1~ 

Y'""11<1~ [>F:D. 381 s~~w~ 

::·:l:t>P·J DRO- 5E'. 5eo\tlE 

95 

12.•3.'2~>10 l~:l~:HH~ 

r!t<3~5~ 7S 12•3":010 8:~;;: 1~ of•i 

1123~5675 12~ ~- 20B B:J3: !' ~\ 

12;:.-·'2·)1·) o:2B: l' ;:r-~ 

11.'5.-2:)[:) 8:32:47 ~~'· 

11;5,."2010 ~:32:45 ~F·i 

WARNI\'G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may be exempt from public release under tl1e Freedom of lnfonnation Act (5 li.S.C. 552). 11lis document is to be controlled, 
handled, tnwsmitleoi distributed, aud disposed of in accordance with Department of Homeland Security policy relating to Sei!Sitive But 
Undassified (SBU) infonnation and i~ not to b~ rel~a~~d to the public or other personnd ""ho do not haw a valid M~d to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

706 

AILA Doc. No. 16102838. (Posted 10/28/16)



My Recent 
Doc~menls 

Desktop 

__ ,,) 
My Dornments 

My Computer 

~?t 
My Network 

A=< 

~':).Java 
\.JA!+iCJtbn Data 
\JDesl<top 

:::_-ALOOterit 
~ . Local settJngs 
',, __ -;My Dorumetm 
C;My Re<ent Documents 
~':)Netl-iood 
\.JOrac~ Jar Cadre 
~:~,Pnntl-lood 
,,;_-:,sendTo 
\-AStartMenu 
\:>Templates 
::_::·: e1s1Jeamupload 

C Global360_updown_vers1011 
@~C20 10000511_6_REFffiR,!,L 
'i)~C201000051 1_7 _FA_PO 
<:JJ~C20 10000802_3_0NE_PAGE 
'i!r-PC20 10000802_6_Ak_FO!A 
('!]~C20 10000804_3_FA_PF 
:@}t-.RC20 10000804_ 4_REFffiRAL_AGENCY 
O~ljt-.RC20 10000806 _3_STAFFING_fCf _ICE 
'ill~czo 1ooooa% _6 _Ak_FO!A 

,_. NTl.JSER 
- . nlliser.d3t 

~~·······························~: 
Qpen 

Ftlesuftype: iAIIf1les Cancel 

~-- Open~sread-only 

You will notice that there is now a slot for "Requester Documentation'' and the Responsive Unit 
is ''Requester." After this, you send the case to "Pend." 

fi}i;i;;;;~@¥,, T~!ks t:w:l.ls,.or.s 
.. ·:-: b~alminit ~::: ,. -

0 Recuester [l~{ument.ec:•11-· 

lJ 4ck~~«led!:'em~nt Let:~r -FJIO. 

[l '"~'"'''""''""'oam" rn l':~>p~ns,,~ ~-~·:::-··-j;; 

L) St~ff.r .. J ~~!H~s;; 

0 St~ii.~,;t '~tt~r ·ICE PC:F 

0 Recuest SuDoDrt<ll•J Dcrum~,-,,, 

lJ Recc:est Let:~r 

Case ~::H·"! H•sror\" 

'ViiQ~' ;:: -,,, #a'ijeli -,,, jtiiiM -,,. ''' Wd<'Vntf ,. - ·:-: '': 'A·'Niiinllf:t ''' ·:,:vat~''' -
Per.d1<1~ Keq~estec 

Ed1~~g 

In act<·,~ 

~;;,· .. j~:>·J DRO · OE~ SHt:le 

~;;'"'"'"l DRO · SE.:. S;;~ttle 

EM<n? DR() ··;E.', Snt!l~ 

5~2Er""d 

ca:J•;--;~; Ll/~iJQ1~ B •~=17 .:>!-~ 

-)12J~:-:,~.~ 12;3/J:)j:) ~ 20:17 .:'>~' 

Click 

t:..-3..-2:(,1::' $ :o. p ~~' 

11!5.'2010 B:3JA7 ~M 

1 ::5:LC•E• 3:3~-40 "-.1-< 

When the requester provides the additional infonnation, A FOINPA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary_ For instance, a requester asking for a "Ust of all employers 
in Utah who use £-Verify" does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent 

Third party requesters are entitled to any public documents that may be in the file they are 
seeking, as well as documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband's file so that she may divorce him, and 
says in her request letter that she does not know where he is or says she cannot get his consent, 
do not send a request back to her for her husband's consent In a situation like this, simply 
request the file and put a Discussion in FIPS that it is a third party request without consent In 
the above example, if she did not specifically say she cannot get his consent or that she does not 
know where he is, do not request the file. In a situation like this, send a request for consent and 
pend the case for requester documentation. 

