
12.5 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 request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC0812345678 
An example of how NOT to do it: EA(.Q8.123·45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
"EAC081234567%," and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

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). Forreceiptfiles atHBG. usethe 
NONcFO!AJ:!!lGmerequest Do not request DIG T-files at HBG with Rf{;sgd.e~.l\.f\.,.J~X, 
'!,G,],!XLQf],/li· Refer to the Staffing Sheet Guide for the most current information. 

12.6 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. 

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 file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have "ARC IS" in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12. 7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 
If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request 

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. 

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 Also include any T files 
you find in the General Inquiry screen. 

Paste in the "General Inquiry" information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing Delete the status/action item column, but DO NOT delete any T-files 
MSB will know the file is digitized because you have staffed using an RDF file request This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make hvo staffings. Notice there is aT -file currently in 
use at OPLA San Francisco? That also changes the Category of the case to "SFR Cases at 
NRC'' 

12. 7.2 Files Lost or Not Fount/ LESS THAN NINE MONTHS 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

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_ 

Generallnquirt For A0917 

Status/Last Action Location 

_-< ........................................................................................................................................................................................................................ 
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A lost file in CIS will appear in the CIS-9504 screen as "N (Not Found)" in the section 
titled "FILE LOCA1ED 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 

!li ~ t :: Ut_: :: Jlt ru:::::_:: ''' · :_~J.I;:Ji!!f 

A#: .;.~;:( 'i >lfiMf: 

P~EVIOUS ~CC: 

CURRENT FCO: 
RHIUEST FCO: 

f'IlE lOCATED INO: 

DI'IH nR: 
DAH FTI: 
OAH HC: 

PERSON/fiCTION: 

NRC 
SNO 

FOUND) t? SNO 

' (NOT 

&41229G2 (H"DDYYYY) 
04152862 
04162862 

CHU.'BP 

&9:15:36 

.GLORIA DOfl: e469L9 

FCO CREATING SUB-~Ilf: 
SUS FILE CREATION IND: 

ACCESSION NUMBE~: GBGe 
INS BOX NUHBEP.: 

RfQUEST NUMBER: 
2ND REQUEST DATL 
3~0 RE~UEST DATE: 

·YOU HAY REQUEST A DISPlRY OF ANOTHER A-Hll: B\' KEYING A DHHRENT A-NUitBEB< 

CLEAR EXIT Pf3 REFRESH PF4 Fl$ HENU PFS HHP Pf6 C!S HfliN UNU 

3279 

.~t<i!:t'!!l 

When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO file request (include the FCO that shows the file is lost). 

Exception If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under "Create File Request" mark the box "File Missing/Lost". 
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FR.,~2 W'E<::TI'JN M<0 NATlON.:.L ;JE(liP.lT'•' 
H:.C 

~H !J,)r-< ;:,.-Ffl': /,1AT:O~J4L 

lCE 

-~:~;:~· !l[!ll!tlllli!illllli!lilll!lllllilll!llll!llll!llll!llll!llllllli---:,-:·· 

tJdiH<>il-~is·-:-- ... 

1
:~~l-~;-,; ~~F6 

-;~~;-,•Jv,J'M{~"~!»·-~>_, f.oBH 

:!~3b .:'><1-:J-t .. :-e•3' Cs:,-oor, 
C:r<'!lt·:: fOi€ r-;eqwst 
,~:> '""'~'"'{o(l~,-,-,~·•t. L ~lt~r 
,·,r-~1 .>.~t:c~ ~<l\t·-l' 

5C:€(1.i!li:> ~0tt~· 

•;:_""'"'' l ~:t<•; 
!1!.'1"'· ,_~('"~: 
ir•t€<~st l<A;t$r 
"':;~j!tio•.\ lC9.,;iall ,tl.<ll 

Pol<)"· 1 ,_:,f ;> ~)..;(. ';i:~~'}Wf'.IC-11~ 

Net St~rted 
N\lt Start<'!d 
W>t S1i<1t<id 

t~m :.'lartr4 
Ni.>t 51Mttd 
J'«)t ~mr1ed 
N<"<t SMrt<ld 
Net St~rt«d 
l'«lt t.l•llf<ld 

~<~ St<~'1'i''>;: ~e~tec /. 
C•S~ <:·<r·la l¥' ·; t><;' 

C "''"' ~~:>w:c;:l.,>>t "·' 

-···--···---~----·--------, -------------·-
_!_<<i_~i<_;~··l_i_ll_~ ___ ; ·J_><'<.«) 

1. Check File Missing/Lost 

Select Lost File at FCO: 

Click Request File 

Modify the letter 

<• •<• « ;< ·<• < • «·.-;o,,.;,W,<~M.'o,•I"W"<~M.'M"W"<~M.'M"W"<~M.'M"W"<~M.'M"··«"<~M-'"«"W"<~M.'"«"W"<~M.'o.«"W"<~M.'"«"W"<~M.'"«"W"<~<.'I-'"«"W"<~M.'"«"W"<~M.'"«"W"'·~M.''«m 
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St:lffetl to: Lost Fde a.t F('O: SND 
('m.(11L.AR : 11-'PH'l.U.: LOST Fn.E SIARCHREQtTEST 

Ollif~ C~<ko NRC ('ont'l·oJ N1U11b~r' NRC20 I 0000808 Vnt~ December 6, 2010 

Afie.u NmnLe1 091712345 SllhJetl Gloria D= Hemandtz 

The alta:hed FOIAIPA request IS forwa:ded to your office for aclton As aresull of the a\lached system search, we 
r"'ue;t that you condocta circular I '!'ecJai /lost file search fur the ruhjectrecords 

Ple>se cffllfy by your S!gnalure am ilatetbat the lost I n=mg I not found record has been placed on the circular I 
spe:Ja!t!ost file searchbstand 1ts locaUon is acuvely being sougtt or that the file has been found Tl'us llle 

_is on the cirrular I 'l'eciall!ost file search list, 
ISatlached 
CIJ.Ild not be locaterl. 

Printed Name 

Date 

... ,,.,, ... -

"'''''" ..... :.J.:.~:c ..... , ·''"'"·' 
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L..j\·¥;,;~ P'~v;n"rlt R.otw·n~·'.l 
1 :_:::] f>.<:ki L·:;$t FdE: P<Jt:Jo:?·.:;pC; --$·-«<·-«>-·»>-·»<·-«<·-«>-·»>-·»<·-«<·-«>-·< • 

MJJ Tr.ack J O«nid i>ar.a':J(J~pl'i 

2. 

Click Add Lost File 
Paragraph 

Click Generate Letter 
' 

FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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[le,1rD<lllm Tuff~<< 

Y '~" 10(!11<>1 h l•<nl~ h:u1<U~<I >m<kr rho ,,,.,,.,;\ '"''' <•f tb< Fr>:«kiLL ,>fluf,>nn.•l•~ll .-\,:1 f ~ l.T :l. (.' ; 5: l) 
It hos been o>ri~ne.-1 the f~ll~'r.'Ing <Olllrol mlllll•tr NRf'1{Jl•J•!l~l8<_(:( I'leO<< <tie tlu< mmdl" m ~u h11ln e 

~NJe,-ponJeu~• )~•>llt Y•>lll' r<<JU<<I. 

\'.-• r~<ponJ r, "'l'"'t" "" • fu<t-m. fu•l-"ut h"''-' .md ""a mulll-hack ''''"'" Ymll<<•p••,t [.a; l>t<ll 
pla-.d ill th• <ompln n.wk I.T'"'k ~~ You"'">- l\1.<h to tt:t~Jowyo>u "'l""'t to .1 >p«rl'io <lommem m 
,,,,j" 1\> l·~ <ligible ft>! the f~>ter 11,>,1: lo •lo >•>. (>lea.<t ee11<l > \\lltlen 1<1[11<>1. j,[e,Jtifynl; the i!l<•afH· 
<h<lllll<lll >on~ht. to th< ~.ldrl>> ~l-un_ \\-1 will Mhk· Yl•ll rl i"U\JJ l'I<Jll<!l '-' pl;l<t<l111tho >llllJ>I< IJ~,k 

In aoom<lJJt« wJth.I>ep:ubuent ,,f Homd.md Se<urity Ro;n1htwru; \6 ;: FR ~ _l..lt:< 11. -,om "'Jll<>l" 
,l~om<tlt~ cumtd11te ~~~ ~~L<<oumt t~ I' ill' ~••Y l~tf th~t m~y bt ,l,~r~o~\>le "V tu ~~~ !.'(' F<<" '''~;- l•< 
dl:tl gtd Jiu- >taLdll.J.J~ 161 rum,\; St>U~hl ~t the J't>-ptdl>'t ,Jm,al p1 uit.,~iunal. .m<l-oJ lllJaa~tnal rat<~ uf 
1~ I HJ·1- I_I<J·$1 n_! < t••• <tna•l•• louUJ moJ f<ll' .-Jo~>h<ntwn of oupi•- nllltt 'al< of t HI t••• «'J"' Tht fD,;t 
1(1{1 <<>J>ies :uul two]""~" of ,.Jt~h time"" not .ltm ~··L an<l the J<Jwinin~ .ombinorl oh.11~., f01 ;oru~h 
,"<lltl th>phoolilllL Jl~lll ~~C«•I :lJ-J <W bd(n Wt will (]IJI ~e t'<Jil ~ny f<e~ )..Jt\>1 l«ti><:<IO ~It Uqt 10q11~ < '"'' 
ft<'; ht>WC\"tT, if ke> Ill niCO:' uf $~<I]!) JlC I<>.JllLLtJ, Vi< Will l!Otif}· you btfol'dl.Jild 

TilL' uff1>' will h v• "'·lllm~ ""'n '«·tu<l> on a l 'on>po.:r Di,,· (I 'II) {.,. "" ''" Y"'" V'"'"'"l < nmpuhr 
Jhe ·,''II L> J<a•la\>k (Ill aiJ ,<mL]>llltl" tiU'()IL\!:Ji fhtllit <1f :l.diJbt . .J.,H•hat >iJJh\"01~ d.-, tL'·WlL t>f .-\,Jt>bt 
_-\<rol•~l wlll bt mdlltlttl OIL the (1! Yom reconl~ .:<ill h< \itweol ~n ) (•In' \UillJlllter "Lem ;on,] CJJI l•t 
p1inl<rl outo 1"'1'" ·~•nly re;otrl< 1-' P"~" ~r lllOte "" eh~~bl• f01 f'D jJJintm~ To 1<queetvom 
1<-'l"'"'i'-e ooooo<l, on 1"1"'· t>le,><e invlll<le yom <ouhol n•unl•eo ,,,..-['"it< !u the obow o;[;],, _ _, _{lt<uli~n 

Ft:1l.".·l'A (1/li•••. '" !>~ t[,.,u, to (Slut 3'1)-~~' 

P.a<eJ OIL the mftnm•twll yon pwnrlerl111 )'Olli •-•que.<L "'' <•>ndn<to.i a «oroh of ot~ IOC'O!!Lo lo< ato1 
Uhlt! <Y>tem. Tlu; nnti~l <e,, dL iuilK•U.tl th~t the tt<Jll~>t•d tt(<>L ,[,, l<><t '" nLl<<nl~ As~ rr;oJ]t we 
h:r.·• osh.t the f'.e<m·,], otf1<·e to unto~!• a loshm,,·;,,~ filt ><:n-dJ Till' pro<«, hk•' on ouoknown .liUi!lhli 
of time_ th"'dUJ~, we Lt!plt~t )'V\JJ tnLdeJotan,]lll~ m:ulvatieme_ <:.•:u;~ th~ filo ir liJtulil 1',-r l'.lllJll'O,ro, 
allllprm·ido" to you_ If tilt frl< <awLot l•• foun<l we "ill n~tJf,- you of~"' findiu¥' 

U~CI!-: no lon~tl ,oolloc!,: ~onol S<<UJ it-.• Nmnl•tn Ul <Olllle<lion 1'.-iih Ff>!A m I' A l<fjH«i<_ '>>'hen 

!""''·"'lin~ tu ''" ou~ ,~,,~""'""'' •doh'<l tt> ,.,,q '''Jne<t, vlea>< en,ouo mot s~"'al S<c>Qil~ Nnmhet< HL 
d>< doOlmtm"' mel>lanhJ o11t m remoYed 

When the case create process is complete and the creator is ready to exit the case, click 
the "Pend." 

12. 7.3 Fi/e.s 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 paperwork retention guidelines.) 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

12.7.3.1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12. 7.3.9 now_ Othenrise, 

a_ if 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 
PCQS, 

c. and there are no additional files, then: a FOIA/P A Assistant working 
in Records Locator queue should put in the following Discussion: 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 
Discussion. 

12. 7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Othenvise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to "Lost File," create a 
Discussion with the subject "Unit Chief' listing the date the file was 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_ 

12. 7.3 .4 If there is no CIS screen referencing "EARM" "DACS" or "NAILS," 
please move to the next step now. Otherwise, if there is a 9101 screen containing "EARM
X" "DACS-X" or "NAIL-X," or if there are CLAIMS screens showing "NAIL: Y" or 
"NAIL N," go to the next step. 

12. 7.3 .5 Create a Final Action Letter and select the status UT. 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. 

12.7.3.6 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 Up-front Approver. You're done, unless the case is later 
returned to you for further research. 

12. 7.3. 7 The Up-front 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. 

12.7.3.8 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. 
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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: 

12.7.3.10 

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. 

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 EOIR screen show an upcoming hearing date? 

Yes No 

2. Check CLAIMS for petition/applications 
a. Were any found? Yes No __ ---c----. 
b. If so, either provide screen prints with receipt number or list below 

3. Check NFTS. Any current file movement. Yes No ____ __ 

4. Check PCQS for any indication that file is with the naturalization unit 

NOTES: 
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12.7.4 Staffing FAQ'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 information. 

0: Which file request do I use? 

A: Each office has its own file request 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 request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet 

12. 7.5 Recortls lntlexing I Manual Requests 

If you do not find a person in CIS. CLAIMS or PCQS. do not automatically print the 
screens and close the case NR In some instances, the A-number exists but it will not be 
found in any systems search. 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. Look at the information in the request For instance, if an individual claims to 
have anived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. 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 information as possible on the Records Indexing file request The name of the 
subject, year ofbirth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 
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 

ljO 
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 U.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 8/30/2011 

761 

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



• Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; 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. 

12. 7.6 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, 
CLAIMS and PCQS. 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 
9102 Sounds-Like Name 
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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 as directed. 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 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 and prepare a Final Action Letter with closing code 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. 

Genealogy is exempt from this process. 

12. 7. 7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no infonnation in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS infonnation. Otherwise, the procedure is the same. 

12.7.8 ICEfi/es 

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 fde requests 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 Acronvm 
Trial Attorney's Office TA 
Chief Counsel 
Litigation LI or LIT 
Le2al Section LS 
District Counsel DC 

DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 

Office Section Acronym 
Detention & Removal DENTENT, D&R, DET, DRO, DD&P 
Criminal Alien Pro2ram CAP 
Deportation Officer/Assistant/Clerk DO,SDDO 
Bond Control Spec. 
Immi2ration 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 file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-AIL Please note the section that follows 
concerning SAC locations. 
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Office Section Acronvm 
Investi2ations !NV, IV 
Special Agent in Charge SAC 
Internal Audit lA 
Resident Agent in Charge RAC 
Assistant Special Agent in Charge ASAC 

12. 7. 9 SAC locations 

Occasionally, you will see a requesting 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 

12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12. 7.11 T -files 

Q_ What if the subject has an A-file at one office other than NRC and aT-file at a 
different office other than NRC (for example. an A-file in Chicago and aT -file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T -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: Request the A-file only, but include the T-file portion on the file request 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. WSC oi 
RPF for scanning. Those offices e_itber scan directly into FIPS for us or_we_ ex_pgrt_tbe_A~ 
fjl_~_ fr.Qm__E_PMS- Therefore, if the A-file is at one of the above service centers and there 
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(b)(6) 

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. 

12. 7.12 Receipt files 

12. 7.12.1 Do not request receipt files from any offices other than one of the five Service 

[
:C:en:te:r:s :E:S:C:/E:A:C:•:S:S:C:/S:R:C:,:W:S:C:IW:::A:C:,:M:S:C:IN:B:Csor NSC!LIN). For example. 

tc., 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_ 

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 CLAIMS. PCQS 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 CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). 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 PCOS. print any PCQS screen(s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). 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. 
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12.7.12.4 As a matter oflast resort. if there is neither information about the receipt file in 
NFTS nor PCOS and you have called National Visa Center and determined 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 comer. The CLAIMS screen will show "owned by." 

12.7.13 Archived receipts 

RECEIPT NUI~BER ,.:;-,:_., _ HAS BEEN ARCHIVED 

TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT 'Y' BELOW 

GENERATE REPORT - (Y)ES OR (N)O: 

--f.\(_'t-o, 
.. : ~, 

.. ,,, ), ' -

This screenshot shows a receipt that has been archived_ 

NIJhl (T.VR 

If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To detennine whether we need to request 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 NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the USCIS website enter the receipt number in the ''Check Case 
Status." Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NV C. 

3. You may call the NVC automated 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 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the infonnation from the archived receipt in PCQS and print that 
infonnation. Prepare a "Scan As" sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAF ACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt Jiles; 
Lost receipt file, File destroyed or File cannot locate .. 

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 NYC 
help line at 603-334-0700 and enter the receipt number If there is evidence that the 
NYC has the receipt file, redirect the request to NVC. 

To redirect a request to NYC do the following: Click Final Action Letter and choose the 
code "RD" and select "NVC". Send the case to Up-front Approver 

12. 7.14 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. 

Open a RAF ACS (not RAFACSC!S) staffing slot only. The default selection for the letter 
is ''Customize Letter." Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of3 pages if the receipt file is for an I-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAF ACS-only responsive records. Pend the case. 

Jj8 
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 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 

769 

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



A·tlumb« 

' j/ 

Click 

stifit~~rru"'"· ......... ·· .......... )'Jwt:;;· .... ......... tJ~&ah~'tstaMiiinme~r ... · 

IH-II!illliiiiiiJI!'!IiiiiJiiiiJ!liiW·i .. v~· ·~'"'m'm·:··!lii!lii!lii!liilllll A d;:~~j;&iikilf;::i 
(<:>t1t'~«,._,.., .. ,~i N!:,·:e .. v""· , .· >it~ lot';:<·~··{:;v;';r. 
?AU:•:"'t(IS )/'' 

RAFACS 
,:::f:-(')!'1)'; ,~'Jf.N F)~~ 
~E{X1f!l;$ i~>t,t;:•.t"-<~ 

f~fi('('M'>$ 1'/;;,'llJli)>.;J;:'MK\11 Hl.C v: 

t&'atro!f'A&Ui!~''' ···················· ························· ························· ·························· ,,, oman:;;nt~tct ,,, ..... · 

·:,.;.;;: ,:; (',11 <'>~;;h· . .;;N· {&W> 

::,:,.,,,,, •M:'l!t:cr. .. : ·:"""''' 
(<i':i'H F·'>· <:;~,1-.1<61 
~o.k,c.m·i.,d;;<::n~:\1: !.i:lto':· 
;:,~.ll .i,('t"·"' -~lt"~ 
~p'i';i ·IJr, l. ;,;e;H 
-;.~ ~rw; l.~t:;,r 

:t;:o;w. L~t;:.:v. 
1•\l:~H?H ~<tl:l:Oll 

:;,.:':<1~£<;¢ C'i<(>:<":il.Ht''i! 