7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

• Death Certificate; 

• Obituary, 

• Funeral Memorial; or 

• Photograph of headstone 

If the subject of a request is over I 00 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 

At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supetvisors as a first step_ If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type ofFIPS error, send an e-mail to the FIPS Problem mailbox 
()'!RI:;,.f!PSPRQ!lLEM), or in other situations to the MSB mailbox lNRC .• NRCf.QIAMs!lJ 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director's Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate's address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate's 
address on the G-639, use the subject's address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-1, F-3, J-1, M-1 or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a "refer to ICE" type request might be: "Type of visa, visa 
number and legal documents allowing entry into the US_ The subject was a student at the 
University of Nebraska_" 

Otherwise, redirect the requester to Department of State. An example of a "re-direct to State" 
type request might be for a B l/B2 visa, such as: "Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport" 
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8.3 REQUESTS: Routine use, no consent required, not FOIA 

USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes_ Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use_ 

These types of requests are not a part ofFOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child's father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting infonnation about an alien, send the case to Up-front Approver for closing as 
ER The only exception to this rule is if there is a cover sheet with instructions to create as 
FO!A 

8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case A1m-rest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien's file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester's name. 
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OA room will mail the request to the following address: 

Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIAIPA Unit 
800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 

8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only, follow these steps: 

• Search CIS with the infonnation provided on the request to locate an A-number. 

• If you locate an A-number, compare the information provided on the request with the 
infonnation in CIS to make a positive ID. 

• You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
infonnation. 

• If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 
o Print a copy of CIS 9101 screen, attach a "Scan As" cover sheet and mark the box 

"Responsive Records." Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track I case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the tenn "bracero" refers to an imported farm worker from Mexico. "Brazo" means ann, and 
"bracero" means a person who works with his anns. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all infonnation provided by the requester. If the manual 
search produces no record, generate a "NR" letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher's only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying infonnation. 

NATIONAL ARCHIVES AND RECORDS 
ADMINSTRATION 
CIVIL REFERENCE 
7'" AND PENNSYLVANIA A VENUE NW 
WASHINGTON DC 20408 

8. 7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/P A requests, they will sometimes find our agency's documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USC IS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the .MS.J?.. mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 

8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USC IS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Infonnation mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
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PER for the category and CIS for the bureau, in the "Topic" field, enter the vacancy 
announcement number_ 

Click on the "Reassign Office" and select the HQS office. The case will be staffed when it is re
assigned to the HQS queue. Send an e-mail to NRC FOIASIG with the case information. 

8.9 REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for _employees/info_ about_you/eop _folder/eopf _logon. 
xml 

You should then create a Final Action Letter and select the closing code "NA: FOIA or PA not 
applicable." You will have to select a Non-FOIA Operational Unit. Choose ''NRC-Director." 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross I Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc_) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 

8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 

8.12 REQUESTS: Return of original documents 
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Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents_ 
We ,\-ill provide you with a copy of these documents_ In order to obtain the original 
documents you must submit a G-884, '"Request for the Return of Original Documents" to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as "ER" (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter_ Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver_ The supervisor will review and close the 
case_ 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884's 
(Request for Return of Original Documents)_ OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 

8.13 REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating "Privacy Act Amendment.'' 

If you are creating a Privacy Act Amendment request, please do the following: 
I. Begin as usual, filling in requester and subject information and searching for duplicates_ 
2. Assign it to Track 2_ Assign it to Category: Special Interest Group. 
3. Create the case. 
4. Prepare an email for NRC, FOIASIG and insert the case number in the body of thee

mail. 
5. Change the Office to "COW." Click "SAVE" Click "Reassign Office." You are now 

ready to move on to the next case_ 
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8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential infonnation 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled "Untranslated Documents'' and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC NRCFOIAMSB. 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 

8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 

8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked "Appeal." The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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Select "Print" FIPS will then print out all the pages of the request Get those pages and take 
them to the designated appeals POC (Currently Beth Stokes). After you are sure the pages 
printed correctly and you have control of those pages, click "Delete." This is possibly the only 
time you ever click "Delete." 
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8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Fonn 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words "NEW REQUEST' should have been written 
on the top of the fonn before scanning. Please note the request may not have a current date_ The 
case creator should create the case, and request additional information or consent if needed_ If 
additional information or consent is not necessary, send the case to processor. 
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8.18 SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC FOIA PROGRAM McDaniel Marcia M (clicking 
the link generates the e-mail) providing the REQ number and infonnation indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests_ 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren't sure, please contact your supervisor for guidance on how to proceed. 

8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion "requester wants documents certified'' The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.FR § I 03.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving infonnation such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled ~.~!.e .. SP..e9.i.f!.c~1.i.Q.U.!,.\::~1.egQJY .. 4 .. (Qther.l. 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFO PASS appointment An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2nd Floor 
Washington, DC 20529-2204 
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8.20 SITUATION: Certification of record for dual Italian citizenship 

If we receive a request asking for a certified copy of a relative's naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program_ Refer to the section entitled 
_c{!._~~--.S.p~gi6_s;_~_t.i.Qn.~.,.r_~.t~gQxY . .4 .. CO.th.~r). 

If the requester's relative is deceased, he or she must submit the request to the USCIS 
G.~JJ~~J.QRY. .. P.mgmm. The web address for more infonnation and instructions for submitting 
their request is USCIS.gov or; 

If the requester's relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative's naturalization certificate in order to 
apply for dual Italian citizenship. According to infonnation obtained from the Italian Embassy in 
Washington, D. C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that ·we release as part of this FOIA request will serve that purpose. 

8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The ·'magic date" for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody ofNARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 

"I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number." 
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NOTE: You may find the complete list of criteria in Section 3, "Category of request" in the sub
paragraph "GEN" 

Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. IfNFTS shows that the a-number has been retired to NARA, it means we 
have turned the records over to NARA pennanently_ The requester will have to send a request to 
NARA Please select FINAL ACTION OPTIONS when creating the Acknowledgement Letter, 
select NA and replace the nonnal Acknowledgement Letter with the NARA Historical Record 
Letter located at 
0:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letters/Historical 
R~~9.r.~LL~tt.~r-

It may happen that USCIS has not yet transferred the file to NARA IfNFTS still shows a shelf 
location within NRC (or any other office), request the file_ 

8,22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select "OR." This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 

8,23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, "baby brokers" scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services_ In Guatemala and elsewhere, people steal babies and sell them to 
middlemen_ Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child_ {This information comes from 
kidsofkathmandu.org). 
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Normally if we cannot verify consent or prove parentage in a case, we send out for more 
infonnation_ Please do not send out for additional information in pen_ding (not finalized) 
adoption cases for the following reasons: 

1. The Prospective Adoptive Parents (PAP) have the right to all infonnation they 
submitted for the adoption. In cases like this, it is likely that the adoption never 
happened. If that is the case, they have no proof of parentage or guardianship. 
2. The child is usually too young to give consent 
3. Congress has substantial interest in this matter_ 

If you decide you need proof of parentage after a full search, please send your case to Admin for . . 
supetv!sor reVlew. 