N<1t St<~rte<l 
!'II!! S\Mtffl'l 
!iillSfMt.W 
Net StartM 
tM Starte-d 
!fo! S\1\rtl:ld 
Not St<~rtll<l 
tll)tSmrt<Wl 
!illLSifMtf<11 

~"'"'" (' 
~1'1<'>11 

This is only if there is no A-number and you have checked and the receipt file is not 
at the NV C. This is what the response will look like: 
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13. REASSIGN OFFICE 

This function is used to move a case that was scanned in the NRC queue to another queue for 
processmg. 
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. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 

FIPS -,.;_o Tr:a1ning ~Ll:ld 06 

F<!e lnfoml.ation 

Office! r:jR(-- --..-.: NRG:01G006655REQ 

5c;anned 
11..'05/2010 

-Actions 

Created 

· ...,~~""""1'""1'""1'"····· Select.tne·cofrec:t········· 
i Porter 
;ta :rc,urnai-C0nstitutic:-f1 
~e<irnet~r Center Fal·hva·,· 

'I'.IR.C ita G1:. 30303 

''SOfi~Ef-~~~~tmmlOii'''·'"·--
First 

office 

Topk H-18 Visa9 filed bv OutS>:•urc<: G.:orgia. lnc., 2!JiJ8 n·· pres,:nt 

After you change the office to COW, create the case. The case will have a COW number_ 
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(b)(6) 

Next, click on "Reassign Office" 

'{_( ,,.,.:k"'.: 
1\-M ·: I'C·i~ ~,.,~,-~.,-

;:,~~" :·> " r ;~·,.-,. "'"'L' . '" : 
: ~\i¥» --·:iliA~'"' ::'(*>'~i.t <>'-'"!-' '' 

:t::n:;;;;w::>~- "<_,,r-, ~·"""'"" 
-·---··=-'(_;&fi!MiVf t,Yj;F'' 
f."J t":>'~"-" ~.,.;-;eo; '-"l\~r 

:] ;.:~l1"'-~'~ s:.vo~K·~1 [:'lr< . .Y:-'l-rlt~ 

Cl "'~,.,, .. ~! '-~"'~·· 

1. Change Office 

'[;.\" f -~dt£C '«:>:_ R-.--;MS~>,;J , ".: 

i!~ fo;; 'C.r-.,•: 1ht l(.;:;v,H~<) " 

E'iii b!~'".'·:-i'>.< 
c;-,_.,,,_., ~"-'<"'~''"' 

,.,_,~, R';;o"~· <.-~<e 

r:;:;;;o(!;<; 

.. ~~- c:~>y-<;-•;-" 0,. 
... k' ::,,·;;.lri"n>o"': 

2. Click here 

You will not be creating an acknowledgement letter or staffing_ Before you click on "Reassign 
Office," prepare an e-mail addressed to NRC, FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS "NA:FOIA or PA not applicable:" 

Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. IfFOIA/PA does not apply to the 
request, you would 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'' 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case "ER." Please refer to REQUESTS: Return 
.Qf.9.rigin~l .. Q.Q\.:_1J.m.t;:m~. 

8\·Cr~~t~~ ,.-, "" .•1 
::FC;'.eq•_,,o;;,,•; f~-k:ce ;,, ·oc"'p'~ 
~~Ff 1'-•~l h:lc::" t' ID '•o~·-c• 
~©Lot.-;~11!1~ 
-Hl.~M ~pi)!•·: a~!.; -~e·~=ft<·l ·=~~-, 
::I'll' ~,,,.,.pr<<«S<·'·•·· orr.;,~r~< 
:: (~: Ji,j I. OOidS 

. Rt• ~~~""'''~" t,., ~o~tn•c OJM<:; 
::RF R.;{~"ed t•' o ~~5 ;:<m0~·1eot 
::IJT: _,,.'""" tc ~-: .. :ate r.;:ords 

.,,,C, R~<l\,OS\ ·,<~!hd<O'I·'~ 

In;~: t cr.·k ;.1 c "'"ts:N~~o~:l 8cl< ••• p.r •·>r=pl< 

L<l?~·t "'''"'r rc-acr"d ';o V S. c-t'Zeoo p~r~g·~>'C 

Jiaij: tiOI#'Ofkf'i.lj;Niiij '6i-iij:;w "' · 

~11L ,-. 

--~--li<O\ >OI~ Or:lc~; 
P:':••.C\' ;..:t .:.ru•:od"'•"~ •·•~u,;;o 
~E.(' JEST fCR =n£ F~-S~1 * CO~£!G-I! fCO 
5.;:'o..(-; ,_:.,,.,. 

T~N =('il-'-.'PA UHT 

ii>ia~;;;. ,.,_. .,.. .. ............................. _ ........ , ... ,., .. ,.,_._ ., .. _._ b#n>o;ct~'iW~r't~;;'·'· · 

You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 

Prepare a Final Action Letter using the "ER'' option for cases when the following situations 
anse: 

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) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 

16. FC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

0: \F oia \FO lA _ LIBRAR Y\Case _Create_ References \Case_ Create_ T em JJlate _ Letters\F ail 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 

17. MARKING A DOCUMENT "DO NOT SEND" 

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: 

1. Type "DO NOT SEND" at the top of the page, 
2. Delete all the information in the letter/memorandum, and 
3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the 01 A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 
We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently_ 

Go to the "Tasks" tab and select ·'Acknowledgement Letter" 

Cro=ote C:l• :'.e~oe;t 
.oOl r'io;,:.(J.,~,n~,;: t-.ttE' 
F:o:;l·'~'"' L•tt•t 
S~:wait;- L!T.er 
~t.ru, L ~tt.' 
~l<m: L~lt~' 

l'l:.r•st L.;tt•r 
E">~e<:rt•d O~n"': c•(:oc 

UO! STOIUd 

Not Sl>lltod 
NM St•rtod 
Nnl Started 
14ot st•rt•d 
N<ll Start~d 
14ot St•<ted 
trot St•rtd 

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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if Olse360 Home 

FIPS ,;'.0 Tralfiil"loJ bLJid 05 

U <',&/3nc.e Pavm.ent Retum;.j 

[) "'Cd wst F1le Para·~raph 
[) ACd T•ac' '0. D2>-·iai Para0ra~:, 

Aad'iiiO~',jj '6jltl6i,':ii "•''' 
r;., ·:-pt<(-11> lwnd 

Since our example case does not require us to select any options, we will click on "Generate 
Letter." Our only option at that point is to click OK: 

As soon as you do, a File Save pop-up window will appear_ Click "Save." 
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.,;,,;) 
My Recent 
DocumBnts 