9. REFERRAL AND REDIRECTION 

9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. IfDEA receives a FOIA 
request and determines the infonnation is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 
USCIS occasionally receives FOIA requests for non A-file records totally under the putview of 
another DHS component When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 
U S. Customs and Border Protection (CBP) 
U.S. Immigration and Customs Enforcement (ICE) 
U. S. Secret Service (USSS) 
Federal Emergency Management Agency (FEMA) 
U S. Coast Guard (USCG) 

Under the ''Tasks" tab, select Final Action Letter. Select "RF: Referred to a DHS Component" as 
the final action code_ Under ''Redirects/Referrals" select the component to which we are 
referring the request and click "Submit 
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FIPS will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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You may have to edit the letter to add needed information_ After you exit from the Word 
documents, they will appear under the "Contents" tab: 
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Click on the "Check in Document" icon and you will get a "Save" dialog box. Click "Open." 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside ofDHS, we close it and write 
a "redirect letter." Under the "Tasks" tab, select Final Action Letter. Select "RD: Redirected to 
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another agency" as the final action code. Under "Redirects/Referrals" select the agency to which 
we are referring the request and click "Submit'' 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the infonnation they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
infonnation. After you exit from the Word documents, they will appear under the "Contents" 
tab. Click on the "Check in Document" icon and you will get a "Save" dialog box. Click 
"Open." After you have done this for both documents, send the case to Up-front Approver. 

9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit infonnation dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 
799 9111 Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry/exit infonnation and the requester/subject provided an alien 
number, request the file. If the request is for entry/exit infonnation and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit infonnation 
dating back to 1982, but no further back. You may modify the referral letter; any infonnation 
you can provide as to what the requester is asking for will be helpful to CBP. 

9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you nonnally would by filling in the blanks and 
controlling the case_ After that, change the Category to PER Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG. After that, send the case to 
Unit Chief. 

9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See Ent!:y/8.~.i.t..C.B.P.. information above. 

10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 

If you detennine that the requester has provided all the Pll possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same infonnation, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 

11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number_ If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are_ You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject's alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information_ 

We do not request "S" (substitute) or "W" (working) files unless instructed to by a 
supervisor/lead_ After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) ofRK, please insert a 
Discussion after you have created the case_ The title of the Discussion should read "File is at 
RK." Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC ofRK 

If you see an RPC of"ZW" in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should .N.I<:YI<:Il cancel the file request. Send 
the case to Pend_ 

116 
WARNI\'G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Records Center use only. It contains 
infonnation that may be exempt from public release under tl1e Freedom of lnfonnation Act (5 li.S.C. 552). 11lis document is to be controlled, 
handled, tnwsmitleoi distributed, aud disposed of in accordance with Department of Homeland Security policy relating to Sei!Sitive But 
Undassified (SBU) infonnation and i~ not to be relea~ed to the public or other personnel ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/201 I 

727 

AILA Doc. No. 16102838. (Posted 10/28/16)



12.1 Staffing by Alien Number 

12.1.1 One A-number provided on the request (with example staffing) 

If an A-number is provided on the request and CIS confinns that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents' names) to 
complete the case create. If any of the required elements are missing, request the additional 
infonnation when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 

To .:omply with password security st~ndards, 
NFTS passtvords are now case sensitive. If 
yo01· password was created or reset by PICS. 
please enter yotlr password in UPPERCASE to 
login. 

NFTS Logm 

Cle~r 

Please enter your use•· id and password, 
thea• press the Login butto11. 

r,,_:\ ';:--.,u-::<"'-: 
'•::'<·''''' <:-:::; '"'):,;:~::( ~-:_·, 6_·';.: ~:C,.:;: "fk-p-.>:i:<'''"''''' :,,; 

i--j,: no:-h::;-, -:"''-'-:"'''-- '-:<-olo,,:J:ol:o:o- <''ci'~'':H:-. fJ,:,,,_ 

t~<>:;i,,C,_-.~~ \;; -db·.;.;;~' .. \,\.{,(,,;.-~--~ <';kY;;1~ 
iH'->·' ;,-~·.:(<p, ,;,d ;;<;<:<. '!b;<·;; j,, '-<<i· 

'' " " ' .,, '•' 
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12.1.1.2 Submit your location 

: Se!fch · ':.- F~Yontes 

Selec.t Offke ami Default Sert1on 

·::···:::···::···:::·~~~--i~~;:::·&1ft~:giim.iiii]--:-:·· 
---r b~~~~~:~Ji~~; AA 

r~~J~:kL~J~~J: ,_-
._,i,_,iJ: ,,, ::: ,,i,,,iJ: :::::: ::i:::iJ: :::t:~~~#::_;:::::i): -- ::: i 
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12.1.1.3 

,, .. ,. 