[j} 
Desktop 

MyOoCilmenls 

~~~ 
My Network 

Pieces 

.. :).)a\'8 

.. :"Appllcacon Data 
:;;D<osktc:p 
;,Favootos 
_..;LDChent 
_:Locelsett1ngs 

.•. 0 ~1y Documents 
_':.!;My RecEf1t DocumEf1t 
·~ ·;.Neti-1.Jod 
___ ·Oracle lll" C~he 
..• ;Prlno-iood 
... oS€ndTo 
.::·;statrvenu 
-~:Templates 

.:: astreamu!)wd 

File u~me 

s~ve M]ype· 

~,: Global360_u!Xl0wn_ver9011 
''tNRC2010000511_6 _REFERRo.L 
'/!)~IRC2010000511_7 _FA_ PO 
;O_]NRC201000Cffl2_3_0NE_P~GE 
-~)NRC201000Cffl2_6 _AI( _fOil-. 
-:!J)NRC20 IOOOCffl~_3_fA_RF 
·£NRC201000Cffl~_ ~_REFERRo.L_ ~00'-JCY 

-~!)NRC201000Cffl6 _3_STAFFINGJOF _1Cf 
-,_-_Nl1JSER 

. ntu>er dat 

The acknowledgment letter will pop up: 
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Services 
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~.- ... .,j,.,. ,,,;fl h '""'"'~·' "" Jh~; 1> ...-,, .. , <r: ,,.,I,'~" h~ ,;,,.~·1 "" ,.,,..,. .,,,,.,,.;_, '.,.~ ... ~,,1 ,~,,h. ,..: t~> ,~, .<! ........ . 

. .. " 

You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the "Contents" tab and click on the "Check in Document" 
!COO. 
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·----·---·_, ___ ,_,_ 'o&iiiiii-itiftWiii'''- ·-- ·---·--··- . ____ . ___ ._, ___ ,_,_ <Sii;('f ,,--~ ''--Sfu'iiiS- ,,--,""illiSiiURif'--- ·- . ____ . ___ ._, ___ 'A"tiiliiiiiii ,,- ''tiiitf ,,---·---· 
J ®J ~(k:\0'-'''~·.i•;J.;I'HCit LHte<·FC-1~ 

J let-leek ln Documo;r4'0' 
D ~ll~·~-- f'HCMS~ 

:J $t~rhn9l..;tt«r . ! ~E r-oF 

J l<ecue;t Suppmtir>~ D~cu<r • .;nts 

J r.~,w~st '.a~H.-

'-<Kat·:·r 

·-'~tJ 
My Recent 
Documents 

Desktop 

,-;.>.Java 
:,, __ ;A!+IC3li:Xl Data 
:uDEd<top 
::>Favcrite> 
\.JL00fflt 
: . Local settJngs 
::;.JMY Document; 
:: .... ;My Re<:ent Documents 
'·;)Netl-iood 

My Dornments 

My Computer 

4;,::2 
--..:7 

MyNe""ork 
F1Bces 

\.JOracle Jar Cacho! 
:::--·,PnntHood 
:.;:·:;Serdfo 
\)Start Menu 
<_.;Templates 
i,·~: e1s1Jeamupload 

Flies of type: f1fes 

.... Open ~s reM·only 

·:•1234567~ 12- 3, 2C<E< 8:28: 1' ""'~ 

~~·1d>n;1 DRO • SE~ Seotee 

E-i:t111~ GF.O · SE..I. S~~ttl~ 

-~ 1 n~s&7 a 12::-'2:~ 1 :~ 8.2B: P ~r1 

12· 3. cr! tr! &:28- 1 ~ .r.i 

:=~: Global360 _updown_ vers1011 
'i)Ml.C20 10000511_6_REFERR,!.L 
";l.)Ml.C201000051 1_7 .fA_FO 
~!tMl.C20 IOJ00802_3_0NE_PAGE 
i.J}t-.RC20 10000802_6_Ak_fO!A 
@Ml.C20 IOJ00804_3_fA_RF 
<>JJMl.C20 10000804_ 4_REFERRAL_ACBJCY 
'i!nr-PC20 10000806 _3_STAFFING_PCf _ICE 
·:Dt-.RC20 10000806 _6 _Ak_FO!A 
::-' NTUSER 

ntJJser.dat 

Qpen 

11:5,'2JB 3:3~:~' .:,r,~ 

11:3,-20 1 ::. ;_ 32:~~ Al·1 

In this example, we are now ready to send this document to "Pend." 

19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusuaJ circumstances or details in a Discussion for later 
reference_ FIPS also automaticaJly generates Discussions in various situations, such as duplicate, 

169 
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, tnwsmitted. 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 personnd ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

780 

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



multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA!PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 

20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

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. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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1. Enter the case number you 
are attaching the document to. 

2. Click Submit 

3. Click List Pending Documents Icon 

, 
yr·~&hi1llJU:;;;tr·J:··ii&l··f~--!:$1£i1·J:·'ttztkt;M;··u·ih~---~x~NR!r!:··'*;etltfWJ~it··~-Giii:iJiitit''r·:· 

jr <Jtal it;>tr-(") i;;ud : () o: !"l ~ 

4. Click Add Document to create a new CSD slot. 

,_ : 
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21. 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 Discussion (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. 

22. 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. 

23. 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_ 
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23.1 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_ 

• 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 "G I or PD." 
Include a Discussion 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 Discussion. 

Don't forget to add a Discussion to the original case_ 

23.2 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 queue 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. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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• 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 

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. 

23.4 FOIA FILE REQUEST (NRC, FOIAFILEREQ) 

Send e-mails to FOIA File Request if you discover A file 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. 

24. 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 infonnation in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
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. 

25. MAIL 

The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 

25.1 RETURNED MAIL: 

15.1.1 Interimlntere.5t 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. 

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. 
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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, confinn the correct letter is being updated. The 
Discussion should include the type ofletter being corrected and resent 

15.1.1 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. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this papenvork. 

4. Note the case_ Example of the Discussion: 

Title of Discussion: Returned Mail- no such number 
Body of Discussion: Address on letter did not match G639. Street address 

should be 1003 Market Street, not I 03 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time. Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail- no forwarding address 
Body of Discussion: Address matches G-639. No other address found. Did not 

resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 
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15.1.3 Final Action Letters 

Compare address on finaJ 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. Discussion should include "no 
other address found; did not resend finaJ 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: 

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. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

15.1.4 CDs 

A. CDs Returned for postage. 

Make a copy of the CD andre-mail. Attach the copy of the CD to the originaJ CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for AdditionaJ Postage 
Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on finaJ action letter to address on the G-639, G-28 and return address 
on originaJ envelope. Check aJl 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. Discussion 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: 
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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. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 

25.2 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 Re.9uest) 

• 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) 

• 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 Discussion describing the problem and how it was corrected. FOIAIPA 
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 scanning. Case creators 
may deliver the fax or mail with CSD's to the OA room for scanning. 
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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_ 

15.2.1 Mail concerning Track 3 or expetlited 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. FOIA/P A 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled "Expedited Treatment Request" or "Track 3 Request'' In the 
text of the Discussion 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 
detennination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion 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. 

15.2.2 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 infonnation 
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 information. The Team will send the 
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requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, 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. A template FC letter is located at 0:\Foia\FOIA 
LIBRARY\Case Create References\ Template Letters\FC Letter. 

15.2.3 Request .for change of address 

If you receive a Fonn AR-ll or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

US. Department of Homeland Security 
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 

15.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
(~ ... !J§.~.i.§.;gQ:y). 

From www.uscis.gov, find the link near the bottom of the left column under "Other 
Services" marked "F.QJA..R..~mt~§.t.S.~9:t\J.$..r.h~.~k" 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. 
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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. 

The previous method of providing a status letter did not give the requester accurate 
infonnation. In order to better serve our customers Teams 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 LIBRARY\Case Create References Case Create Template Letters, 
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. 

15.2.5 Withdrawal of a FOIAIPA request 

A requester must send us a document to withdraw a pending request. 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 queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 

25.2.6 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. 
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26. BLANK TAPES/CD's 

If you receive a blank VHS tape, cassette or CD with a FOIA/P A Request, return it to the 
requester. 

27. 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 Discussion 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. 

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. 
below. 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. 

29. 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. 
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1. Using FIPS Standalone, go into the case that corresponds to the final action letter 
(NRC20 10 ____ 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. 

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 comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this papenvork_ 

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. 

30. 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 INFOPASS appointment 

31. 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 fotward the e-mail to another NRC Division_ Fotward 
the e-mail to a Supervisor. 
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32. RECORDS LOCATOR OUEUE 

Cases assigned to Records Locator queue 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 
• 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 all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32.1 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. 

32.2 Read and follow directions in any Discussion 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. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests 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. 

32.5 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. 

32.6 If the 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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32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32. 7.1 Check all offices for duplicate cases in FIPS using the alien number. 

32. 7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 

32. 7.3 If you find a duplicate case, make a Discussion and advise NRC FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity 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 information that is already present in the scanned documents, put 
in a Discussion 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. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. 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. 

32.11 If the requester/subject does not return the PH 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. 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply 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. 

32.13 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 
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consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32.14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be detennined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request 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. 

32.14.2 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. 

32.14.3 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: 

32.14.3.1 Look for a pending case for the records that were scanned into 
your case. 

32.14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.14.3.3 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. 

32.14.3.4 If the pending case already has records scanned in, review those 
records. 

32.14.3.4.1 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. 

32.14.3.4.2 If they are duplicates, then you do not have to do 
anything with that case. 
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32. 14.3.4.3 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 N,R(:,, .. f.JP..S .. P..r.QJ?.).~.m mailbox_ Clicking 
on the link will automatically send a copy to the NRC FOIA 
Program mailbox_ 

3 2. 14.3. 5 If you pull a case in Records Locator queue and there is a 
Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32.14_3_5_1 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. 

32.14.3_5_2 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. 

32.14 _3 _5 _3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32.14.3_6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32.14_3_6_1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NV C. 
Create the Final Action Letter, choose "RD" and select "NVC" 
from the drop-down box. Save the document and check it in. 
Send the case to Up-front Approver. 

32.14_3_6_2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to .R.~.~-~i.P.tfil.~.$.~.h.9.§.t..f.~~-~.iP.LU.l.~, .. f..U.~ .. Q.~§.tt.9X~.9. 
or File cannot locate. 

32.143.63 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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33. REPENDING IN RECORDS LOCATOR QUEUE 

33. I Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action_ 

33.2 If you open a case in Records Locator queue 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. 

33.2_1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 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. Do NOT cancel the original file 
request or re-staff to RAF ACS/CIS. 

33 .2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 

33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelflocation) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify N.R..C.., . .f..QIA.S.JG of this. Insert the NRC case number on the subject line. 

33.5 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. If there are two separate staffings for files, then 
e-mail NR..C. .•.. F..QJAf..RJ~.~.Q to research and to have the file scanned in if necessary. 

34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34.1 The requester is narrowing the scope of their request from a Track 2 case to a Track I 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 
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34.2 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. 

34.3 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 "SAVE'' button prior to exiting the 
case. 

35. 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 Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC, FIPSPROBLEM mailbox with the following 
infonnation: 

The NRC control number of the case, 

The A number or Receipt Number of the records, 

The staffing sequence they are scanned into, and 

The number of pages scanned in. 

Send the case to Unit Chief/ Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 
Lost File. 
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36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 

Cases received in Records Locator queue 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_ 

37. 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. 

38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NE.YEJ! cancel the staffing. 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. 

39. IN TRANSIT FILES 

IfNFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing andre
staff to NRC. 

40. 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_ 
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41. 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: 

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, Sili 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 

BGN- Bridgetown (Barbados) 

BGT- Bogota (Colombia) 
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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) 

DJI- Djibouti (Djibouti) 

DKR- Dakar (Senegal) 

DMS- Damascus (Syria) 

DOH- Doha (Qatar) 

DRS -DarEs Salaam (Tanzania) 

FRN- Frankfurt (Gemnany) 
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FIN- Freetown (Sierra Leone) 

GEO- Georgetown (Guyana) 

GTM- Guatemala City (Guatemala) 

GUZ- Guangzhou (Canton) 

GYQ- Guayaquil (Ecuador) 

HAY- 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) 

lliN- Johannesburg (South Africa) 

JRS- Jerusalem (Israel) 

KDU- Kathmandu (Nepal) 

KEY- Kyiv (Ukraine) 

KHF- Khartoum (Sudan) 

KIN- Kinshasa (Congo) 

KLL- Kuala Lumpur (Malaysia) 

KNG- Kingston (Jamaica) 

KWT- AI Kuwait aka Kuwait City (Kuwait) 
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LGS- Lagos (Nigeria) 

Lffi- 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) 

MNL- Manila (Philippines) 

MOS- Moscow (Russia) 

MRV- Monrovia (Liberia) 

MST- Muscat (Oman) 

MIL- Montreal (Canada) 

MTV- Montevideo (Uruguay) 

NHA-Naha 

NMY- Niamey (Niger) 
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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) 

PTD- Ponta Delgada (Azores) 

PTM- Port Moresby (Papua New Guinea) 

PTP- Port-au-Prince (Haiti) 

PTS- Port of Spain (Trinidad & Tobago) 

RDJ- Rio de Janeiro (Brasil) 

RID- Riyadh (Saudi Arabia) 

RKJ- Reykjavik (Iceland) 

RNG- Rangoon (Burma) 

SAA - Sana' a (Yemen) 

SAR- Sarajevo (Bosnia & Herzegovina) 
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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) 

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) 

TNS- Tunis (Tunisia) 

VAC- Vancouver (Canada) 

VNN- Vienna (Austria) 
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VNT- Vientiane (Laos) 

WRW- Warsaw (Poland) 

YDE- Yaounde (Cameroon) 

YRV- Yerevan (Annenia) 

ZGB- Zagreb (Croatia) 

200 
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 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 8/30/2011 

811 

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



APPENDIX D: CASE CLOSING CODES 

PD- The case has been processed, responsive records were released in part. 

G 1 -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- FOIAIPA not applicable. You are required to select the office the request is being 
redirected to. Select "ALL", two letters will be generated. 

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 (non-responsive) 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 information. (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 

Title Form Number 

Change of Address AR-11 

AR-11SR 

Genealogy Index Search Request G-1041 

G-1041A 

Notice of Entry of Appearance as Attorney or Representative G-28 

§i9.9.(~.P.hl!I..!DfQ!.!D.f!.tl9..Q G-325 

Biographic Information G-325A 

G-325B 

Biographic Information G-325C 

G-639 

Verification Request (Non-SAVE agencies) G-845 

G-845 Supplement 

Document Verification Request (SAVE Agencies) G-8458 

Return of Orig,inal Documents G-884 

Application for Replacement/Initial Nonimmigrant Arrival-Departure Document 1-102 

Petition for a Nonimmigrant Worker 1-129 

Petition for Alien Fiance( e) I-129F 

Nonimmi,grant Petition Based on Blanket L Petition 1-1298 
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Title Form Number 

Application for Travel Document 1-131 

.6ff.i.Q!'!.Ytt .. Qf.§.Y.P.Q.Q.tl 1-134 

Immigrant Petition for Alien Worker 1-140 

ARplication for Advance Permission to Enter as a Non-Immigrant 1-192 

AR.Piication for Waiver for Passport and/or Visa 1-193 

Application for Permission to Reapply for Admission into the United States After 1-212 
Deportation or Removal 

Notice of Appeal or Motion 1-2908 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 1-361 
359 Amerasian 

Reguest to Enforce Affidavit of Financial SU.QQOrt and Intent to Petition for Legal Custody 1-363 
for P.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 1-485 

Supglement A to Form 1-485 1-485 Supplement A 

Instructions for 1-485 Supplement C HRIFA 1-485 Supplement C 

.l!J.$Jf.yg);[Q.O§..f9.r..HB.§~.9.JJ.P.I?.l~.m.t2D.t.E. 1-485 Supplement E 

Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(bl of the 1-508 
INA} 

Waiver of Rights Priveleges, Exemptions and Immunities I-508F 

203 
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 ofHomdand 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 

814 

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



Title Form Number 

Application To Extend/Change Nonimmigrant Status 1-539 

.f..QLP..?J.§Q.O§ .. t>_~§.~iog_Y.._o.Qo.lmmJgnmt..?.t!l.tJJ.?..W.h.iJ.~jnJh~ .. l.lnit~9 .. §~t~§ . .9.L§.:g~m.?.iQ.l1 .. 9.f.Y. 1-539, supplement A 
§.@.1Y§ ... 

Interagency Record of Request A, G or NATO Dependent EmplovmentAuthonzatlon 1-566 
or Change/Adjustment to/from A, G or NATO Status 

Application for Asylum and W~hholding of Removal 1-589 

Petition to Classif~ Or.Qhan as an Immediate Relative 1-600 

Application for Advance Processing of Orphan Petition I-600A 

Application for Waiver of Ground of lnadmissibil~y 1-601 

Application By Refugee For Waiver of Grounds of Excludability 1-602 

Application for Waiver of the Foreign Residence Reguirement (under Section 212( el of 1-612 
tJw.!m.migrg~.t!9J!.J!.o.9 .. ~.~)9.o.~.!itY . .A9L.~.~ . .Am.!in9.!iQ.) 

Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 1-643 

Application for Status as a Temporary Resident Under Section 245A of the Immigration 1-687 
9.ort.Ngti.QD.!l1Jty.A9.t 

Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 210 of the 1-690 
Immigration and Nationality Act 

Report of Medical Examination and Vaccination Record 1-693 

Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 1-694 
N.%1t!.9.D.'i!!i1Y..A..9.! 

Application to Adjust Status from T emporarv to Permanent Resident (Under Section 1-698 
245A of Public Law 99-603) 
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Title Form Number 

1-751 

Application for Employment Authorization 1-765 

1-777 

Petition to Classify Convention Adoptee as an Immediate Relative 1-800 

I-SODA 

AJ;!plication for Family Unity Benefits 1-817 

AR.Qiication for Temporal)' Protected Status 1-821 

Application for Action on an Approved Application or Petition 1-824 

Petition by Entrepreneur to Remove Conditions 1-829 

Inter-Agency Alien Witness and Informant Record 1-854 

Affidavit of SURQOrt Under Section 213A of the Act 1-864 

I-864A 

Affidavit of Support Under Section 213A of the Act I-864EZ 

I-864P 

Intending Immigrants Affidavit of Support Exemption I-864W 

1-865 

li 1-881 

Employment Eligibility Verification 1-9 

Application to Replace Permanent Resident Card 1-90 

1-905 
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Title 

Application forT Nonimmigrant Status 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 

Reguest for a Hearing on a Decision in Naturalization Proceedings (Under Section 336 
of the INA) 

Application for Naturalization 

Application to Preserve Residence for Naturalization Purposes 

Application for Certificate of Citizenship 

ARBiication for Citizenship and Issuance of Certificate under Section 322 

ARRiication for Posthumous Citizenshig 

Medical Certification for Disability Exceptions 
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1-914 
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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 

ATF (Bureau) Alcohol, Tobacco and Firearms 

AVL Asylum Virtual Library 
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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 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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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 Infonnation 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 

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 
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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 

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 
210 

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 ex~mpt from public ralease under tl1e Fraedom of Infonnation Act (5 li.S.C. 552). 11lis documant is to be controllad, 
handkd, tnwsmitleoi distributed, and disposed of in accordance with Department ofHomdand Security policy relating to Sei!Sitive 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 

821 

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



EEV Employment Eligibility Verification 

EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 

EOIR Executive Office oflmmigration 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 

FARES Fees and Applications Receipt and Entry System 

FBI Federal Bureau of Investigation 

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 
211 

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 U.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 personnd ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 8/30/2011 

822 

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



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 Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

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 ofEntl)' 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 
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GPO 

GSA 

HCFSA 

HHS 

HQASM 

HRIFA 

HRSA 

HSA 

HSPC 

HUD 

1-90 

1-129 

I-I29F 

1-130 

1-13 I 

1-134 

1-140 

1-212 

1-360 

1-485 

I-485A 

Government Printing Office 

General Services Administration 

Health Care Flexible Spending Account 

Dept of Health and Human Services 

Headquarters Asylum Division 

Haitian Refugee Immigration Fairness Act of 1998 

Health Resources and Services Administration 

Health Savings Account 

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 
Mter Deportation or Removal 

Petition for Amerasian, Widow(er) or Special Immigrant 

Application to Register Permanent Residence or to Adjust Status 

Supplement to Fonn 1-485 
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I-485B NACARA Supplement to Form 1-485 Instructions 

1-539 Application to Extend/Change Nonimmigrant Status 

1-551 Alien Registration Card (Green Card) 

1-589 Application for Asylum and Withholding of Removal 

1-600 Petition to Classify Orphan as an Immediate Relative 

1-751 Petition to Remove Conditions of Residence 

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 Information 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 
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II Immigration Inspector 

IIRIRA Illegal Immigration Refonn and Immigrant Responsibility Act of 1996 

IJ Immigration Judge 

IMMACT Immigration Act of I 990 

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 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

!SSM Infonnation Systems Security Manager 

ISSO Infonnation Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

215 
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 li.S.C. 552). 11lis document is to be controlled, 
handkd, tnwsmitleoi distributed, aud disposed of in accordance with Department ofHomdand 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 

826 

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



KST Known Suspected Terrorist 

LAPR Lawfully Admitted Pennanent Resident 

LAPS Legalization Application Processing System 

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 

MOA 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 
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NCIC National Crime Infonnation Center 

NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NilS Non-immigrant Infonnation 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 

ace Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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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 

PA Privacy Act 

PAIC Patrol Agent in Charge 

RAIO Refugee, Asylum, and International Operations 
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PC Peace Corps 

PCII Protected Critical Infrastructure Infonnation 

PIA Privacy Impact Assessment 

PH Personally Identifiable Information 

PLAIN Plain Language Action and Infonnation Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

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 

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 
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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 Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Infonnation Officer 

SLOB Service Lookout Book (old way) 

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 Infonnation 

sso Special Security Officer 
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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 

IPS Temporary Protective Status 

TSA Transportation Security Administration 

TSC Texas Service Center 

TSP Thrift Savings Plan 

TVA Tennessee Valley Authority 

UK United Kingdom 

UNHCR United Nations High Commissioner for Refugees 

UNICEF United Nations Children's Fund 

USA United States Anny 

US ACE US_ Anny Corps of Engineers 

USAF United States Air Force 

usc United States Citizen 

US.C United States Code 

USCG United States Coast Guard 

USCIS United States Citizenship and Immigration Services 

uses United States Customs Service 
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USMC United States Marine Corps 

USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

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 

VD Voluntary Departure 

VIS Verification Infonnation 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 FOIAIP 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 of information 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 carry out an agency function (e.g., as the basis for a performance 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 of Homeland Security. 

Conditions of Disclosure- Specific provisions in the Privacy Act (5 US.C. § 552a(b )(1) 
through (12)) allows the agency to disseminate infonnation 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. 
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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 infonnation that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/P 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 of 
FOIA 

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 (FIPS)- Through the use of imaging, workflow, 
and graphical user interface 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 peijuty from the record 
subject is required for access to records. 

Forms- Various government forms available from W.:W.W..JJ§.~.~§.,gQy/.p_Q.tt~ll.~iJ~/.JJ§.~.i.§ 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 Appearance 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 perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom oflnfonnation/Privacy Act Request- This fonn can be used to make a 
FOIA/PA request. When completed it provides enough infonnation to complete an 
extensive search for records. 
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Individual- The PA describes an individual as follows: a U.S. Citizen (US.C.) or alien 
lawfully admitted for pennanent 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 Drop-Down List 

Trad; "'. 

• 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_ 

To view the track histoty of the active case, click the Track history icon next to the 
Track drop-down list. 

Track History Icon 

V-, 

The track histoty appears in a separate pop-up window. 
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Privacy Act Amendment Request- A request from a U.S.C. or LPR to amend, expunge, or 
correct infonnation 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 
which 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 of 
DHS 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 FOIAIPA 
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 service 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 PA. 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 
infonnation is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individuaL 

Third Agency- Other administrative agencies of the Executive Branch of the Federal 
government, including other components ofDHS. 
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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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APPENDIX H: CASE CREATE FLOW CHARTS 
C;u:e Cre:itte Flow Clt:u1 fol' All my n•oot·ds. 

I Did requester provide an A number or receipt number? 

I YES? I I NO? I 

Do we have the rest of the required PlJ? Do we have the rest of the required PI! and you can 
(DOB, COB?) find one and only one exact match based on Pll? 

I I I I 
Ye{J I I No? 

YES? NO? 

. + I Go oul:far M oruilo:r 
-t:--- p!litimll 

Do we have consent iUl verification? Do we hllVe consent and verification? I rw·l Go out for p 11 only 

I I 
No y,. 

Yes? NO? Go out fur 

i 
consent I 
verification and 

Does the A number or rece1pt I Go out for consent1veriftcation I 
missing PII. 

number match the Pll in CIS? 

I YES? I I NO? .-.w.-.w---~-----~---w.-.w.--~-----~---w.-.w---~----- Search for the correct A file or 

* 
receipt file 

Are you staffing for an 
Was another A file or receipt file "A" file or receipt file? 
found? 

A-File I Receipt file I I Yes? I I NO? 

* * Start over using the Draft N R letter 
Vedv f1lt new A number or and put in UIC 
]~.:-;at;~.a ''' receipt number for a second 
l~fTS·'Cl:; ar:d under the yes Search. 
st-:>ff h tllt: Consolidated into an colwnn. 

A file? 

I 
• 

I y,;> I I No? I 

Verify file If not at NVC, staff to originating office. 
location m (£;)('/[AC. lillC-SRC. WllC. WAC, MSC·NBC 01 

NITS/CIS and NSC:'LIN. 
staff for A file. 
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[lltF E!Jt. Yol\UJtjr~· 
llfjmtmP> 1Jnltlll thP bordPr 
I~ 

I WasALuol:er:n~_deGl 

$tJ 
Do~1 h~Vl 

((li!~·.:d 

qud'l~ 

' $ NC 

1.1:~~- ?:J In Jo OJ! 

C:S,].eC:< W. 

3oarch for 
A11.:mer 

NFTii f[~ :rumg 
£t .utirr. f[. ad 
ustdb: Jr 
A 6:~ ;omeJt 
f-__j~ 

t.nurbor fol-.1C1 

,---L- ' 'ie: [NO] .--- ' (ffi orrtfor RF tlu~t(· 
m1rongA C'BP 
munhtl. 
maud or 
IO!ilfnt, 

Ca1e C!e~!e Fbw Ch~trr for Sp~nfic Doc~ 

1: tb: rq.cer frt gill10n:. x :h: 
\me£:1ur: 

' Pmrntr I 3e--_e£nar; 
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Lost File Flowchart 

Less than 9 months More than 9 months 
+ + 

Does the A file show lost in both Does CIS-9504 and NFTS show the 
CIS-9504AND NFTS? A file lost for more than 9 months? 

+ + Follow the procedures 

~ ~ Yes I I ,, f-o under "Less than 9 
months." 

y~~ I I No f-o Request the file ~ per the FCO in 

~ Has there been any activity in 
PCQS or Claims Within the last 2 

Click "In Circular Search" and Save. years? 
Staff using the Lost File at FCO: __ file request 

~ and include the FCO, CIS screen print that shows the Send the case to 
file is lost (attach 9504 screen print to last page of ,, I I r-----

UIC with a 
staffing sheet.). Check the File Missing/lost button, Y~s Discussion stating 
select Lost File at FCO, request File, Modify the letter 

+ 
what the activity 

as needed was and list the 
receipt files or A 

Go to tasks, start the ack Create the case as 
Are there any additional files files in the 
that are responsive to the Discussion. 

letter and mark the "add normal. Stop: you are request such as receipt files. 
lost file" paragraph. done. !-files, or add~ional A files? 
Generate ack letter. 

~ ~ ~ Staff for additional files. Do not 
staff for lost A file. Insert a ,, I I y~~ r-- Discussion stating that the A file 

You need to manually pend the file so that it will move to 

~ 
is lost. Case processor, please 

Records Locator at the 9 month' mark. Example, CIS verify original A file is still lost. 
shows the file has been lost for 1 month, you will need to Advise the requester that the 
manually pend the case for 240 days. If the case has been Search CIS 9101 for possible original A-file is lost. Close case 
lost for 8 months, you will pend the case for 30 days. We family members. Search 2 dig~s as a PO even if no redactions are 
can not take action on the case until the file has been lost up and 2 digits down. Example: if 

~ in CIS for more than 9 months. the A number ends in 7, change 
the last digit of the A number to 
read 5,6,8,9. Did you find any E-mail MSB for resolution with 
possible family members? the lost A number and control 

~ ~ 
number of case. 

Did you find multiple A file's, T-
files, or receipt files? Nc I I Yes I Pend for responsive records. 

~ ~ 
Sloe: you are done. 

Ye~ I I \"o r----- Sto12: you are done. Send case to U/C_ Put in a 

~ 
Discussion stating that the A 

Complete the lost file worksheet and number is lost, but found 
attach all CIS screen prints including possible family member and 

Staff additional files according to the 2 up and 2 down screen prints as list the A numbers found. 
the staffing guide and pend case CSD's. Go to the next step. Stoe: you are done. 
for responsive records. Stoe: 
you are done. 

Create a final action letter and select the status UT. 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 ofthe electronic record." Go to the next step. 

~ 
In the UT final action letter, attach only the 9101 screen print of the subject 

231 (Cut and paste from CIS) to the last page of the UT letter. 

WARNI\"G: ll1is guide is FOR OFFICIAL USE ONLY (FOUO) and is mk~ded tor1;;~~a~ f'alwnal_ ~-eco~ds Center use only._ It contams 
infonnation that m~v be exemtJI from public release under tl1e Fre~dom of lnfonnatim ct (5 li.S.C. 552). 11lis dDcumenl is to be contmlled, 

~~~~l • Use 30 days to equal one month. r~ordance with De In your discussion, note all systems you checked and specify the date lost 
~d to the public or 

appro,·a] from the FOIA Officer in CIS. Make sure yourCSD's have been sent for scanning and send 

Updated on 8/ 
case to Up-Front Approver. Sto12: you are done. 
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APPENDIX I ALIEN NUMBER ASSIGNMENT 

232 
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 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 
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FOREWORD 

The FOIA/P A 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 FOIA Informat;on Bul/et;ns 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 Guide has been saved in PDF format The PDF fonnat 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 c:> Documents c:> PDF/ A View Mode. Select "Never'' to tum PDF/ A mode off, and 
select "Only for PDF/A documents" to turn PDF/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 
Chief Program 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/P A Operations. Major re-writes or 
revisions of the guide are subject to the final approval ofthe USC IS 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 Information 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 FOIA/P A Operations intranet 
page. When we make additions or revisions, we create a Record of Revision at the front of the 
Guide for quick reference. 

WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:-.JLY (FOUO) and is intended for intemall<ational R<l<Xlrds Cent<lf u!'.<l only. It contains 
infonnation that may be <Jxempt from public release und<lf lh<l Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled. transmitted, distributed. and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive Bnt 
Unclassified (SBU) infonnation and is not to be released to the public or oth<lf personnel \\ho do not have a valid need to know withont prior 
appro\a[ tton1 the FOlA Ot1lc<lf 

Updated on 12/19/2011 
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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 porOon 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 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_ }JQ__c;()ns_~_ll.t _is _l1_~.c~s~(_lry _frqm. 
t.h~ .. min9r..~hjJ.<:\ .. 9I . .th~.P~.r.~9.nj.ll_4i.~.i.<~:UY .. <:\~t.t:.r.m.i.n~4 . .t9..h.t; .. ~n..~9mP~t.~.nt.h.9w~v.~r . .th.t: 
P.J.!..f.t:.OJ/g!J.~ml.i.J.!..R.ffi.l!~t..P.I9.Y.i.4t: .. bi.~ .. QL.ht:LQW!J...Y.t:r:i.fi.9.J.!.J.i.QJL9.f.i.Q.~m.tiJX . .tb<~:t..i.~.J1Q1<1:r.i.?;~Q . .9.r 
signed underpen,Jty ofpeijury[ 6 C: F.R § 5 2l{e )1 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. 

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 ~i.th.t:r scan directly into FIPS for us .9.f.W.~ .. ~)I:Pm1..t.ht: .. A.:. 
fiJe_frot:n_ED~S- 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 1HAN NINE MONTHS of the 
FOIAIPA Assistant's Guide has been changed (changed portion is underlined): 

2 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:-.JLY (FOUO) and is intended for intemal ]\"a tiona! R<lWI"ds Cent<lf u!'.<l only. It contains 
infonnation that may be <Jxempt from public release und<lf lh<l Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) infonnation and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\al ti"on1 the FOlA 011lc<lf 
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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, including T ~Files,_ wherever they may be, 
i_o._g_}JJ.Qi_ng_.NR_(J 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 FOINPA Assistant's Guide. 

APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 
to the FOINPA Assistant's Guide. 

May 13,2011 

Paragraph 12.7.6 of the FOIA/PA Assistant's Guide has been changed as follows (added 
portion underlined deleted-porti-on -stri-cken-through): 

When conducting "no record" research, do the query and provide screen prints of all 
searches as directed. Open a RAF ACS(· · ' iv:f / • · • · :staffing slot only Click on 
~~customi-ze-Letter:::.: 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 
responsive-r-ecord-s 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 person designated--to-s-can- RAF,t.~C-S
only-re.sr>ens-iv~Hecords. Pend-·the-ea·se prepare a Final Action Letter with closing code 

3 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:-.JLY (FOUO) and is intended for intemall<ational R<lWI"ds Cent<lf u!'.<l only. It contains 
infonnation that may be <Jxempt from public release und<lf lh<l Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled. transmitted, distributed. and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive But 
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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 delet-ed·porti-on--stri-ek-enthrough): 

12.7.12 Receiptfiles 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
(b)(6) Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN) For example, 

tc., 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 CLAIMS, 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 CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAFACS (not 
RAF ACS/CIS). 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 infonnation in NFTS, and ifNVC does not have the receipt, 
but there is a record in PCOS. print any PCOS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAF ACS/C!Sl Leave the 
"Customize Letter" button selected. Attach a "Scan As" cover sheet to the screen 

4 
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prints. mark the box "Responsive Records" and take to person designated to scan 
RAF ACS-only responsive records. Pend the case. 