.,; NFTS 
:~; "1 Transactions 

Desk -"~dij 

,, .. ,. 

Select '"Inquiry" 

: Se!fch · ':.- F~Yontes 

Offi~e: NRC 
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12.1.1.4 Select "ALL Converted Offices" and enter "A" or a"+" then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 

' ''"' ,·.~t>·>c, 
' D><k '"-"<" 

Offit~: ~-:R:<; 

Secllon: _ '·' 
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12.1.1.5 The search result provides several pieces of infonnation. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation_ Do you see the four 
boxes above the "Exit" button? Those are "Rider," "Consolidation," "Retire," and "In 
Transit" If any one of those is "grayed out," it means there is no infonnation there. If 
one is "blued in," it means there is information and we should look at it. 

·., M::O 
_j' -,,.,_~··::'(0\'\ 
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12.1.1.6 "Blued in" information 

• If"Retire" had been blued in, it would have been important We would have used that 
inquiry screen to staff from the FRC. 

• If''In Transit" had been blued in, it would have been important We would have staffed 
to the receiving FCO. 

• If"Consolidation" had been blued in, it would have been important We would have 
checked to make sure our file is the "survivor" and not the consolidated file. 

• "Rider" could be important to the case processor, but it has nothing to do with how we 
request this file_ 

12.1.1.7 The FOIA Operations Division Intranet Page 

Now, an RPC beginning with "DP" is easy because NFTS shows right beside it that it means 
"Deportation_" Sometimes an RPC prefix can be important and it's not obvious right away_ If 
that's the situation, we need to look at the FCO List, which also has the RPC Reference Guide_ 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with OP, we staff to ORO If you don't already know this, SAC, RAC, ASAC, ORO 
and OPLA are all ICE functions_ That's important for staffing_ 

.-: 

O.·fo:a'fO!~ LlSR:,>,"'"·Ca~e C<ute FW-E<rer,ces·Ca~ Cl'eata Tamp eta ~~t:<lrs·.casa -:reate !'efa-..r.cH•FOIA 
FC0Li~i33=201C 

RPC RE~ERENCE FOR STAFFir-<G- UDC!alea 3:311'10 
"c Codes Oes~rl :ion SO:affin Notes or Exca lion$ 

ALL Ad;·.id:cat c-·~ ~-J·1. ~01.~ 

.-'<l~ -"<'f.'C·~> ~or.- fOIA ace s~.-o~: Patrc: 

i:..LL A.n:i Frau~ ~-'r. FQI.'. 

AlL Anti S'f•U9SI<·"9 
~A_C,P:AC' 

.:.SAC 
PL. Chie! Co~~'-~' 8PL,>. 
!:,LL CAP Cnn:m: A:ter. P ·am oeo 

1t ALL 
,, Detecred tns~ectto~ ~or.· COl~. Eo:M: ~at,-o: !<,cdc~ 

ALL " c. orte·to~ oeo 
ALL De!a:n~~ Df>O 

~Co. ;~I:$, PriM~$ Md 
f:o~~$0-CG C<t~W>. 

.:.,L~ "' Det.-otlon arv.l Remc,·al :>RC 
~hr> ln~uc~s Cc ja.ts 

ALL Cate~r,on Fa~:tl•; Nam& DRC P~ison5 an~ P·v::wsing 
C~nws. 

_-".,L~ Cistrlct C::.uns~! CPU. 

!:,LL EX E"am:ra:•cn M~·~='OI.~ 

AL~ FC: Fra~~ ~~!ec.:o~ :FDNS; ~~r.- COlA 

'-''- 0 .. .. <'"•••"-·-'-"--~- """'"-
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12.1.1.9 The FCO List 

From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It's not always intuitive. For example, you can see that we staff SEA 
to but can also see that if the FCO is LAW we staff to BOS 

Fie E<j1t GoTO fa'<orltes Hel:> 

:/ } 
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12.1.1.10 Figuring out a Staffing Scenario 

The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located_ We're going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching "DRO." I could have also gone to the table of contents and looked 
under Staffing Scenarios. 

;(oCto 11~' '"',d-,;_,o·,,I-.~PJf\:a;e-0-Bate-Wde odf 
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--· '8 
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f<m,~>->1> H• NFTS ''""" f'Tir,t •bo,.~.J [,, P•»'<" to tl>< ;><or.2 f''"' of ''•< .tofii"~ 
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12.1.1.11 Generate the file request 

Go to the. '~.Tasks.".tab <1n:d clic.k on "Create File Request" 

'"M ~>,,.,., ... r;<. 
,,;A<; :::'<·!•:>.o~ .0>< 
h~, '.')«~'' ~' 

.,,, .. : "' ""'''~'-''I• "' 

~·-'·"·.;-;: ;<.,, """'~ '.'>.~., 
,·_,'< >t~ ,;,m,)"C< ,'<«S 
·: '""'''" f.l, Vw,L+··' 
'<iN·i.;-.<"a0<1"."'W 
"'"' .~·=~··x: :.>":« 
'O;,oc,:,::·, : >"O: 

, WM5 

'"''"'"'"'"" '"'''"'~"<'<~ 
""'$10r"-<0 
~•>l>lo>'l«l 
'WS!·>""<I 

""'"'~"•.d 
flo! SI~"•O 
~o• >>ort<<l 
'j.>l S>or!o.'ll 

Make sure the button marked "Customize Letter" is selected. The file is not missing or lost, so 
we won't check that box. We know the file is at DRO Seattle, so we will scroll down "Staff 
Request To" until we find it 
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12.1.1.12 FIPS- Staffing Request dialog box 

Wi;je:;w;i;jill)\c;i'i;cr~!~~~,:n thF: __ }?n~~2~~t until we get to SEA, select it and then click Request File: 

. . 
A-Number . ~:12]456 73 " . [J EOMS 

f0iN • SE~ Se~ltl~ 
'.Oe~<HUMn ~:m 
::0<1-om..,:.o;lt 

~~ f ~·:· Du)JI:;:at-::: Cao.eo 
c-eate _opJit•·~~al C3oes 
c·eat~ F:l~ 1\~cuest 

,;.ck~o>··=~·:l·;~~rr-~r-t L~tt~' 

F:nal ~ct""' L~tter 
s,.e.nlt' L.;tte:· 
2totus L~tt~r 
alan¥ L~t[,;r 
:~l~•e:;, Lett;• 
Eweditec Jsnni Lettsr 

Not Started 
Not Sl~rted 
Not Sl~rted 
Not Slorted 
Not Slftrtd 
Not started 
Not st~rted 
Not SIMtd 
Not Started 

~1·:· 5t3f1'ing L<ltt~r 

Customjz~ Lett~r 

C F=d~ >viMinoJ·Lust 

Em?.oi 

-:-:: En•~•i 
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12.1.1.13 Create the customized staffing letter 

After that, we get a message that says "Successfully generated letter Staffing Letter- ICE PDF." 
Click OK and then move to the "Contents" tab. Click on the Staffing Letter and select "Edit 
(Check Out)" 
;lf;:J;;f£iJii\. J~e.:, lh·:t,,s=<:r.s (:<-><"',;.-:::.co··> ;Mtr!<;-
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As soon as I clicked "SAVE," FIPS opened the staffing letter for me in Word. 

lo-~- r:t.l>llt1ffi!lijl "' tl~m~ll<a~ .S«:~ritt 
Naloml Records Ctoller 
P.O Box 1148010 
Lees Slltlltl1It, MO MOM-8[10 

U.S. Citizenship 
and Immigration 
Services 

NRC2010000S01l 

.ME:UoR.-\.NIH.TJ.\1 FOR 

FR•JM· 

Sl'BJE(T 

DR() - SEA Sc~rtle 
llepoltati<~•t A,;~t. 