12 ._.J,.J..J·A·· .J.f. ther:e·i·s· no· in.fer:mat~on -about-the· r-ecei-pt· fi.J.e-in ·±'>WIS.; ·-regard! es-s-of.the 
pr:ef.ix·of.the·rec-eipt·number;·-yeu-shou·ld·staff.te·the·owner·ofthe·rwei-pt·file·and··past-e·in 
the-CLAIMS--screen .. This information-can-be located--on- the--CLATh-1S· inquiry--screen 
upper--ri-ght- hand-oorner ·. ·The -CLAIMS· screen--wi.J.l-shmv .~:-owned· by.:: 

New paragraph: 

12. 7.12.4 As a matter of last resort. if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC 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 6.34.6 of the FOIAIP 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 information: 

1) 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 

5 
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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, WSCIW AC, 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 information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCIW AC, MSC!NBC or NSC!LIN). Forre<;eiptfiks atHBG,useJhe 
NON::f.Oll\.:I:U?G.fi.leJ~.qyt;;;t. Do not request DIG T -files at HBG with .Bf.C .... f.C!~t~,~--~~2~.~2~.:¥., 
~G~ .. '!iY..t.fJ.L~.~. Refer to the Staffing Sheet Guide for the most current infonnation. 

June 10, 2011 

The wording of paragraph 28 of the FOIA/PA 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. FOIAIPA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 

6 
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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 infonnation which usually does not relate to an alien file or receipt file_ Most 
FOIAIP A 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 Ll 0 ofthe FOIA/PA Assistant's Guide has been changed as follows: 

Old version: 
6.1.1.1 0 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. L 1.10 If the request came to us on Fonn G-639, always use the name and address of the 
requester in Section 2, "Reque.<.,·ter Information." Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Fonn G-639 or unless Section 2 of 
Fonn 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 FOIAIP A 
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. 
Close tilis ease as ER (ereated ia error)_ 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 fiaall\etioa Letter aad seleet fiaal aetioa eode BR: Created ia error. l\fter tilis, 
sead tile ease to Uf' froat Af'f'Fe¥er 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: 
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_ IHsteaEI, elose tHis ease as "ER (ereate€1 ia error) 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 infonnation comes from 
kidsotkathmandu.org). 

Nonnally 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.e:nQipg (not finalized) 
adoption cases for the following reasons: 

1. The Prospective Adoptive Parents (PAP) have the right to all information 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 . . 
supervtsor revtew. 

September 16, 2011 

The following new bullet has been added to sub-paragraph 12.1. 1.6, "Blued-in information": 
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~- Comments may be important because a File Control Office may not be able to change a file 
location to "LOST" in NFTS_ When that happens, the records person at the FCO will notate 
in Comments that the file is lost If that is the situation, please refer to the Lost File Flowchart 
in Appendix H of this guide. 

October 24, 2011 

We have added a sentence to Paragraph 8.21, as follows, (added material in red): 

NFTS may show that the file has been retired and is at a Federal Records Center_ If that is the 
case, request the file. 

Paragraph 32.12 is no longer valid because creators now Up-Front close requests without good 
VOl The following has been deleted: 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply 
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_ 

We have added a sentence to Paragraph 34, as follows, (added material in red): 

After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy NRC, 
FOIA PROGRAM and your supervisor. The e-mail should include the case number and the 
action you took. 

Paragraph 36 is no longer valid because a person working Records Locator role may now create 
an acknowledgment letter. The following has been deleted: 

36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 
[The following paragraph has been deleted in its entirety] Cases received in Records Locator queue 
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. 
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Paragraph 6.4, SEARCH FOR DUPLICATE CASES has been changed as follows (eld versieR 
ia striketAreHgh) (new version in red): 

Jttst l:lefere yeu ereate tAe ease, Before you begin filling in the worksheet, you should look for 
duplicates . 

. , ................................................................................................. _ 
A new Appendix J: 16 RULES OF CASE CREATE has been added to the 
FO!APA Assrstant 's Gmde 

December 14, 2011 

Paragraph 7.4, Third Party Requests has been changed as follows (new information in red, deleted 
information in strikethrough) 

Third party requesters are not entitled to any public documents that may be in the file they are 
seeking, as well as nor 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, close the case as a Failure to 
Comply. 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. 
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I. THE FREEDOM OF INFORMATION ACT 
Congress passed the Freedom oflnfonnation 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 
us c.§ 552. 

2. THE PRIVACY ACT 

The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information 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 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 fonn and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (P A) 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 
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 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 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 "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 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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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 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_ 

TTTTTTTTTTTT \1\i '.i\1 
P.!liA='l H ::tHE~ ' FHH 'OV 1!\i 1 EfH'::f '" ' 
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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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5.1.2 TeleView Main Menu 

UIOOJ:f:W:f®i:f~f:&:I&mt '-··--··· ... 
~ Ble ~dlt s.ess~n Transfer erog-am QpiX!ns ~01\f !:::ie1p 

The number selected to access CIS will vary for each computer. 
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5. 1.3 CIS Login Screen 

UIOOJ:f:W:f®i:f~f:&:I&mt '-··--··· ... 
~ Ble ~dlt s.ess~n Transfer erog-am QpiX!ns ~01\f !:::ie1p 

This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS 
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5.1.4 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 information 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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5.1.4.1 Search Menu Screen 

IIIUIOOJ:f:W:f®i:f~f:&:I&mt ,_ .. __ , ......... . 
~ Ble ~dlt S,ess~n Transfer erog-am QpiX!ns ~01\f !:::ie1p 

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 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. 
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5.1.4.2 Search by A-number (9101) 

IIIUIOOJ:f:W:f®i:f~f:&:I&mt ,_ .. __ , .. ·-·····. 
~ Ble ~dlt s.ess~n Transfer erog-am QpiX!ns ~01\f !:::ie1p 

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 information 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 infonnation listed under (other infonnation). 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 of 
Immigration Review) information. 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 of information required to search. The search results may be voluminous. 
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5.1.6 Exact Name Search (9103) 

IS screen The 
information displayed will be an exact name match. 
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5. I. 7 Alias (AKA) Name Search (91 04) 

••.•. ;gt 
.~.t~!. 

The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request 
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5.1.8 Soumis 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 Cart/ Search (9122) 

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 infonnation. 
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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 
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5.1.11 Tables 

The Tables section contains a wealth ofinfonnational 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. 

33 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:-.JLY (FOUO) and is intended for intemall<ational Reweds Cent<lf use only. It contains 
infonnation that may be exempt from public release under the Freedom of Infonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) infonnati011 and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ ttom the FOIA Ot1lcer 

Updated on 12/19/2011 

877 

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



5.1.13 Tables Information Screen 
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5.I.l4 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 infonnation in CLAIMS. 

5.2.1 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. 

37 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:-.JLY (FOUO) and is intended for intemall<ational Reweds Cent<lf use only. It contains 
infonnation that may be exempt from public release under the Freedom of Infonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) infonnati011 and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ ttom the FOIA Ot1lcer 

Updated on 12/19/2011 

881 

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



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 INQUIRY !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 infonnation. 
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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 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 
SRC0710351687 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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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_ 

·~*•!1&1'w:m!HW&mtt-·f~¥!W~fillW~M'i'i'Ii'' J_:::::.t ''''.:c:n:::'u-"'-'-·'''·"''' .. 

-t,! -I:Jiij- Edit-- ~SiOti -Irah&fei" -!:i'OiJI'aril - QPtbriS -- ~ridOW - l::l.$ --

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) 
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The top right comer of the screen shows the owner of the file, this may help in detennining 
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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I¥JM~IDNkfR!fBi!iWM:U-f111@!@'@ill%!illm t,,,,,,_t:c:c:J_,,,,,,j_,,,,,_:,,,,,_,,, .... 

en B~ !;dlt ~ston Transfer £rogram Qp~Xins \fll!nd01N tie\> 

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 infonnation 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 Fl. 
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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 I 0 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 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 .t.l~P.§.:lf.P.:R9,.~.$..l?.,.Y.$.g,[~ .. J~.t'J.$.,9.9.Y.( and click on the Users Guide 
link below the Warning. 

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

:;; '"'''" •--:~/.,+i-' ''"'' 

~:;;';2;,:;:;z:~:!::-·•:"'::~:::::-···~~~!J;"""~---~---~---~---~---~---~··' 
'""'"""""· ""''''·" r~ "'" 1,; ''-'·"''' r,; ,_. '"·'"' c w ""-' 1~ "'-" r :~ .;t,.:t,_ ,: "'' :~· "" ~~ ·~~~:.,~ !~ "'\(•-:' 

5.5. 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 FOIAIPA case. it will be through FIPS. 
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6. CREATING THE CASE 
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On the FIPS worksheet under the header "Contents," you will notice that usually Sequence I is 
the "Request Letter" and Sequence 2 is usually "Request Supporting Documents." There will be 
a date and time in the right column_ 

Sometimes the request will be Form 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. 
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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: 

... save~ 

You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6. L 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. 
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6.1.1.4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form 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 firm 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. L 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 Form G-28 for a clear copy. 

6.1.1. 7 Add a period after the middle initiaL 

6. 1.1 .8 Rescinded. If the stii:ljeet clees aet I9Fevicle a miclclle aame er iaitial, eater 
"}IMJ>r' iH the "Miaale" fie! a. 

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 Form G-639, always use the name and address of 
the requester in Section 2, "Requester Information." Never 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 ofFonn 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 CD'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 may 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 4 lines 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. 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 finn the attorney is affiliated with, or, Attorney at Law, or "c-o" and the 
law finn 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 fonnat 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 information, click Search to locate requesters with matching 
information. 

''"' ,,,~. 
,,;;., '"me 
"" ,,,,. 

''"""''"'E'""''" - '" ·.,.,. 

get any to your search, you see a screen 
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(b)(6) 

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: 

Name Name 
Sauerbrate-n 

l~$i~i:ii~;;2:i:iiiJ Sauenven 
Scott 

__ , - Page 1 of 1 ,_-

~~ 

Sheppard 

Simmons 

Simpso11 

And it will populate the requester infonnation like this: 
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(b)(6) 

Offkej !!AC 

Received 

'i!1 (. 

Pro£essing 

BAL"2G1COOOJS IREQ 

S<anne-:1 
03(0.:1-,<201() 

Status Request Case Creator cctestb 

Final.".ction 
Web Entry 

Final ReDlY Due 

( """"-,1_,_,-.. -:m.--e.·~.:b~-~.,,.-:~i~.-:.'' ... : •. ~ •...• w ... ----------------.i'odili'.i'"'"'""f"'"'•e''----, ] 
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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: 

f,r<t ,,, ... 

>,1;., IJom• 

'Mr<<l.i 

~""'·" :-

:- ''" 
-' ''"'"' 

When you click Add New Requester, you will get a dialog box that you fill in_ You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 

'"" "''''" 

!_-~-;;_:; :;:_;;;_,_:;-_! 

6.2 SUBJECT INFORMATION 

"" """' 
''"'00"' 

After saving, look to see ifthis is a self-request. If so, you can copy the Requester lnfonnarion 
to the Subject: 
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(b)(6) 

(b )(6) 

Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 

First Mid<Jie 

:~\>el<1lle 
,l.-1\lumberf'-""''-------..._, 

T,.;.pl"~; _________ _, 

6.2.1 Name 

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 infonnation 
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 infonnation 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 
format: 

Correct: MSC0412360000 

Incorrect: MSC-04-123-60000 

6.2.3.2 Enter the receipt number with no dashes or spaces. This format 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 Staffing 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 information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information 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 

3 . 

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 1). You specifically requested [enter 
specific document infonnation here]. If you ,,,-auld like a copy of all your records, please 
send a written request to the address above, otheflNise you will 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 
FOIA/P A 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: 

• Fonn 1-862, Notice to Appear, documenting a future scheduled date of the 
subject's hearing before the immigration judge_ 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject's hearing before the immigration judge_ 

• Form 1-863, Notice ofReferral 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 
detennination 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 tenns 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 
_Q;.\f..Qi.~.\f.O.LA-_LLB.RAR.Y.\C..~.~-~~C..r.~.~!s;J~.~f~r.~n~.~-~.\C..il.~LC..r.s;!!t.~-I~m.P.I.Il!~-L.~.Us:.r.~. 

6.3.1.3.8 If the requester did not provide any documentation or if the documentation 
says "a date and time to be detennined" prepare an acknowledgment letter and click 
"Add Track 3 Denial Paragraph." Proceed with creating the case. 

68 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:--JLY (FOUO) and is intended for intemall<ational R<lWI"ds Cent<lf u!'.<l only. It contains 
infonnation that may be <Jxempt from public release und<lf lh<l Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled. transmitted, distributed. and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive Bnt 
Unclassified (SBU) infonnati011 and is not to be released to the public or other personnel \\ho do not have a valid need to know withont prior 
appro\a[ ti"on1 the FOlA Ot1lcer 

Updated on 12/19/2011 

912 

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



6.3.1.3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

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 
Type 

~~FOJI~A<~~ :~~~-
Pri,.·-a;:y A.ct 

1· Amer.tlmer,t 
PA Amendment 

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,.,:··· 

: Attt:me'i 
:ccmmen::;-al 
: Ed:.~ catfcr-..! Sc!e '1tific 
iF::;rei;;;n Go·.;erni!lemt 

:mhers : 
[R~Esent.ative : 

@~;~: 
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 firm's letterhead. 

• Commercial 
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• 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 103 2(a)(3) and 292 l(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 firm. 
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 
supervisor for further guidance. 
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6.3.4 Category 

:App,z.alf 
'A::>ylum 
i Child Support 
-C~ti.:~:;::n~c!--;ip N~tiof'1a1 Rev~E·,I
: Ccnsu1tatir;:.t; 
c:ontfa;::t 

:Debts O•voed 
DtW! CtiZEn::J·i3p 

iF i:!flllly HIS tor·y 
H-<iltl3f:: R:eh;get rrmnigu~b<l 

iH.mdbooks, Manu:als 
hht2~it;;::r;((? 

dntern-$Ji Audit 
i l!'r<t%Lg::>U,ns 
:u;::ga1 k11'fl1Qfi:ticn & F.amlly __ : 
:t~;,::snnt\~1nft::Jjmir~ Appe~! 

:Me:dKal Hi~b:>ry 
,NOK Adtk$S:$$5 
:Nicaragy:~m e.. Central Ami?t 
:NW-A"F>lt.> ~..li&tel·ial 
OTHER 

, Pt-nSit<rl$ 

'P~nH.mn!?J 
Yroot of Natunlir&tiO() 
'Rd-erraf 
: SFR Ca51'tS .at NRC 

:~-
:'>i'ra:;;H, Fr,;Jud, Abus\\l ~.# .. 

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 of living subjects 
b. Naturalization records on or after April 1, 1956 
c_ Visa records on or after May 1, 1951 in A-files 
d. A-Files above 8 million (ASOOOOOO), 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 Forms on or after May I, 1951 in A-Files 

71 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:-.JLY (FOUO) and is intended for intemall<ational R<l<Xlrds Cent<lf u!'.<l only. It contains 
infonnation that may be <Jxempt from public release und<lf lh<l Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive Bnt 
Unclassified (SBU) infonnation and is not to be released to the public or other personnel \\ho do not have a valid need to know withont prior 
appro\a[ tton1 the FOlA Ot1lcer 

Updated on 12/19/2011 

915 

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



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 I 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 infonnation relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group- Requester(s) are seeking information 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 NR!:: .• JQIASIG 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 
detennine 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 information 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, 
1906toApril1, 1956. 

b. Microfilmed Alien Registration Fonns (AR-2), from August 1, 
1940 to March 31, 1944 and Alien Registration Fonns from 
March 31, 1944to April30, 1951 in A-Files. 

c. VisaFilesfromJuly 1,1924toMay 1,1951. 
d. Registry files from March 2, 1929 to March 31, 1944 and 

Registry records from April 1, 1944 to April 30, 1951. 
e. A-Files numbered below 8 million (A8000000), and documents 

thereindatedpriortoMay 1,1951. 

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 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 person who handles genealogy 

cases (currently I t"ith 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 cr:S v 

CB::> : 

l~ 
The three possible selections for Bureau are: 

ICE- Used to identify requests wherein the requester is seeking infonnation 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 ofEntry, 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 request for expedited treatment? 
Ex'"'-edlted: Net Re-questerl . "::! 

" ilmi'l!!illWII!-
:Reque:;ted 
: Gr~r.ted 
:cenied 

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. 

USC IS will grant expedited processing if the requester establishes either: 

(I) 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 
infonnati on. 

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 CF.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 ofthe 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 

!lurd·, ;,(!, [)<_,;.oj~~;>~.<.; c~~C:s 

(:~~-~t<;> A ddt~'""'·): ··:~ ,;.;;~ 
.-;,i!:i\•: hi" R'!tl!.i'!)t 
-~<it.,n,~w1.;,d<;;e~'"ffi u,<:r,.;;r· 
:":n.o! A,"l'.:<.>:1 !."i:.~.;;r 

Sp<,<>-i>ltf l. et.Nc 
Si.N<;$ ,.W.w 
8l2!nf. l.<~tl"<!f 
lt)t<ll NJ i <rtl~f 

tiiidiii·~,·~~kPi!i 

,,, ... ,,, .. ,,,.SM!Ji/ .. , ... 
not Smrted 
l'tm St<lrt.14 
ftQ\ St.1rt<td 
Nm St~rteo"! 
l'fQt !'>tmt~d 
Not St;,rtru'l 
~M ~tM"t~ 

Not. Stilrhllf 
trot Sl11n~ 
Ni!ot Slaf"W4 

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 gen€rated letter E~:pedit€d Treatm€nt FOI~ DeniaL 

Click on OK to continue. 

I~ 

A dialog box will pop up Select "Save" 
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4 
Cancel ; 

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 !lJail>er1 N::.t Fleq~..:e:rted "'-< 

tNrtttt~t#!M!MIBBJi' 
]Requi~teJ m 

'Granted 
!cer.:e::i 

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 USC IS to grant a fee waiver: 

1. The disclosure of the requested infonnation must be in the public interes~ 
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 oflnfonnation 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 form, 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..Qi.~.\f._QJ.A__~_m_RAR.Y.\(:!1~~~~I~~1LR.~.f~I~P..\-";.~~\(:_~~-~~~.f.~Jl:1~-I.~mP.1M~~~-~tt.~r$.\f.~L 
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 infom1 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 detennine 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 

lu Print To col 
D P.A Cited 

: In- Litigation t\ 
D 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 fonnat. 
The acknowledgement letter templates reflect the change_ 

RULES FOR CHECKING "PRINT TO CD" 

6.3.8.1 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_ fu 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? 

0 Print To CD 

[J PA c<ed 

·- In Litigation <.\ 
U In Circular Search 

( _ : De-ltnquent) 

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. Ifthe 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 

,,- ReqUiffit&'iitf-MiUiillO.f'- ,,.-- -----

s .. ge-folorgan _-, •.c-.' '·-' 0, 
123 Dr~>"~ 
L~es Surmnit ~!0 E>408il 

(:5l.J:I 555-5555 
";5555 - -
sa;;~e·:~rrah•Jo.~m COP\' to :OUbJ<:cl 

To view other cases for the same requester, click the Query icon next to the 
delinquent notice_ 
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The query results appear in a separate window. 

-f/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 NR.<:: .• .f!!'.SP.RQllLiiM (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 
detennination. 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 infonnation (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: 

C.3S~ ActiOJ'S 

,,,.,,,···,:···:,:StitJ~·:,:· ,,,.,, ......... . 
Not St11rted 
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 FOIAIP A 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 FOIAIPA 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: 

... Sa-..:e .. tr1 

6.4 SEARCH FOR DUPLICATE CASES 

Before you begin filling in the worksheet, 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 tum, 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 Gl, 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. 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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'T-11<.>,; ,- i)D;,,·- -- __ ..;'Q~<l¢ .;"-t-~~h 

~~r,t:r.;,: ":t::Y<i;l\': 

R,o,\~<';l<'' i_g> :~;>·\\~: i;,:.::,,::;_ -
R_,~')~>:S~ .,,- ~., >~ fJ~"''' '~l;,t.;:,; 

;~~.r.:M\<:r l·l:~·.i:* tJ ""'~.--

~~";•>•;: lo>so N3CM:j> ,_,,· ·.,,. _._.., ~> 

;>,;hw.n-,-.:': ~-<a·n~,=t,:--- _ 
Sc:t-;•, ' 0!:<-'C"< ti~"''': ·, ,. I ,_ 

.................. 
-;.,,,.t 

Ordinarily, you will get a blank result 

fi:): !::~;;;::·;;r;;,:':~:fih, ProcltssR-1q 

Click here 

, · ---.:. ---t6ilfr&---.:-s~;~~~i~irii~~~~~~·i· -~~J~t~r·~-,i~st---:.:-'il~t-'· ---'Miiiiii~ --fntifFA_-_,_,---- --- -----~~til~-c.a~eii6W· fii~r ----.:i;;----
Noo,~rer lll5t Nt~me fit-st Name Name N<t!lle Ne~me Number Action titig<ttioft 

84 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:'--lLY (FOUO) and is intended for intemal ]\'a tiona! R<l<Xlrds Cent<lf U'-<l only. It contains 
infonnation that may be <Jxempt from public release und<lf th<J Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled. transmitted, distributed. and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive Bnt 
Unclassified (SBU) infonnation and is not to be released to the public or other personnel \\ho do not have a valid need to know withont prior 
appro\a[ tton1 the FOlA Ot1lcer 

Updated on 12/19/2011 

928 

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



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: 

------ -,--fi>ii~i=iiHiilm&.i''!kiili~f --- --- ------ -,-ii'~iRii;;;ti;i'ii-itmiio<i'f-&'~--i'ii~fti~iilt-,- -,--,-,--{i~ -,-iihliii:ii''i{;~ftkiiiii~'-

t.M 1'1~m~ Fb1 U8JM U~n"' *'!«!~ 
... _ ·• ..... l'-' c'. ·,_ ·, __ 

'~·:·nt·,,n;· J §}@;,CC<e~·">>·~::o 
---- \.i~lt' ---- ----- -,---'!iii\Pl~- -,-----