2U(>-SJ~-i_IOtil 

Bout,· Wong 

ATTN Bonty Woug 

NRCFOIA:PA 

Freed,-,m (If L1foanohl'n .. Pm<~< ,- A~t Rectn~~~ NRC.!Ull)U(~)Sf•) 

Ahfu'= t)12J~'o-:-s 
~nbjed N.1me C'lul' P. Ba.rm 

TI1t attachedF(lJA•PA reiJlle:>l '' fiuwalilt•l to )"QIU QfTic:e fnJ ~.:twu I!ue to d1t ~lll>j~<t m.1tt~1. ~~~~•e 1; n 
high Jlrl>\l~l>ility Y<>!lr 11fli,:e wdl h~\·e Jt,~,,HI~ r~>PI.>Llllvt t~> d1e re<JUt>l 

• Plcaoc {<ill<fmt a thQl ~n~;h ~e~lih f\'lr "llle>pun~f>-c 1 e~<>r<l> J>hy-·i,nlly u1. "nd within the fi•n~t.oual 
p1uvi~·,y <>from offi.;t 

• Semi a ~opy of a!IJesp\'lll'"-e doc·umeuts to file F(>lA off,~e iutherr eutilety_ DO NOT 1LU.:E 
REDA('TIONS. 

• B1"d;d ani-' <ll•<nmenl> 01 JlC·IIions the1~of tl1,1t \'CIII \leli~,·e .sh<:>n[,ll>e withheld J•]e~~e iiLd11,[~ .1 b1id 
t:rpLuutiou fo1 your .><-tiou Thf' FOLI.. St~ff \\illnoltf'let.~~ lh<Hf' hun~ ~o iDIUuttd v.itlloot 
f'wthet 1lisnnsion \\id1 you. 

" Sh<~uld )<lllUeetl othet .N:isbme oo heheve tins lf<Jile<t ,:]ulllld he >t..lfed to JU(lther otho;e.Jilea~e 

;W !3~.~ 1;1 ,'( .. : 

'Lo/S~.;"L::,:~.:~~:~-~"'-::} .. -' _g,,~_;_~_,,:~--:::i.k~,,.:i.,,_;#_,;_:_:-~~,,_:,,~_,,i_4":.:.~,,_;[:_,,_~_,,:3.:_,;~:~· 
P~e 1 1/2 At 4" Ln 23 COl 19 Engish (U.S 
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Go to the end of the letter and position your blinking cursor below the word "Attachments." 
Next, we go back to NFTS and copy the location information. 

R<-<1llt~ 

l'<»ltin ~~~~hn 

I <el td\·lbat I :11111 ~<p~mi~k hll tll( oe;n ch vf T(<\l1"~' <<>ll(h~;.r~rl in my <>ili.:t <:n~ompa<"('l by tllic· 
o<fJ.II<"I an•l ~~~ ;.tta.ht•IJe~oo•lo we1e the <•nly ""I! ''''•IUII~ur, !<J<ott~l ul oe>p<>IIH t~ ~uo l<'J.Heot. 

Si;uattu·e, _______________ fl.ot< ______ _ 

l'JultertTyJie<l ;.J,"Ilut _______________ _ 

Title _______ _ 

Tele[.'lton< ;i -------------------

•. •.• :< .~ 
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12.1.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below "General Inquiry_" You will get a drop-down 
dialog box. Click on "Select All." Right-click again and select "Copy." Now we will paste the 
infonnation into the staffing letter. 

. ~···lfui.~ii •·• ................••.•••••••• i Offi~G; ti!i(. 

$t¢W!'l: :>A 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 

1 oNh(,· ilh>1 "'" '"'l'~~<ibk f>t' l'l!< '<·•l'h ·•i «<o>>l> ,,,.,,Ju, ld "' tu:; ~i<«< cu<•>t><f•',..-,1 f,r lioo< 
'"'~'"-" :.uol >l~ -~hdo<d '"'"' ,J< "'"'" tl" U<oly "" ll J,,.,~"""' ],cMd ~· '"'P'""" I~ >h>> '"'I""' 

~'~'"'~"" ................................................................ 0>)<, .. 
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Left-click and highlight evetything in the center column, starting at Status/Last Action, then 
press Delete_ 

:;l:;><.tlll< ··--················· .....•...•..•..•...•..•...• [1>!< .•...•..•...•...• 

'["«), 

Tdop)Ml< "----------------

C*MrlHh Ill For A 
f'1~a # 'St OI'FJ~I Lo~at>e>n 
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Next, highlight the whole area and change the font size to 12. 