(' < '>':~ '~.w; tic! :!it~rt~~ 
:;~~-""~ c~, u~~~~·:·t< c·~~.,, ,.,~>1 stort~ 

I'<»< l<'f ~ t~.?* ~"·"~>;' ·.v.1~;<",: ) 

~~~-------------------------------" 

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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-f,tJ;;#ik,;tJJ[k,.i, 9fQf.W>Hog Ff;<~ !n/<)tm<<l:OM 
.,., .. ,,,. ,,, .. ,,,. tkiiftiii 'Nt~me:;F &m~;etl' ,,, .................. , ... ,.,. ·~i 

l-<l~l 

;-&1 ~-o;! NRC2~-' ~0V.~~5Q..J Si::B,c'2Cl•J c :OO:Of.> 1>"'1 F:q_, 

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 G l 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 detennine the case is a duplicate of another case, you will 
select "Set this case as duplicate to original case" as follows: 

s~t th~ .: .;r:;~ M <k!l:~· J;e t'; l:n;wW O$<:
~"an:h (OrJlpi<::t:;; i ! S;::.:;cc:C .;,g<J;r< 

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_ 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 information 
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. 

cas-e A.ttions ¥ 

Cr~at-e ;l.Q<:Iition~l Cas~s Not Stilrtl!d 
Cr~ate F~e Requ~st Not started 
;\,cki"IOwle.dgemmt Lettf'cr Notsta~ 

Flt"\3! "-~10n Letter Not stllrtd 
Spenah· Letter Not Started 
Stal!.:s Lett~r Not started 
Blanl-' L~tter Not startd 
Interest letter Not stilrted 
Ewed!t£<1 De~iill Letter Not Started 
Vaughn lnde< Letter Not started 

Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type infonnation into other fields to use as search criteria. When have entered 
all criteria, click Submit 

The Search Results screen lists any FIPS cases that match the selected criteria_ 
87 

WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:--JLY (FOUO) and is intended for intemall<ational R<lWI"ds Cent<lf u!'.<l only. It contains 
infonnation that may be <Jxempt from public release und<lf lh<l Freedom of Infonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled. transmitted, distributed. and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive Bnt 
Unclassified (SBU) infonnati011 and is not to be released to the public or oth<lf personnel \\ho do not have a valid need to know without prior 
appro\a[ ti"on1 the FOlA Ot1lc<lf 

Updated on t2/19/20tl 

931 

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



(b)(6) 

To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 

Cas~ Info 

~~· 

01 ~" 
'iii 
<& ~+' _.; 

'iii~ 

~:k·'· 

6:0D:GD Af.-1 Johnson Esq lauren<:ec 

i5:0C>;OO M•1 5te~l Esq Rich~r.j 

1:34:12 Pf.-1 Sit~l Sam 

1:34:12 F·r,1 Site I sarn 

1:22:.:1./ Pf.l Sit€1 Sam 

3:02:43 ~·~1 RIChards Tifll 

N3lub·uama Te·Jpista 

Sl)·ll u" &:.ok 

Srt:el Rick 

Sltel Rick 

Srt:el Rc·zAnne 

Richards V1Vi "'' 

A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Pmcessing 

Copied 1 documents '"'itbout redactions. 

The responsive records now appear in the Contents List of the new case: 

~Eir;;;;~;:r;,;:g;::Mt:" Tasks 
DisGUSS,OflS Casw Actions 

:---:,:- ,,,-tilii@~i~t't~-,,,---,,_ ,_,_ ,,,-,,,-~~'ij: :o:_:,,,- ·,:--Pt.lii$._,_ ''':Sl:!tik''' ,,,-,,t:Ui:ii:i)Utitf ,,,- )i.:iiN~ ·,:---:''M-e·,:---,,,_, ____ ..... 

[l N~~\1*1¥~4~r4s;.] ~~ f ].] ~~ : ~ ~-19 i i ~-~ h~n~~( ~ .fld~( ~ ~ ~~ ~f2:<fqo;o:,3~2H:'!iP~( ~: ' 
::J RequHtLetter 1 1 5canmod Si20/2D-104:04:41 >•M 

7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 

"'Consent'' for the purposes ofFOINP 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. 

5 US 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(f): If you are making a request for records concerning (a living) individual 
(other than yourself) ... 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 Fonn 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 
---,-----: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. No consent is necessary from the minor child or the 
person judicially detennined to be incompetent, however the parent/guardian must provide his or 
her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. § 
5.2I(e)]. The case processor will have to request more infonnation if he or she cannot detennine 
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 USCIS 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) Veriftcatwn 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 information, please select "Final 
Action Letter" from the Tasks tab, select "FC" from the final action codes list, and paste in the 
body of the "Unperfected Request Letter'' which you may find in the Case Create Template 
Letters folder of the FOIA Library. 
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 US.C. 1746 (penalty of per;ury m ileu of notarized .wgnature). 

The notarized signature of the subject or the signature under penalty of peijury 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 
peijury 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 peijury or a notarized signature_ 

A current photo ID is for information purposes only and is not verification of identity. 

"Verification of Identity" for purposes ofFOINPA does not include a Fonn G-28 with a 
statement made under penalty of peijury 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 peijury must confonn to the 
requirements of28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 
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Wherever, under any law 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 S\YOm declaration, verification, certificate, statement, oath, or affidavit, in 
"'"~iting 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, verification, or statement in writing of such person which is subscribed by him, as 
true under penalty of perjury, and dated, in substantially the following fonn: 

( 1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of perjury 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 commonwealdts: 

"I declare (or certify, verify, or state) under penalty of perjury 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, please select "Final Action 
Letter" from the Tasks tab, select "FC" from the final action codes list, and paste in the body of 
the "Unpetfected Request Letter" which you may find in the Case Create Template Letters folder 
of the FOIA Library. The exception to this rule is a Third-Party Request (see paragraph 74) 

7.3 Reasonable Description of Records being Sougbt: 

If the requester provided all elements required by 6 CFR § 5.2l(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. 
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Please request the additional PH 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/PA 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 PII, 
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" 

;:;e-;v;.~ r.;,· o~>'"c•t-~ C<-Ho 
cre,te ~M·orol ceo~< 
Cte51c~ fti~-P,e>'llJ~'<t 
;;,,.r_,,;,,.;:t;.rr,..,,t L~tl~r 
f>M' ~otJ~n =-~t:" 
Speml,-,· L~c:::•' 
o'ht•c< L•tt~l 
Sl:.t•K L~..,-

Nntst~rwl 

NotSto~ 

Notstotted 
Net St"<te:d 
llotSUirtM 
Net Stoned 
Nnt St~rte<l 
NotStortM 

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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!lJ\;;if;l\Fil:rdif\h, Pro·:~ssing F€'! Jnformati>:.n 
a&'rtfl~~f!htiJ!h~~<"QPHt'i~k'''·.-,.·.··· ·· ··· ··· ·· ···· ····· .... _.,_ ..... ,, mH6ki~f'tiJCtt&~inttR~ifi!tr'' ...... . 

;:;,~ Estinnte 

LJ Ad"'~' "'""" ""''"'' 
0 !>.d<:1 Lost F'''" Pa:·.ag>"a;:>h 
[J /id<:l Tr<lck ~ D~nia: Pat·a·~ra:::h 

-Aaditiijh~i'bl:rilijfii~V'--

~~,;; ~-ptk>i)S f<:,uf'd. 

!other Requester Documenta~onl. 

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 information after the "Other" checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked "Checked" and then click OK for each item of information you 
need: 
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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 a 4~>N, .,le~~em~"t l~tt~r-F(\[~ 

0 
0 
0 s;;~ffin~ L~tt~r- fCE ~[)F 

0 R~~l>-">t SLJ~:·I= .. :•I'tln~ Do:u:l!e<lH 

0 ft~·NO>t "~tl~f 

Click "Open": 

E-~1t1~·; 

P~d<fl·J C:RCJ- SS\ S~ttl~ 

P~ndl"!J Dt:C· · SE~ S~Jltl<i 

E·;:l';i~Q ORO- SE.::. S~~ttle 

S:al'ne-1 
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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." 
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Click 

When the requester provides the additional infonnation, A FOIA/P A 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 "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, USC IS 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 not entitled to any public documents that may be in the file they are 
seeking, nor docwnents 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, close the case as a Failure to Comply_ 

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 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 

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 
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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 
<NRGJ.!P.S.~RQ.l?.P:;M), or in other situations to the MSB mailbox (t!R.G., .. !:ffiJ:JQI_AMS.I?} 

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. USC IS 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 .NR..C., .. f..O.l.A.Q.A 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 ofNebraska." 

Otherwise, redirect the requester to Department of State. An example of a "re-direct to State" 
type request might be for a Bl/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_" 

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 
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order, where a record, either on its face or in conjunction with other infonnation, indicates a 
violation or potential violation oflaw, 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 a1ien files to other Federa1, State and loca1 
government agencies as a nonna1 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 
FOIA 

8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Crimina] 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 a1ien fails to attend his or her 
hearing, then he or she forl'eits 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. 

We no longer process requests received from immigration bond obligors or crimina] 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 a1so include the requester's name. 

OA room will mail the request to the following address: 

Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIAIPA Unit 

101 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:--JLY (FOUO) and is intended for intemall<ational R<lWI"ds Cent<lf u!'.<l only. It contains 
infonnation that may be <Jxempt from public release und<lf lh<l Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled. transmitted, distributed. and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive Bnt 
Unclassified (SBU) infonnation and is not to be released to the public or other personnel \\ho do not have a valid need to know withont prior 
appro\a[ ti"on1 the FOlA Ot1lcer 

Updated on 12/19/2011 

945 

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



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 information provided on the request to locate an A-number. 

If you locate an A-number, compare the infonnation 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 
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 Larimer) 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 term "bracero" refers to an imported fann worker from Mexico. "Brazo" means arm, and 
"bracero" means a person who works with his arms. 

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 Up-front Approver. The 
supetvisor 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-
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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 MSB 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, peiformance 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, 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 infonnation. 
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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). Infonn such requesters in the final action letter that they may access their 
OPFs on-line at: 

http:! I cbpnet. cbp. dhs. gov lxpl cbpnetlhnn:ifor _em pi oyeeslinfo _about _you/ eop _folder I eopf _I ogon. 
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. 
-~~Lrt;iTt~J1iWh rr.,~~e%~-
:f:tjf~t'Aaio-ni~u4!r::':-'-'"" ,_- - -, ,_- ______ , "- -,_ ,_ -:--::,::-:,:-- _,,-:,,:-,,,-.,_,_ Fi~& A:&il:i~: FiitiJ~Ik-QPti&li''--'"' :.:--:;:_0o_---o-----

:::;-p·o:..qbcat-< 
-FR~,;--m,atecr :n i"irr(>" 

-tJR:f.lld ~<O:U-!'df 
:m:H\e:d~:<tct~<:! to Ji~(l:h-:;r :::g0nc~ 
J;F·_ii_\'i".''"i<1r) t.\1 ;-:t 1)~1'S (tHl">j'.'-''''='1t 
:'f1 :U't"'blf, ~<· I<)<;P:s; r'"<;r:-td'i' 
'':.'iD:R-if{j<_l~S~ c·:i!hdl'~-Nb 
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8.10 REQUESTS: Red Cross I Last known address 
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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 f!!.JJ.ti.n~JJ.$.~ category. 

8.12 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. 

h1 your FOIA request you have specifically asked for the retum of original documents. 
We will provide you '"'ith 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 fotwards any requests for return of 
original documents to Case Resolution. 

8.13 REQUESTS: Privacy Act Amendment 
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A person who is a United States Citizen or a Lawful Pennanent 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: 
1. 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_ 

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 detennine what that infonnation 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 infonnation 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_ 
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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: 

[().;~~ iD' ;'''§ i\"i.i~~;;;:' 
:-~~r~;·::r:r::~:f\f1i2t7::: 

/i~Pr~\J~Sm!s ... -···· 

25tr2 

[k!pQUn:erlt !lf~41!1mn1ty 
U.S. Otimsh'Lp and ~ Set>:icet 

Select "Print" FIPS will then print out all the pages ofthe request Get those pages and take 
them to the designated appeals POC (Currently Claire Gage). 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_" 

! • 

~nd t0 :::t::~ean:h 

8.17 SITUATION: New requests received on the I-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. 

Form 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_ 
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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 infonnation or consent is not necessary, send the case to processor. 

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 NRCJO.IA.PRO.GRAM~.McP!mie.l.,.M;m;i.a.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.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. Infonnation 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 .C.~~§ . ..S.J?.~.9.fi.9.~JLQ.n~,J.:.ID~9J.Y..1.{Q!.b.5:r}. 

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 
INFOPASS 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 

108 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:-JLY (FOUO) and is intended for intemall<ational R<lWI"ds Cent<lf u!'.<l only. It contains 
infonnation that may be <Jxempt from public release und<lf lh<l Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled. transmitted, distributed. and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive Bnt 
Unclassified (SBU) infonnation and is not to be released to the public or other personnel \\ho do not have a valid need to know withont prior 
appro\a[ ti"on1 the FOlA Ot1lcer 

Updated on 12/19/2011 

952 

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



ATTN: Records Service Branch 
1200 First Street, NE, znd Floor 
Washington, DC 20529-2204 

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 
Case Specifications, Category 4 (Other). 

If the requester's relative is deceased, he or she must submit the request to the USC IS 
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: 

1l1is 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 \Vith our USCIS cover 
letter and envelope. The records that \Ve release as part ofthis 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 pennanent 
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 
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"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.'' 

NOTE: You may find the complete list of criteria in Section 3, "Category of request" in the sub
p_a_r~gr~ph_::.OEN.'' 

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. NFTS may show that the file has been retired and is at a Federal Records 
Center_ If that is the case, request the file_ 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 normal 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.4_~~.!1~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 
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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 
kidsofk.athmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information_ Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1. The Prospective Adoptive Parents (PAP) have the right to all information 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 . . 
supervisor revtew. 

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 information 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 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) 
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 infonnation. After you exit from the Word 
documents, they will appear under the "Contents" tab: 
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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 
information. 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 infonnation 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 infonnation should be referred to 
CBP at the address shown below. 

U_S_ Customs and Border Protection 
FOIA Division 
799 9th 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 ~u<:..>..f..QJA.S.lG.- 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 infonnation 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 Entr.Y!E.~.i.t.C:.~P.. infonnation above. 

10. 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 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 infonnation is present, the next step is 
to request the records that are responsive to the request. 

How do you detennine 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 
infonnation to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to detennine the subject's alien number or receipt number. If the requester did not provide 
enough infonnation 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 NEYJ);IJ cancel the file request Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A-number provilkd 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 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one_ 

--:/---- - ~; https://nits.u>els.dh>.govrlllb/ 

ILm.ll.:m.:m.m.ll.:m.:m.mmmt~aml!l!ll!WIIIm.m.ll.:m.:m.m.ll.:m.:m.mJ 

To comply v,ith password securit1, standards, 
NFTS passwords are now case sensitive. If 
your password was created or reset by PICS. 
please enter yom password in UPPERCASE to 
login. 

,''' .,. ,, ,., ''' ,., ,,-,u~JUh='' .: --- -
',,, ~'~ ,, '~' ,,,~WJ~, ~,, .. ,,, ..... 
:\.~.·,I~~F~.~.·J §~;,;~?,·;i;0~~~ C~.~§~,;tJ.~, 

Pl~ase enter your user id a11d password, 
then press tile Logi11 button. 

;~~o.;;:+::<:>_.;:l> <l <.;: !'> 
' ·~·.· 
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12.1.1.2 Submit your location 
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12.1.1.3 

NFTS 
:;- ,.~ Transactions 

Desk Audij 
• F1le Request 
·nn: 

Re-Assign 
-' Rece1., 

Request 
Re~orts 

~ ,,.,; :::;:; 
• y,~,; 

Select "Inquiry" 

.'sewm ·-:,-F.wontes 

Offke-: NRC Name-: W\RK POWER 

S•cti~n: AA 
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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. 

Offln: NR( 
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12.1.1.5 The search result provides several pieces of information_ 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 infonnation and we should look at it 

Genef'id hlquiry Fer AO ... 

location 
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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. 

• Comments may be important because a File Control Office may not be able to change a 
file location to "LOST" in NFTS. When that happens, the records person at the FCO will 
notate in Comments that the file is lost If that is the situation, please refer to the Lost File 
Flowchart in Appendix H of this guide_ 

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 DP, we staff to DRO. If you don't already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That's important for staffing . 

.. .; 
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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. 

'lie Edt Go-o Favorite< H¢ 

Jj : _ ,·: _,. .' s,.-m .. · F"'ont<s 

',., 
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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 ORO-SEA_ Note that the quickest way for me to find the 
information is by searching "ORO." I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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12.1.1.11 Generate the file request 
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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 
We will scroll down the ORO list until we get to SEA, select it and then click Request File: 
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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)." 
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As soon as I clicked "SAVE," FIPS opened the staffing letter for me in Word. 
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flU·til<"l· tli~runion 1\ilb yo11. 

,.._ Shou!J Y''" uu.l <>ih~•· .li!>'J>bm.~ 1>1 heh~;·t tim J't<tlled sh<>ul<ll•e ;t~f!Cd I<> ~uothtJ ntTJ~e. ple~s~ 

:" nl ~ -~ t1 .\ .. -- ... - '•'- '•' -... -- ... - '•'- '•' -... -- ... - '•'- '•' -... -- ... - '•'- '•' -... -- ... - '•'- '•' -... -- ... - '•'- '•' -... -- ... - '•'- '•' -... -- ... - '•'- '•' -... -- ... - '•'- '•'-

,~~~~MLLrlf~~~:.=sLaaal_ 
P<t;Jel Sa:l 1/2 At4" Ln23Col19 Englsh(L.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<-<1111~ 

l-'~·rir>< Ntt~ti,·~ 

I •e1t1fv th~t I~~~~ r•~1'(1Mil•l< fo1 th~ '~~''II (If r•••lr;Ji> ~on<hJ<l•<lm my off"·• euc•.'lll[>a">ed h~ thl' 
l'f<J1l<Ol awlth~ alfa,ll~<l r~.or<l• W<J< the <>lily HI<[, d<J;;Juuoul• to.~ted ul r•'1'"'bf to tl11-- r~<J"f'l-

_________ Date< ___ _ 

T1tl~'----

Tdq>hone= ________________ _ 

Attacluu~ntr:( ~~ 

. ""' '': '· :' "; ' 

, ' 
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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. 

Offk~: i·iR': 

S:ecti~n: :-''' 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it 

1 mtib, t("'' 1 '"" '"l'''"'·Wk h.; oh< «.»dt "'<<tO>·{\ ''"''I"< !•:d '" "" •>It•« '""''"I'"'" <I b, !hi:· 
'~'~'"·'' on.! t!>< .1>hdtd ><'<'•l :k ''""' dt< .......t;· ""-!> rl"''"""" · l<'•"t<,! "' "'V""'" I~ tin·· «qll<'i. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 

"'~""'~~~- ................................................ ., ll.>t• .................... _. ..... . 

T<I<JII"'"<"---
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Next, highlight the whole area and change the font size to 12. 

Tttl•--------·--·--·-------

ldoplwne "--------------------
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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. 

Rtsok~ 

I'Mih>"e N"~~Jfi-,-~ 

I .:e1b.fy d1nt I. · by thi~ 
H'Juest .md the . 

1\ 00 you wort to 5.3\fe te changes to lf!C201(1}0080~_3_5HIFFJI~_ ~:F _tCE' 

-~· 

Tekvh"'1e "'---------------------

_-\It ~(hmeul>(>-1 

---- .. , __ ,--
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12.1.1.15 Save changes and check it back in 

:J R~SPC·Il';l·;~ R>eccc•1; 

:J 5t3flin·;J Respcnss 

EDit 

'~<>n<o~~ Do<:~":llleflt 

I S<~t~u:l;.sDgl!!$c ;\:hocl. m> _ 

DiSS·.IS?·OOS 

~:J~vifffi'ijJ:reoock ln)J 
':~n;;~l L~tter 

r;;ndn·,,J DRO - SE.':. S;;~ttJe 

' >'>lXdW,•J ORO · SE~ S~~t~e 

• 

hl:q:l:{/Z02apcrTc22: 700 l{sorlora;forms{Chedlrflestore.jsp?docld=5065 

My Recent 
Dornmen1s 

C.l 
Oesklop 

MyOocumenls 

My Computer 

·.:-- 'j 

"'" ·-"' 

... • JaVa 
:·:;A~;picatJcn Data 
::·:,Desktop 

_, __ -, Favont€s 
::·:,LOC~nt 

.Local 5ettilgs 
~A-1y Documer1ts 
,)My Recent Dowments 

~~;NetHoOO 
-.--10racle Jar Cache 
.;.~PrkltHood 
.. .l5aldTo 

'"~startMeru 
... :Templates 
--_- erstream~load 

My Network 
Places Fole name 

· Open as read-only 

After this, send the case to "Pend." 

12.1.2 Two or more A-numbers 

C Globa1360_up:lown_verSIOn 
-1]NRC2010000511_6_REFERRAL 
'iNRC2010000Sll_7 _FA _PO 
-"£NRC2010000002_3_CNE_FAGE 
'@NRC20 10000002_6_AK_FOIA 
,~j:NRC2010000004 3 FA RF 
f{!NRC20 10000004= 4=REfERRAL_}.GENCY 
:f))NROJ100000C6 _3_STAFRNG_FDF _ICE 

:c-':NRJSER 
- nti..F.ier.dat 

Click 
\ 

''-:---, 
[ .Qpen 

C~J.ncel 

il;'5f2Ul~ S.32:r ;;.~1 

'i-'5/201~ 5:32:~5 "''·1 

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;.\B.!?.f.QrJ;LOp~.f'.!lf.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. 

12.1.3 ConsolidatedA-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 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 primaty have been 
consolidated into the primaty 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 infonnation if the requester/subject provides all of the required 
PH (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 9101, 9101-
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) 

lfthe 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 
CLAllvlS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Stafting Scenarios- Receiet Files for 
additional infonnation. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As ofJune 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 1 0-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Fonn 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 
infonnation. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt infonnation into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example ofthe correct way: EAC0812345678 
An example of how NOT to do it: EAC-08-12345678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases_ The next case creator may base the search on 
"EAC081234567%," and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request 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 HBG file request. Do not request DIG T-files at HBG with RPC codes XX, XY, 
ZG. ZY, or ZZ. Refer to the Staffing Sheet Guide for the most current information. 

12.6 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. 

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 file request 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 file request and paste the retired screen print. 

12.7 Staffing Scenarios 
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12. 7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 
If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request 

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. 

The temptation may be to statfRAF ACS/CIS because the file shows available in records at 
NRC Do not do that If it shows "DIGITIZED," then staff to RDF Also include any T files 
you find in the General Inquiry screen. 

Paste in the "General Inquiry" infonnation on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T
files. MSB will know the file is digitized because you have staffed using an RDF file 
request. This also applies to Retired files that have been digitized. Do not use the retired screen 
on Retired digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings_ Notice there is aT-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to "SFR Cases at 
NRC." 

12. 7.2 Files Lost or Not Found LESS THAN NINE MONTHS 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H 

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. 

f!:fVorib:s Iools tlel:l 
' 4> &;,1< ... ' •tJ 2i Cl ~s .... ch Ci.JFavorltes \0'Media .. ;:j ' Sjy ~· .J !l 
:Actd;~,$;;;;;;;fu~;~~~~~.;;~/;fu{r;~~~~~~~~~······················ ··················;J•?Q;•:L~•;;• 
y:;,::::::::::,::::::::::,::::::::::,::::::::::,::::::::::,::::::::::,::::::::::,::::::::::,::::::::::,::::::::::,::J'"''~'"''"''"''~'"''"''"''~'"':t'"'' 
· ··:::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i:.·.s~·::-~·::::.·i 

General Inquiry For A0917 

,, 
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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. 

: : t .I I ill I i :::::u::::u: 

&9:15:36 

A#: "'~' ., ••''-' NFI~ E: ,GLORIA DOB: 846919 

P~fVIOUS F"CO: '" f(O CREfHING SU6- FHF.: 
CURRENT FCO: "" t? REQUEST FCO: "" 

FIH lOCATED lND: ' (NOT FOUND) 

S~a FILE CREATION IND: 

I)AH FTR: &41226€12 iM~DOYYYY) ACCfS$ION NU"BER: oeee 
OAH FTI: 941526&2 IN$ BOX NUHBER: 
DATE ne: &4162662 

RHIUEST NUNIHR: 
P<~SONIACTION: CHUIBP 2ND P.EO.UHT DATE: 

3RD REilUEST DAH: 

·YOU HAY REQUEST A DISPUW OF ANOTH!:R A-HU 8\' KEYING A DHH~~NT A-NUIISEil. 

CLEAR EXIT ff3 RHRE$H PF4 Fl$ HENU PFS HHP PF6 C!S Hfl!N HNU 

3270 

When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO file request (include the FCO that shows the file is lost). 

Exception If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under "Create File Request" mark the box "File Missing/Lost". 
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2. 

3. 

4. 

Check File Missing/Lost 

Select Lost File at FCO: 

Click Request File 

Modify the letter 
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(b)(6) 

StaffW. to: Lost Filt." at FCO: SND 
CIR(J'L :\1. - SI'EC'LU.: LOST mE SEARCH Rl'QlTEST 

Offi1~ Cock- NRC ('onaol Ntunber- NRC201 0000803 D~t• December 6, 2010 

Ali~n N•u~~~~~~~~--.,, ~nl>J~<r Gloria Dtaz Hernandez 

The attoched FOIM' A reque:~t i~ furwar.!ed to y(JJI" office furaclloo. 1\s a result of the allachW s:mem search. we 
request lhat you conduct a circular I special/lost file search for lhe subject reccnls 

Please cailfy byycn.ntgnaloce alJ.i ilatetml !be lost I llllSiilllg /not f~ rennlha> teen plao:ed Oll thnu-o;ular I 
specoaltlo>l file searchbst and 111 locauon '' acUvely being sough! or that lhe file has been fu\llld Tills file 

_.,; on the cirrular I spe::Ja! !lost file search b.!, 
is attached 
could not be located 

Printed N3me 

Date 

Generate the acknowledgement 
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A(k:lrKe P.:lvment R!i:tunK<:! 

:.~-:-: /t1d lM:t Fii~ >!3r3~,~.;,p~, ,-!$··'-"···'-"·""··'-'··'-"···'-"·""··'-'··'-"···'<"··' 1 · 
---1 Add T;·.o;d:, J O<!ni;a! Par<JgraFh 

2. 

Click Add Lost File 
Paragraph 

Click Generate Letter 
' j 
j 
j 
j 

! 
t 

FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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When the case create process is complete and the creator is ready to exit the case, click 
the "Pend." 

12.7.3 Fi/e.s 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 paperwork retention guidelines_) 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H 

12.7.3.1 If the A-file is lost but other records exist (such as receipt files we would 
nonnally request or other a-files), please go to paragraph 12. 7.3.9 now. Othent'i.•ie, 

a. if 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 
PCQS, 

c_ and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: 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 
Discussion. 

12. 7.3 .2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now_ 
Othenvise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to "Lost File," create a 
Discussion with the subject "Unit Chief' listing the date the file was 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. 

12.73.4 Ifthere is no CIS screen referencing "EARM" "DACS" or "NAILS," 
please move to the next step now_ Othenvise, if there is a 9101 screen containing "EARM
X' "DACS-X" or "NAIL-X," or if there are CLAIMS screens showing "NAIL: Y" or 
"NAIL: N," go to the next step. 

12.73.5 Create a Final Action Letter and select the status UT. 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 @able to locate a physical file, we are including screen prints 