-- _,, 100% 

.J~l< -------- --------------------- ---------" ------------ ---------- --------------------- ---

Toloploon•~ -----·------·----· 

I., 

• 
)] . 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 

Albched 1s add1tioualmfonwhuu to be u;e,J to rq>ly to the 1eque,:lf1 

Tho fo!lowmg 1 "'""' ,], ')".'tom uumlt<J -'title w.1' ••a•, h 

Rtmlt~ 

h>>Jtive Ne~c:Jir:e 

Oil yru walt to save lhE chang"' to ti!.C21J10000806_3_5TAFFING_PDF JCE' 

Tdtphun~ ""------------------

Atl~.:hmeuts( ~ l 

'· '··.· 

JI!:l 
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12.1.1.15 Save changes and check it back in 

0 l<~S~'M~:,;;- R<a~i<'M 

0 >~<llliflij i>CfA''''flS-? ' 
f'0f1d:f1;:; L!''0 -Sf/- <;.a~!:l:l'-2 Gl.C:J~~:>'S ;;_:3;20lt: ~::S-:17 :0!~ 

il<N'>;i;n;:; Cl-~<:: -:f..;, ~<H::t'{i nn~~(;'5 12.'3.'~0;{: ~- 2~: F -1!·-~ 

't:h ilA~~t=0t'tM ==~t;fBilf"' "' "' ,,, "' '"' "' ' "'''' "''' cc c <¥'0c "'""""' '"''''''""' c ,c "'''' "''' cc '''''""''''*¥>'""'' "' 
'h<'<'i l 

~!J<>.:>>o>:- c•~om'·'·" 

t~"4?'~<-9~m<~l!_:(;1h<>~~ l'P/. 

}.,;} 
My 8ecenl 
Documenls 

Desklop 

My Documents 

MyCompu1er 

~L£ 

C~><' >=rc,,-.,.:;,:()0· co,, c' -c,co, co 

; __ ;)OVa 

---~ADP~atJcn Data 
.; .. ~Desktop 
:>Favont€s 
.; .. ~LOCient 

Local 5ettilgs 
o • .)l~y Documer1ts 
;.,My Recent Dowments 
o:':)NetHoo-d 
.:)oracle Jar cache 
.:-~PrlltHOOd 

::-:.5aldro 
:·;;start Meru 
;:,Templates 
-_· erslreaml4)1oad 

' 

'!': Global360_up:lown_ verSIOn 
,;:)NRC2010000511_6_REFERRAL 
:~--~NRC20 10000511_7 ..fA.J'D 
~::NRC2010000002_3_Q'\lE_PAGE 

:fil.-~NRC20 10000002_6_!\K_FOlA 
\~)NRC2010000004_3_FA_RF 
i\t]NRC20 10000004_ 4_REFERRAL.}GENCY 
·:~jNRC20100000C6 _3_STAFRNG_FOF _ICE 
._._::NRJSER 

=. ntl.lser.cM 

Click 
\ 

My NeiWork 
Places 

-----------=:ff.'----------

llimE~ ' [Qpoo 

~-- Open as read·onty 

After this, send the case to "Pend." 

12.1.2 Two or more A-numbers 

Multiple unconsolidated A-numbers- If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings_ When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words "MULTIPLE STAFFINGS" at the top of each sheet Do not confuse this 
with the subject of the file having an "A" file and a "T" file_ The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 
"MULTIPLE STAFFINGS." 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
"Multiple Staffing" on the sheet 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S:\Record Ops1Files 
to Consolidate.xls. You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 910 I screen, under the section titled "Consolidated A-Nos". The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the "files to consolidate" spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers_ You will need to research 
CIS and CLAIMS to see if there are any other A-files/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc.._). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAFACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 910 !
history (F8), 9222 and 9223, Open a RAF ACS staffing slot Make sure "Customize Letter" is 
selected_ Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a "Scan As'' sheet and mark it as "responsive records'' 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 
Numbers; they are general alien numbers and have corresponding A-files. 

12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Stafll.ngScenarios- Receie.t Files for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,50 I are being used as 
general A-file numbers. 
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