of the electronic record'' Go to the next step_ 

12.7.3.6 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 Up-front Approver_ You're done, unless the case is later 
returned to you for further research_ 

12. 7.3. 7 The Up-front 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. 

12.7.3.8 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_ 
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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, including T -Files, wherever they may be, 
including NRC) Request the additional records. Put in a Discussion that reads: 

12.7.3.10 

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. 

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. AnyT-fiies? Yes __ No __ 

1. If yes, have they been staffed and scanned? If not, please do so now. 

c_ Consolidated with? ---;-------,-----,--.,-----,----:;: 
d. Does 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 PCQS for any indication that file is with the naturalization unit. 

NOTES: 

150 
WARNII<G: TI1i~ guid<l is FOR OFFICIAL USE 0:-.JLY (FOUO) and is intended for intemall<ational Reweds Cent<lf use only. It contains 
infonnation that may be exempt from public release under the Freedom of lnfonnation Act (5 U.S.C. 552). This docmnent is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with l::kparhnent of Homeland Security policy relating to Sensitive Bnt 
Unclassified (SBU) infonnation and is not to be released to the public or other personnel \\ho do not have a valid need to know withont prior 
appro\a[ tton1 the FOlA Ot1lcer 

Updated on 12/19/2011 

994 

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



12.7.4 Staffing FAQ'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. 

0: Which file request do I use? 

A- Each office has its own file request 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 request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet 

12. 7.5 Records Indexing I Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Setvice 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. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR In these instances, staff the request using a "Records Indexing" 
staffing so that a manual search can be conducted. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the setvice after 1975_ 
Ensure requesters provide the minimum infonnation 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 
• Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record_ If you find no record, please refer to 
the section on NQ_RE.C.O.RPS. It is important that you provide as much information as 
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possible on the Records Indexing file request The name of the subject, year of birth and 
country of birth are required infonnation. You should use the latest version of 
records _indexer. doc, which you may find in 0:\Foia\FOIA LIBRARY\Case Create 
References\Case Create Template Letters. A sample records_indexer.doc follows: 
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FOIA/PA RECORDS SERVICES BRANCH 

CO#: DATE 

*Name: *DOB: 
Alias: COB: 
A# DOE 
C#: POE: 
Natz Date: Visa File#: 
Other Info: 

*Required Fields 

IZJ FOIA personnel checked CIS, CLAIMS and PCQS and located no Records. 

FOIA/PA RECORDS ACTION REQUESTED 
1ZJ All Files 
D Alien File 

D C-File D AR-Print 
D VisaFile D Non-ExistenceofRecord 

D Certify True Copy 

FOIA Remarks: 

SYSTEMS CHECKED 

D FLEX 
D CIS 
D CLAIMS 

D 

RECORDS 

D MiDAS 
D EARMS 
D NIDC 

Searcher: 

D MI 
D NilS 
D Other 

Search Section Receipt Date: 
I certify that this office conducted a thorough search of Index Systems c,-nd.,--no,---recc-:-ord7o~f~tl~!e~S~u~bJ~·e~ct;-was found. 

Signature Date 

Alien Files/ Naturalization Files Section Receipt Date: 
I certify that tlris office conducted a thorough search in the Alien Files/N;:;::at=umc::;-li;:w~t=io=u~S~e;:cu~o~u~an~d=n::-o record of the 
subject was found. 

Signature Date 

Records Remarks: 
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TO RECAP RECORDS INDEXING: 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 fof\Vard, do not staff to 
records indexing. 

12. 7.6 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 infonnation, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled "Central Index 
System" and "Computer Linked Application lnfonnation Management System" for more 
infonnation regarding the systems. 
When conducting no record research, check the following screens in CIS (Central Index 
System) 

9103 Exact Name 
9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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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 as directed_ 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 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 and prepare a Final Action Letter with closing code 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_ 

Genealogy is exempt from this process. 

12. 7. 7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
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. 

12.7.8 ICEfi/es 

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 file requests 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 Acronvm 
Trial Attorney's Office TA 
Chief Counsel 
Litie:ation LI or LIT 
Le2al Section LS 
District Counsel DC 

DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 

Office Section Acronvm 
Detention & Removal DENTENT, D&R, DET, DRO, DD&P 
Criminal Alien Pro2ram CAP 
Deportation Officer/Assistant/Clerk DO,SDDO 
Bond Control Soec. 
Immigration Enforcement lEA 
Field District Office FOI (Washington DC) (DRO-WAS) 
Admin Program Office 
Non-Detained or Detained 
Processine: Center OC-Otero Countv 
Detention Facility name ie ... Otav Mesa, Krome 
Fugitive Ops FO 

SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-A TL. Please note the section that follows 
concerning SAC locations. 

Office Section Acronvm 
Investigations !NV, IV 
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Special Agent in Charge SAC 
Internal Audit lA 
Resident Agent in Charge RAC 
Assistant Soecial A2ent in Cha-.e ASAC 

12. 7. 9 SAC locations 

Occasionally, you will see a requesting 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. 

12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q_ What if the subject has an A-file at one office other than NRC and aT-file at a 
different office other than NRC (for example, an A-file in Chicago and aT-file in 
Milwaukee)? 

A In this case. we will request both files. EXCEPT, do not request T-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 Request the A-file only, but include the T-file portion on the file request The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE I-FILE INFORI\IIATION FROl\11 THE NFTS SCREEN PRINT 

The exception to this rule- We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A
file from EDMS. 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 
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example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 

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, WSC/W AC, MSCINBC or NSC!LIN) For example. 
LOSJ9163201111. DALC922740405 or SPM9606900035. 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. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS. CLAIMS and 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 CLAIMS. PCQS 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 Setvice did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Setvice Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the setvice. Create a File Request to RAFACS (not 
RAF ACS/CIS). 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 PCOS. print any PCOS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAFACS/CIS). 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. 

12.7.12.4 As a matter oflast resort. if there is neither infonnation 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 
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CLAllvlS screen. This information can be located on the CLAllvlS inquiry screen upper 
right hand corner. The CLAIMS screen will show "owned by." 

12.7.13 Archived receipts 

RECEIPT NUMBER o.t/\c·<; .'- HAS BEEN ARCHIVED 

TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT 'Y' BELO"W 

CENERATE REPORT - (Y)ES OR (N)O: 

,. i"J 
"·. t.~·.{ , .. , . : (, : ,,,.; 

This screenshot shows a receipt that has been archived. 

COW6768C 

H!JMOVP 

If we receive a request for a receipt file and the receipt file has been archived per 
CLAllvlS, create the case as usuaL To determine whether we need to request 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 NYC through PCQS 

2. On the USCIS 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 forwarded to the NVC in which case 
you would redirect the request to NV C. 
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3. You may call the NYC automated 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 
NYC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NYC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the infonnation from the archived receipt in PCQS and print that 
infonnation_ Prepare a "Scan As" sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAF ACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions in Paragraph 
12. 7.14, Receipt Jiles; Lost receipt file, File destroyed or File cannot 
locate_ 

Reading the request is very important; if the requester is seeking infonnation 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 NYC 
help line at 603-334-0700 and enter the receipt number. If there is evidence that the 
NYC has the receipt file, redirect the request to NVC_ 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code "RD" and select "NVC"_ Send the case to Up-front Approver. 

12. 7.14 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_ 

Open a RAF ACS (not RAF ACSC!S) staffing slot only. The default selection for the letter 
is '·Customize Letter_" Be sure that option is selected_ Print the appropriate CLAIMS 
screen prints (should be a minimum of3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAF ACS-only responsive records_ Pend the case_ 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NV C. This is what the response will look like: 
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13. REASSIGN OFFICE 

This function is used to move a case that was scanned in the NRC queue to another queue for 
processmg. 
Re-assign the case if the request is for a contract (CNT). 
Re-assign the case if the request is for CIS Personnel Information (HQS). 
Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 

· Work Queries - i<.ctions 

offtce: r~;;:c -v.: NR:ClU10006fi56REQ St?.tt:s Request case creator mlporter 

sc~n11>ed 

11/05/2~'1D 

ita G,:,. 30303 

-,.-.!'UDj&f,r~~rmatJon'::··-·:-·-..--· -

First 

.:l.-Nctmb-et··· 

Topic ·H·~-iB-~·:i·~~-~- t;i~·d·t:~: ::;~·t·s·~-~~-~~ .. G·~-~~--~i~-.. lnc_. 2003 tc• 1:m=sent. 

After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on "Reassign Office" 
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2. Click here 

'·"" • "' • " '''· "'•'•"•··~.·~··"·'•Y'•'•v~u.'"•'•>'•··,v~u.'"•'•Y'•'•v~u.'"•'•Y'•'•"•'~•'""'''"''""•"'"'''"''""•"'"'''"''""•"'"'''"''""•"'"'''"''""•"''''"'"''""•"'"'''"''""•"'"'''"'''''-'•"'''"''""'" 

You will not be creating an acknowledgement letter or staffing_ Before you click on "Reassign 
Office," prepare an e-mail addressed to NRC FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS "NA:FOIA or PA not applicable:" 

Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. IfFOIA/P A does not apply to the 
request, you would 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." 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case "ER." Please refer to REQUESTS: Return 
of original documents. 

jFC:~eq·.,~st~r > f•i:u·~ to o;cew:{ ~ 
~FI 0~qcO<;or's f•·IL"" '" JD r<c-or<Js : 

:~ 
jl\'8:~l~t <p~l::l~!~ -cert;,~-.1 -:·J~'i 
~r,;;_'J,.,.pM;•<Sioo ->f re·:~r.,; 
iDR:Oid t~L·>r·l< 

j~;.=;:~~·,:~~·;_. ~· ;~~:~;,~,~;,.:~; 
!IJLIJnal:;le to lecO!e tHCEl< 
::,•,D:Pec'''"t .~,t~:b ::> 

Jn;•rt .::l;rt ~; Cour:,:N~t•o~~l <4ctt ''"' porogr~r~ 

Jnoet t "'''""" rr·~.,,~c " r_; -o c·t·zens p~r~g··or·C 

Noil-ki'tA':dp€Fatlti\liil tlr.\1s''· . 

"' ~ 
~, .. , FO!~ Cfirce; 
P~.'o•:v 4•:: 4rncr.c01~r.l '-"quest 
":EQJ~~T fGF. fli.f o~~l;;, fO>:B:GI>i KO 
'~o-:;1oe •7;nr.rs 
TPr; F·;l".'N l . .rr1lT 

R~ii~nii .·.,.,... ··· ··· ······ ··· ··· ······ ··· ··· ······ ........ , ... , ... , .. ~i'<id:-Sli«iiiiT'<:if~····.' ..... . 

You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 

Prepare a Final Action Letter using the "ER" option for cases when the following situations 
anse: 

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) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 

16. FC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

0.:\f..Qi.~\f.(HA_L.rn.RAR..)JC.~~LCr~~t~~R..~.f.~r.~nY.~~~C~~Y-C.r.~~t~~T~mpl.~.t~~l,Y.tt~r§.\f..~.i.IJJr~~~~L 
Comply Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 

17. MARKING A DOCUMENT "DO NOT SEND" 

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 information in the letter/memorandum, and 
3. Create a Discussion 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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18. ACKNOWLEDGEMENT LETTERS 
We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the "Tasks" tab and select ''Acknowledgement Letter" 

~"'<iH ~' "''"P''"t~· -: ~"" 
:::reote ~~M-er~l -~~s~> Nnt Started 
-~,,.•t• nl~ :<•""~~t 
"'-~ i-:.,.;,l;ci9:;";-...it L•ti•i 
''"~' ~<ti·OH c~t:~r 
,~,.;:;.~. ""'" 
Sto:tu' Le'li'r 
Bl•r-' l•,t<c 

NotS!O>'t~d 
Net Sto<ted 
NotStllrt~d 

Nct5ta<ted 
NGt St~rte<l 
No!Stort€<1 
Not St•<ted 

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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if Olse360 Home 

FIPS ,;'.0 Tralfiil"loJ bLJid 05 

U <',&;anc.e Pavm.ent Retum;.j 

[) "'Cd wst F1le Para·~raph 
[) ACd T•ac' '0. D2,-,;a1 Para0rap:1 

Aad'iiiO~',jj '6jltl6i,':ii "•''' 
r;., ·:-pt<(-11> lwnd 

Since our example case does not require us to select any options, we will click on "Generate 
Letter." Our only option at that point is to click OK: 

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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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the "Contents" tab and click on the ''Check in Document" 
!COO. 
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In this example, we are now ready to send this document to "Pend." 

19. DISCUSSIONS 

Discussion 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 Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another_ Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIAIP A 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 

20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

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. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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v. 

1. Enter the case number you 
are attaching the document to. 

2. Click Submit 

r··:c-·.,, ... ,.· ,, .. T&tthWM!filU&"" .. !Ulttkllltai;fU"bkfA-""·.,.· ,, ... ,,iGU ,,. Tlhf ''.Jtilkli~l%Jkf" , .. ".·." ... ,, .. , ... ·".·." ... ,, .. , ... ·".·." ... ,, .. ,.···,;. 
tl:l~ l'l~t ttumL>\l~ H<lme Nmtll! N<~me 

i Nam.! N<~nm 

!~ 1 o:::w.;:<OJOD<::OJ·H r-orw X:l"·<l« 

j,(t.~~£'~.~~.:;~~~:~!~S!;~~--~:~£!~.~~~j 3. Click List Pending Documents Icon 

··M··o&'b;;;·;tt;JPi"·f··~~;Et··j!~&;;;··i:§6tit~·j!··t~--;;·~~1"'ii~~···o·-;;;~s;;ikl~"··,tk~&iFrlcli··~·~mcir'T¥'14·':t:·· · 
jT<;~:al ;~·'"""":::) !,_,_,,.,,) ·,; <Jl ·i) 

4. Click Add Document to create a new CSD slot 
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Local Intranet 

21. 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 supetvisor or retrieve the fax_ 
If the case has been created, insert a Discussion (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. 

22. 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. 

23. 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. 
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23 .I 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. 

• 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 Discussion 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 Discussion_ 

Don't forget to add a Discussion to the original case. 

23.2 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 queue 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. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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• 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 

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. 

23.4 FOIA FILE REQUEST (NRC, FOIAFILEREQ) 

Send e-mails to FOIA File Request if you discover A file 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. 

24. 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 infonnation in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more infonnarion 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. 

25. MAIL 

The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 

25.1 RETURNED MAIL: 

15.1.1 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. 

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. 
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Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent 

15.1.2 Acknowledgement/etters 

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 PIPS. 

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. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail- no such number 
Body of Discussion: Address on letter did not match G639. Street address 

should be 1003 Market Street, not I 03 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time. Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1. Note the case. Example of the Discussion: 

Tide of Discussion: Returned Mail- no forwarding address 
Body of Discussion: Address matches G-639. No other address found. Did not 

resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 

15.1.3 Final Action Letters 
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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. Discussion 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: 

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. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

15.1.4 CDs 

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 Discussion. 

Title of Discussion: 
Body of Discussion: 

CD Returned for Additional Postage 
Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

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. Discussion 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. 
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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. Do this in a controlled manner so that you and the supervisor 
are the only ones who see this paperwork 

25.2 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 Request for Chang,e of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of FOIA/PA Reguest) 

• 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) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional infonnation 

• 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 Discussion 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 scanning. Case creators 
may deliver the fax or mail with CSD's to the OA room for scanning. 

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. 
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15.2.1 Mail concerning Track 3 or expedited 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 detennination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled "Expedited Treatment Request" or "Track 3 Request'' In the 
text of the Discussion 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 
detennination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion 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. 

15.2.2 Requester documentation I additional information 

This consists of documents or more infonnation 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 infonnation 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 information. 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 
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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. A template FC letter is located at: 0:\Foia\FOIA 
LIBRARY\Case Create References\Template Letters\FC Letter. 

15.1.3 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, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-I South Laurel Road 
London, KY 40744 

15.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
(W.:W.W.J:!~.~-i.~ ... £9.Y.). 

From www.uscis.gov, find the link near the bottom of the left column under "Other 
Services" marked "f..Q.JA .. R.~9!J.~§.t.S.~f);t~.§ .. C..h~g.k." 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 USC IS requests in the same processing track. It also 
provides the date the request was received. 
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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. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams 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 
Q,:<f..q!g\EQI4JAIJ.l!ARYJCq1LCrgqfcfiifqgnqg~l_(mcCrgqtfJgmp!mU&t!m. 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 

15.1.5 Withdrawal of a FOIAIPA request 

A requester must send us a document to withdraw a pending request. 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 queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 

15.1.6 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, fonvard the mail to a supervisor. The supervisor will fonvard the 
documentation to MSB, who will then return the translated mail. 

26. BLANK TAPES/CD's 
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If you receive a blank VHS tape, cassette or CD with a FOIA/P A Request, return it to the 
requester. 

27. 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 Discussion 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. 

28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for infonnation which usually does not relate to an alien file or receipt file. Most 
FOIA/P A requests with congressional correspondence should be handled under paragraph b. 
below_ 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 supetvisor the control number. A supetvisor 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. 

29. INCORRECT PAGE COUNTS: 

The OA room will give final action letters with responsive records to the Team supetvisors if the 
page count in the letter differs from the amount of pages printed. The supetvisors 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 
(NRC20 I 0 ____ _). After the case is opened, detennine 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. 
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3. Attach the reprinted final action letter to the responsive records. 

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 comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

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. 

30. 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 INFOPASS appointment 

31. 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. 

32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 
• Additional PH 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 all Discussions as well as insert Discussions as necessary_ Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. I 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. 

32_2 Read and follow directions in any Discussion 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. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests 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. 

32_5 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. 

32.6 If the 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. 

32.7 If you see it has been through image process box and returned to a shelf then further 
research is required_ 

32. 7.1 Check all offices for duplicate cases in FIPS using the alien number_ 

32. 7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 
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32.7.3 If you find a duplicate case, make a Discussion and advise NRC FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PIT or verification of identity 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 information that is already present in the scanned documents, put 
in a Discussion 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. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the infonnation provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PD. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PIT as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the Pll we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PIT provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PIT. 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. 

32.12 Deleted. 

32.13 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), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32.14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request 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. 
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32.14.2 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 infonnation. Locate the correct records and re-staff. 

32.14.3 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: 

32. 14.3.1 Look for a pending case for the records that were scanned into 
your case. 

32. 14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.14.3.3 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, .. EW..S .. P..tQ!?.!.~m mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32.14.3.4 If the pending case already has records scanned in, review those 
records. 

32.14.3.4.1 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. 

32.14.3.4.2 If they are duplicates, then you do not have to do 
anything with that case. 

32.14.3 .4 .3 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. 

32.14.3.5 If you pull a case in Records Locator queue and there is a 
Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32.14.3.5.1 The request must be over six months old before we 
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send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 

32.14.3_5_2 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. 

32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32.14.3.6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32.143.6.1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose "RD" and select "NVC" 
from the drop-down box. Save the document and check it in. 
Send the case to Up-front Approver. 

32.143.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to Receipt files: Lost receipt file, File destroyed 
Qt.f.i.!.~.S.!.lfl.QQ~J.9.~~.t.~ · 

32.14.3.6.3 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. 

33. REPENDING IN RECORDS LOCATOR QUEUE 

33.1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue 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. 
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33.2_1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2_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. Do NOT cancel the original file 
request or re-staff to RAF ACS/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 

33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC • .f.Q.!.AS.!.Q of this. Insert the NRC case number on the subject line. 

33.5 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. If there are two separate staffings for files, then 
e-mail NR.(., .. F.QJAF.JL.EREQ to research and to have the file scanned in if necessary. 

34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34_1 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. 

34_2 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 1 to 
Track 2_ Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 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. 
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When you change the track of a case, ensure you click the "SAVE" button prior to exiting the 
case. After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy 
NRC, FOIA PROGRAM and your supervisor. The e-mail should include the case number and 
the action you took 

35. 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 Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRl: .• ..f!!'~P.RQ!liJ1M mailbox with the following 
infonnation: 

The NRC control number of the case, 

The A number or Receipt Number of the records, 

The staffing sequence they are scanned into, and 

The number of pages scanned in. 

Send the case to Unit Chief/ Admin so that the problem can be resolved . 

. C.I.id~ . .h~.r.~..for..i.0.$.~!1J&li.Q.O.$. if you pull a case in Records Locator queue that has been staffed for a 
Lost File. 

36. Deleted 

Cases receiveEI is Records Locator EJHeHe that seeEI aclmowleEigemeat leHeFS mHst be re assigseEI 
to a TroHbleshooter is the Case Create role. Please eoataet a Stt);)ePtisor with the }lR( Coatrol 
}fumber aREi aslc that the ease be re assigAeEi to yott ia the Case Create role. 
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37. 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. 

38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
~-~-YJj:J! cancel the staffing. 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. 

39. IN TRANSIT FILES 

IfNFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re
staff to NRC. 

40. 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_ 

41. 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_ 
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Supen.:isors 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 Fonns: 

By Phone: 1-800-870-3676 

Website: 

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, s'h Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 0380 l-2909 
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MAILING ADDRESS FOR APPEALS 

DHS, USCIS, NRC 
FOIA Appeals Office 
!50 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 

BGN- Bridgetown (Barbados) 

BGT- Bogota (Colombia) 
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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- Ciudad Juarez (Mexico) 

CLM- Colombo (Sri Lanka) 

COT- Cotonou (Benin) 

CPN- Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS- Caracas (Venezuela) 

C SB - Casablanca (Morocco) 

DBL- Dublin (Ireland) 

DHK- Dhaka (Bangladesh) 

DJI- Djibouti (Djibouti) 

DKR- Dakar (Senegal) 

DMS- Damascus (Syria) 

DOH- Doha (Qatar) 

DRS- DarEs Salaam (Tanzania) 

FRN- Frankfurt (Gertnany) 
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FTN- Freetown (Sierra Leone) 

GEO- Georgetown (Guyana) 

GTM- Guatemala City (Guatemala) 

GUZ- Guangzhou (Canton) 

GYQ- Guayaquil (Ecuador) 

HAV- 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) 

KEV - K yiv (Ukraine) 

KHF- Khartoum (Sudan) 

KIN- Kinshasa (Congo) 

KLL- Kuala Lumpur (Malaysia) 

KNG- Kingston (Jamaica) 

KWT- AI Kuwait aka Kuwait City (Kuwait) 
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LGS- Lagos (Nigeria) 

Lffi- 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) 

MNA- Manama (Babrain) 

MNG- Managua (Nicaragua) 

MNL- Manila (Philippines) 

MOS- Moscow (Russia) 

MRV- Monrovia (Liberia) 

MST- Muscat (Oman) 

MTL- Montreal (Canada) 

MTV- Montevideo (Uruguay) 

NHA-Naha 

NMY- Niamey (Niger) 
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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) 

PTD- Ponta Delgada (Azores) 

PTM- Port Moresby (Papua New Guinea) 

PTP- Port-au-Prince (Haiti) 

PTS- Port of Spain (Trinidad & Tobago) 

RDJ- Rio de Janeiro (Brasil) 

RID- Riyadh (Saudi Arabia) 

RKJ- Reykjavik (Iceland) 

RNG- Rangoon (Burma) 

SAA- Sana'a (Yemen) 

SAR- Sarajevo (Bosnia & Herzegovina) 
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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) 

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) 

TNS- Tunis (Tunisia) 

VAC- Vancouver (Canada) 

VNN- Vienna (Austria) 
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VNT- Vientiane (Laos) 

WRW- Warsaw (Poland) 

YDE- Yaounde (Cameroon) 

YRV- Yerevan {Armenia) 

ZGB- Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 

PD- The case has been processed, responsive records were released in part. 

G 1 -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- FOIAIP A not applicable. You are required to select the office the request is being 
redirected to. Select "ALL", two letters will be generated. 

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 (non-responsive) 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 fonvarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 

WW\V.USC!S.gOV 

Title Form Number 

Change of Address AR-11 

AR-11SR 

Genealogy Index Search Request G-1041 

G-1041A 

Notice of Entry of Appearance as Attorney or Representative G-28 

§i!?.9.[~.P..t!i!I..!D.fQ!.!D.§l.tiQ.l1 G-325 

Biographic Information G-325A 

G-3258 

Biographic Information G-325C 

G-639 

Verification Request (Non-SAVE agencies) G-845 

G-845 Supplement 

Document Verification Request (SAVE Agencies) G-8458 

Return of Orig,inal Documents G-884 

Application for ReplacemenUinitial Nonimmigrant Arrival-Departure Document 1-102 

Petition for a Nonimmigrant Worker 1-129 

Petition for Alien Fiance( e) I-129F 

Nonimmigrant Petition Based on Blanket L Petition 1-1298 
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Title Form Number 

Application for Travel Document 1-131 

_Affi.<;!ii~Yit .. Qf.§.L!.P.P.9.rt 1-134 

Immigrant Petition for Alien Worker 1-140 

App1"1catlon for Advance Permiss·lon to Enter as a Non-Immigrant 1-192 

Application for Waiver for Passport and/or Visa 1-193 

.AP..P.!if.~ti.9.!:1..f.9.r.P!?.rrr!l§!?.l9.D .. t9. . .13.§.~P..P.!Y..f.9.r .. M.rn!.~.~i9.rJ .. lrJt9.Jb.~ .. Wnit~.9..§t~t~§ .. Aft~r. 1-212 
Deportation or Removal 

Notice of Appeal or Motion 1-2908 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 1-361 
359 Amerasian 

Reguest to Enforce Affidavit of Financial Su~mort and Intent to Petition for Legal Custod:i( 1-363 
.f9.c..P. ... k. ... JtZ.:9..§~ .. 8m~.r§.§i~o 

Apglication to Re,gister Permanent Residence or Adjust Status 1-485 

Sugglement A to Form 1-485 1-485 Supplement A 

Instructions for 1-485 Supplement C. HRIFA l-485 Supplement C 

.lo.~JJ.Y!'-!i9.!J.~..fg.r.J~.4~.R~.l?..i,J.P..P.l~m.~D.LI; 1-485 Supplement E 

Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
!~b) 

Waiver of Rights. Priveleges Exemptions and Immunities I-508F 
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Title Form Number 

Application To Extend/Change Nonimmigrant Status 1-539 

_f..QLP.~.I].9.0.$ .. ~§:!?.l<oiD.9 . .Y..O.QHim.m.i.QH'l.1.1L§t.§l.t\l.§ .. w.h.iJ.~JnJh.E;l ... V.!1.~.~-cj .. $.t.\'!t.~~-·QI.!?.~.E;!.O.§i9J! . .9.f.':!. 1-539, Supplement A 
~-t~!~.$., 

Interagency Record of Request A, G or NATO Dependent Employment Authonzat1on 1-566 
.9.r .. Qb.\'!H9.~!A9J\l.§~.m.~o.~JQ!.~r.9.m.A, .. Q .. QLNAI.Q.§W\.!.$. 

Petition to ClassifY Orphan as an Immediate Relative 1-600 

Application for Advance Processing of Orphan Petition I-600A 

Application for Waiver of Ground of Inadmissibility 1-601 

Application for Waiver of the Foreign Residence Requirement (under Section 212( e) of 1-612 
tJwJ.r:o.r:oigrg~.ti.9.o .. \'!n~tN.\'!t.iQo.\'!m.v..A9!; •.. \'!§ . .Am.!?n9.!?.ctl 

Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 1-643 

Application for Status as a Temporary Resident Under Section 245A of the Immigration 1-687 
.9.o.ct.N.ii!ti.Rn~J.i.1Y .. 6.9.t 

Appl"lcat1on for Waiver of Grounds of lnadm·lssib"ll"lty Under Sect·lons 245A or 210 of the 1-690 
Immigration and Nationality Act 

Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 1-694 
N.\'!t.i.QD.\'!J!W.A9.! 

Application to Adjust Status from Temporary to Permanent Resident (Under Section 1-698 
245A of Public Law 99-603\ 

-~-~f.~9.§.~.!A.$.Y!§.§ .. R§.l\'!1i.Y.§ .. P.§.t!t)QO 1-730 
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Title 

Application for Employment Authorization 

Petition to Classify Convention Adoptee as an Immediate Relative 

App1'1catlon for Family Un'1ty Benefits 

Application for Temporary Protected Status 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 213A of the Act 

Affidavit of Support Under Section 213A of the Act 

Intending Immigrant's Affidavit of Support Exemption 

_$.P..9.!Hi9.r~~ .. N9.ti!<.?. .. 9.f..Qt!.{!.0.9.?..9.f.A99.r.?.~.~ 

Application for Suspension of Deportation or Special Rule Cancellation of Removal 
(Pursuant to Section 203 of Public Law 105-100 (NACARAll 

Application to Replace Permanent Resident Card 
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Form Number 

1-751 

1-765 

1-777 

1-800 

I-SODA 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 

1-9 

1-90 

1-905 
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Title 

Application forT Nonimmigrant Status 

E!?1iti.9.!l . .f.9.r..V .. NQnim.m.i.9I§JJ.L9.t§.tl!.i?. 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 

Request for a Hearing on a Decision in Naturalization Proceed.lngs ! Under Section 336 
of the INA) 

Application for Naturalization 

Application to Preserve Residence for Naturalization Purposes 

Application for Certificate of Citizenship 

ARRiication for Posthumous Citizenship 

Medical Certification for Disability Exceptions 
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Form Number 

1-907 

1-914 

1-918 

1-929 

N-300 

N-336 

N-4 

N-400 

N-426 

N-470 

N-565 

N-600 

N-600K 

N-644 

N-648 
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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 

ATF (Bureau) Alcohol, Tobacco and Fireanns 

AVL Asylum Virtual Library 
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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 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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CDSO Collateral Duty Security/Safety Officer 

CFR Code of Federal Regulations 

CIA Central Intelligence Agency 

CIO Chieflnformation Officer 

CIS Central Index System 

CLAI:MS Computer Linked Application Information Management Systems 

C:MHS 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 

CSPA Child Status Protection Act 

CSRS Civil Service Retirement System 

CSWP Customer Service Web Portal 

CUI Controlled Unclassified Information 

CUSA Citizenship USA 

DACS Deportable Alien Control System 
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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 

DOl Dept. of Justice 

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 
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EEV Employment Eligibility Verification 

EFOIA Electronic Freedom oflnfonnation 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 

FARES Fees and Applications Receipt and Entry System 

FBI Federal Bureau of Investigation 

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 
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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 Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOIA Freedom offuformation 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 of Infonnation/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Infonnation Locator Service 
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GPO 

GSA 

HCFSA 

HHS 

HQASM 

HRIFA 

HRSA 

HSA 

HSPC 

HUD 

1-90 

1-129 

I-129F 

1-130 

1-131 

1-134 

1-140 

1-212 

1-360 

1-485 

I-485A 

Government Printing Office 

General Services Administration 

Health Care Flexible Spending Account 

Dept. of Health and Human Services 

Headquarters Asylum Division 

Haitian Refugee Immigration Fairness Act of 1998 

Health Resources and Services Administration 

Health Savings Account 

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 Pennission to Reapply for Admission into the United States 
After Deportation or Removal 

Petition for Amerasian, Widow(er) or Special Immigrant 

Application to Register Permanent Residence or to Adjust Status 

Supplement to Fonn 1-485 
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I-485B NACARA Supplement to Form 1-485 Instructions 

1-539 Application to Extend/Change Nonimmigrant Status 

1-551 Alien Registration Card (Green Card) 

1-589 Application for Asylum and Withholding of Removal 

1-600 Petition to Classify Orphan as an Immediate Relative 

1-751 Petition to Remove Conditions of Residence 

1-765 Application for Employment Authorization 

1-821 Application for Temporary Protected Status 

1-864 Affidavit of Support under Section 213A of the Act 

IA Immigration Agent; or Investigative Assistant 

ffiF 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 Information Collection. 

ICF Immigration Card Facility 

ICS Information 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 
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II Immigration Inspector 

IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

II Immigration Judge 

IMMACT Immigration Act of 1990 

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 Refonn and Control Act 

IRS Internal Revenue Service 

!SAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

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 
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KST Known Suspected Terrorist 

LAPR Lawfully Admitted Permanent Resident 

LAPS Legalization Application Processing System 

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 

LOLAC League of Onited Latin American Citizens 

MF AS Marriage Fraud Amendment System 

MOA 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 
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NCIC National Crime Infonnation Center 

NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NilS Non-immigrant Infonnation 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 Chieflnfonnation Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR Office of the Federal Register 

OIC Officer in Charge 

OIG Office of the Inspector General 

OIS Office of Immigration Statistics 

orr Office of Information 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 Setvices 

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 

PA Privacy Act 

PAIC Patrol Agent in Charge 

RAIO Refugee, Asylum, and International Operations 
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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 

RAFACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and Internationa1 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 

RPC Responsible Party Code 

RID Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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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 Information System 

SHSI Sensitive Homeland Security Infonnation 

SIG Special Interest Group 

SII Supervisory hnmigration Inspector 

SIO Supervisory Infonnation Officer 

SLOB Service Lookout Book (old way) 

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 Infonnation 

sso Special Security Officer 
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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 

1PO Transformation Program Offices 

1PS Temporary Protective Status 

TSA Transportation Security Administration 

TSC Texas Service Center 

TSP Thrift Savings Plan 

TVA Tennessee Valley Authority 

UK United Kingdom 

UNHCR United Nations High Commissioner for Refugees 

UNICEF United Nations Children's Fund 

USA United States Army 

US ACE U.S. Army Corps of Engineers 

USAF United States Air Force 

usc United States Citizen 

U.S.C. United States Code 

USCG United States Coast Guard 

USC IS United States Citizenship and Immigration Services 

uses United States Customs Service 
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USMC United States Marine Corps 

USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

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 

VD Voluntary Departure 

VIS Verification Infonnarion System 

VOl Verification of Identity 

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/PA 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 of information 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 carry out an agency function (e.g., as the basis for a performance 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 of Homeland Security. 

Conditions of Disclosure- Specific provisions in the Privacy Act (5 U.S.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 
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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 ofinfonnation that has been incorporated into immigration documents or a reciprocal 
request The National Records Center, FOIA/PA Division, makes the final overall detennination 
on release. 

Freedom of Information 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 of 
FOIA 

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 interface 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 petjury from the record 
subject is required for access to records_ 

Forms- Various government fonns 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 USC IS. The more common fonns include: 

• .G.:~.?. .. :::.Nm.!.~-~-.Q0~)1!f.Y . .Qf..AP.P..~¥.!1Q£~ .. !1~ . .AW?.m.~Y. .. 9.f..R.~P.I~.$.~.Q.t\1t!.Y.~- This form is used 
for infonnation 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 petjmy statement and the subject of the file has 
signed the document 

• G-639 Freedom of Information/Privacy Act Reguest- This fonn can be used to make a 
FOIAIP A request When completed it provides enough infonnation to complete an 
extensive search for records. 
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Individual -The PA describes an individual as follows: a U.S. Citizen (U.S. 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 Drop-Down List 

~I . . 

• 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. 

To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 

Track History Icon 

-¥: 

Track history 

The track history appears in a separate pop-up window. 
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Track History Displayed 

'"'"""""'"''''" l "'' 

'"""''"oM'"'' '" ' 
Tnchhao.,.O '"" oo< '"" ' 
'""chan ... few ',,,rot'" ''"'"''" '' '·'·" "' 

'""'"''"" "·'""" 

Privacy Act Amendment Request- A request from a US.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 infonnation about an individual 
which the maintaining agency retrieves by the person's name, identifying number, symbol, or 
other identifying particular assigned to that individuaL This infonnation 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 of 
DHS 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 - Infonnation found in immigration records- the forwarding of a record that originated 
with another component ofDHS or another Federal agency for direct response to the FOINP A 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to detennine 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 PA. 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. 

Third Agency- Other administrative agencies of the Executive Branch of the Federal 
government, including other components ofDHS. 
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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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APPENDIX H: CASE CREATE FLOW CHARTS 
Cas:l:' Crl:'atl:' Flow Cluut for .All my rewnk 

I Did requester provide an A number or receipt number? 

YES? I I NO? 

Do we have the rest of the required PJJ? Do we havethere;t of the required PI! and you can 
(DOB, COB?) find one and only one exact match based on Pll? 

I I I 
Yeil I I No? 

YES? NO? I Go out:fi!r },}4 ondior 

' • • pWtiol!.ll 

Do we have consent and venfication? Do wehwe coru:ent and verific{ltion? I Go out for Pll only_ 

I I I NO' I No I y., 
Ye{l Go out for 

consent I 

" 
verification and 

Does the A number or receipt II Go out for consent/verification. I 
missing PIL 

number match the PII in CIS? 

YES? I I NO? --~---~--~---~--~---~--~---~--~---~--~--- Search for the correct A file or 

• receipt file . 

.Are you staffing for an 
Was another A file or receipt file "A" file or receipt file? 
found? 

A-Flle I Receipt file I I Ye~? I I NO? 

~ ~ 
Start overusing the Draft NR letter 

Venf; fit~ new A number or and put in U/C 
1nc.:oh<m ~tl receipt number for a second 
NfT0iC'IS 3;_·,d under the yes Search. 
::;:~ff ft.<!' fil~ Consolidated into an column. 

A file? 

Yet? I I No? I 

Verify f!le If not at NVC, staff to originating office. 
location in (ESC:£A.C S8C.SRC' W8C."\YAC 1\-ISC'-NBC -•--·''··'··'·····' .01 

NFTSfCIS and N8C.,LIN. 
staff for A file. 
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Lost File Flowchart 

Less than 9 months More than 9 months 
t t 

Does the A file show lost in both Does CIS-9504 and NFTS show the 

CIS-9504 AND NFTS? A file lost for more than 9 months? 

+ + Follow the procedures 

+ + Yes I I '" f-o under "Less than 9 
months." 

Yes I I No f-o Request the file + per the FCO in 

+ Has there been any activity in 
PCQS or Claims within the last 2 

Click "In Circular Search" and Save. years? 
Staff using the Lost File at FCO: __ file request 

+ + and include the FCO, CIS screen print that shows the Send the case to 
file is lost (attach 9504 screen print to last page of ,, I I y~ f---o U/C with a 
staffing sheet.). Check the File Missingnost button, Discussion stating 
select Lost File at FCO, request File, Modify the letter 

+ 
what the activity 

as needed_ was and list the 
receipt files or A 

Go to tasks, start the ack Create the case as 
Are there any additional files files in the 
that are responsive to the Discussion. 

letter and mark the "add normal. Stop: you are request such as receipt files, 
lost file" paragraph. done. t-files, or additional A files? 
Generate ack letter. 

! + + Staff for additional files. Do not 
staff for lost A file. Insert a ,, I I Yes r-+ Discussion stati~ that the A file 

You need to manually pend the file so that it will move to is lost. Case processor, please 
Records Locator at the 9 month' mark. Example, CIS + verify original A file is still lost. 
shows the file has been lost for 1 month, you will need to Advise the requester that the 
manually pend the case for 240 days. If the case has been Search CIS g101 for possible original A-file is lost. Close case 
lost for 8 months, you will pend the case for 30 days. We family members. Search 2 digits as a PD even if no redactions are 
can not take action on the case until the file has been lost up and 2 digits down. Example: if 

+ in CIS for more than g months. the A number ends in 7, change 
the last digit of the A number to 
read 5,6,8,9. Did you find any E-mail MSB for resolution with 
possible family members? the lost A number and control 

+ + 
number of case. 

Did you find multiple A file's, T-
files, or receipt files? No I I y~ I Pend for responsive records. 

+ + 
Sto12: ~u are done. 

Yes I I ,, f---o Stop: l!QU are done. Send case to U/C. Put in a 
Discussion stati~ that the A 

+ Complete the lost file worksheet and number is lost, but found 
attach all CIS screen prints includi~ possible family member and 

Staff additional files accordi~ to the 2 up and 2 down screen prints as list the A numbers found. 
the staffing guide and pend case CSD's. Go to the next step. Stop: you are done. 
for responsive records. Sto12: 
you are done. 

Create a final action letter and select the status UT. 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 
includi~ screen prints of the electronic record." Go to the next step. 

+ 
In the UT final action letter, attach only the 9101 screen print of the subject 

234 (Cut and paste from CIS) to the last page of the UT letter. 
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~~c~l • Use 30 days to equal one month. 
rordance with J::k 

In your discussion, note all systems you checked and specify the date lost ffl to the public or 
appro\a[ tton1 the FOlA Ot1lcer in CIS. Make sure your CSD's have been sent for scanning and send 
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APPENDIX 1: ALIEN NUMBER ASSIGNMENT 
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APPENDIXJ: 16 RULES OF CASE CREATE 

1. Read the entire request, including all requester documents and case supporting documents. 
Look for specific language on the bottom of the G-639_ What are they requesting? This will give 
you direction before you start filling in the worksheet 

2. Search for duplicate cases before you fill out the worksheet. Search by A number, if 
provided, and the subject's first and last name. Send any duplicate cases and/or documents that 
belong to a previous case (such as CSD's, requester documents, or track changes) to the 
Research queue. 

3. Make sure we have valid consent, and VOl (DOB and COB). If not, close as FC, including a 
Discussion of your reason for closing it If you have a question, consult a supervisor. 

4. Do not send out for requester docs if we have everything in rule 3. If you feel there are 
extenuating circumstances that require you to go out for additional infonnation, you must get 
supervisor approval and case note the reason_ 

5. Search PCQS every time_ Use the''*" symbol to search for double last names. Example, 
Juan Rodriguez Martinez would be searched under last name as "rodriguez*" This will catch 
every last name that ends with Rodriguez plus all other last names, including names that are 
hyphenated. Also set the parameters in PCQS so that it searches at least+/- 3 months on both 
sides of the birthday. 

6. Cross-reference everything you find in PCQS with CIS_ If there is a discrepancy between 
PCQS and CIS, seek out a supervisor for advice_ 

7. Always check the date of entry on the request. Always do a Records Indexing staffing on 
subjects who entered prior to 1975. 

8. Always Staff, Redirect, or Refer cases based on what is responsive to the request, meaning 
what they ask for, and not necessarily what they provide_ For example, if they ask for voluntary 
departure information in 1999, don't staff for a receipt file just because they listed it on the back 
of the G-639. It is not responsive to the request. Always refer to the track 1 and 2 flow charts if 
you are unsure how to proceed. Make sure you are addressing all of the request. If they ask for 
a copy of their 1-94 and deportation records, you will need to RF them to CBP and include ICE 
infonnation or vice versa_ 

9. Always use the address listed on the G-639. If you cannot read the address listed on the G-
639, or the address is from a consular office, or 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 find no other 
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address, insert a Discussion and send the case to Unit Chief Don't forget to look for apartment 
or suite numbers, which are to the far right of Form G-639, and always double check the address. 

10. Make sure you are marking the correct track and it matches the category. Specific requests 
for 3 documents or less are track I cases. You must add the specific language on the request (or 
as close as possible to their language) to the track I acknowledgment letter. 

11. Make sure you address any Track 3, expedited or fee waiver requests. FOIAJP A assistants 
may approve or deny Track 3 requests. You must send expedited and fee waiver requests to Unit 
Chief for approval, or denial, and a supervisor will return it to you to create the letter. If the case 
is being closed as a NR, RD, RF, DP, or NA, you do not mark it as a track 3, expedited, or fee 
waiver request. 

12. Do not staff for A files that have been lost for more than 9 months. Follow the instructions 
on the lost file flow chart. A files lost for less than 9 months should be staffed and pended per 
the instructions on the lost file flow chart, along with any other responsive files such as t-files 
and unconsolidated receipt files. Always remember to unmark the circular search field when you 
cancel a lost file staffing. Also, when you staff for additional files such as a receipt file or lost 
file, you must first uncheck circular search and hit save, then staff for the additional files, and 
then recheck the circular search field and hit save again. If you do not do this, the additional 
staffings will be marked as a lost file and the staffings will not get processed. 

13. You must e-mail a supeiVisor when you change tracks on a case. Just changing the track 
and hitting save will not move the case to the appropriate queue. 

14. Proofread your final action letters. Make sure what you are telling them makes sense. There 
are some final action letters such as FC letters and NA letters that you must change. 
Specifically, you will need to change the dates or you may need to remove certain paragraphs. 
You should not bold, highlight, or underline anything on any of the letters generated by FIPS. 

15. Every time you move a case from one place to the next, you should create a Discussion. The 
Discussion should describe what actions you took. The Discussion should be short and to the 
point, but adequately describe any important facts or issues such as "closing as NR, searched 
CLAIMS, CIS, PCQS, sending screen prints to be scanned as CSD", or "Sending case to Unit 
Chief, NFTS is currently down'', or "Switched tracks from track 1 to track 2, e-mailed supeiVisor 
to move to proper queue". Discussions are the first thing a supeiVisor reads and they should 
immediately be able to tell what actions have been taken in the case and what issue needs to be 
addressed. 

16. Unit Chief is not an outlet for questions and should primarily be used after hours when no 
supeiVisor is available, or when there are system problems such as NFTS or PCQS outages. If 
you are stuck on a case, please leave your cube and seek out a supervisor. Please call by phone 
only as a last resort, because it is harder to give the correct advice without being able to see all 
the facts. You must include a Discussion in any case you send to Unit Chief. The Discussion 
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must adequately describe the nature of the problem, or the supervisor will send the case back to 
you for clarification. 

I have read these rules and understand them. I agree to seek clarification with my supervisor if it 
becomes necessary to deviate from these rules: 

Signature: ___________ _ Date: _________ _ 
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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. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA 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/A documents" to tum PDF I A mode on. 

How does the rulemaking process for this Guide work? ACD FOIA/P A Operations and your 
Supervisors direct how Paralegal Specialists, FOIAIP A Assistants and Office Automation 
personnel accomplish their missions. Through ACD Operations, Supervisors submit a new rule 
or procedure to ACD FOIA Program. At the direction of the ACD, Program Office may 
immediately amend the guide, or they may seek clarification from Office ofChiefCounsel. 
After consultation, Program Office will either amend the Guide or propose a modified rule to 
ACD Operations. 

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 FOIA/PA Operations intranet page. 
When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 

a 
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FOIA/PA ASSISTANT'S GUIDE 

Record of Revision 

b 
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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 oflnformation 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 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 fonnat 
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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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 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 "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 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 
infonnation 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 
M'it*Tltifitill#ill~t:fn:@'Mf::i:::·:::f ;_,,,_,_.:::,,.,. 

ltindow l::!e\:> 

TTTYTTTHTTT w "' r!flfH H ~~HE.:~ l~ z~~E.:H' 'N I:V l! ~nn~ 7!11 
Ml "'' TT H ll. " w \IV u " >1\-1 

!'<~ " n ~ H.E l !:EH '.f'i '.f\1 n HE!: "" ~ 

!-1~ " " H l " 'iV \fV n " n HHEr l ~tLl Ef~EU VV\i ll !:HHE \>I'd 

XIJD.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 

XIJI),\NS,., 

The number selected to access CIS will vary for each computer_ 
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1.3 CIS Login Screen 

Mit*Tltfitill#ill~t::i:f:'i::: -'' ,,:_,,.,_.~,,,.,:!_,,,_,_,,, •·· 

~0\11 l::!e\:> 

XlJD.WS .•• 

This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 

j 
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 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 3/14/2011 

1096 

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



FOIA/PA ASSISTANT'S GUIDE 

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 information. 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 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 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 
infonnation_ 
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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, 
PFll, and any information 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) 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 peiforming a search based on the subject's name only. The 
infonnation displayed will be an exact name match. 
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I. 7 Alias (AKA) Name Search (9104) 

The primary use for the 9104 screen would be to petfonn a search using any alias information 
provided in the FOIA request. 

II 
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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 
FTI: File Transfer Initiated 
FTC: File Transfer Complete 
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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. 
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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_ 
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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 infonnation in CLAIMS. 

2.2 Teleview Introduction Screen 

W#JI!!mlERWZN&U !11 !: 1 1!;mMf•J@I§1MNiM1Mhk~J::: _u:w::u::::u:::::::::·:·.,·· 
~ [l{e_ {(it - §eil$1011 - ItM;fef_ -ff¢Q'Mi - QpnU1S-- ~00\!t - t:!E!IP"- -

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 

W¥t~l'i!'P'~'IffM~'-••rmwrumrwJWJ~:ltt: ,,_,,,,,_,, ,,:_,,.,_.-,,,.,_,,.,_,_.,. ·· 
'~ Elie Edit SesSIOil Iransfer Erogram Qptlons Mldcrw !:ieP 

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 

W¥t~l'i!'P'~'IffM~'-••rmwrumrwJWJ~:ltt: ,,_,,,,,_,, ,,:_,,.,_.-,,,.,_,,.,_,_.,. ·· 
'~ Elie Edit SesSIOil Iransfer Erogram Qptlons Mldcrw !:ieP 

Press enter from here to get to the logon screen. 
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1. 6 CLAIMS Logon Screen 

W¥t~l'i''P'~'Illmi~'-BIIIDFf*IWI%i*:i'fil:i: ,,_,,,,,_,, ,,:_,,.,_.-,,,.,_,,.,_,_., .... 
'~ Elie Edit SesSIOil Iransfer Erogram Qptlons Mldcrw !:ieP 

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 

W¥t~l'i''P'~'Illmi~'-BIIIDFf*IWI%i*:i'fil:i: ,,_,,,,,_,, ,,:_,,.,_.-,,,.,_,,.,_,_., .... 
'~ Elie Edit SesSIOil Iransfer Erogram Qptlons Mldcrw !:ieP 

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 infonnation 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 
SRC071 035!687 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 evety 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 

ws~l'i''''f!M,~!IffM~1-Billlill1IWJ%J[fHi!Ii ,,_,,,,,_,, ,,:_,,.,,.~,.,,_,,.,_, .. , ... 
'~ Elie Edit SesSIOil Iransfer Erogram Qptlons Mldcrw !:ieP 

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: IBS I) 
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The top right corner 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. 
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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_ 

WI;I'YIP,~!IffM~--·ImillJ&illiWJWJ[f®lii:i: ,,_,,,,,_,, '':·:":-~:-:;,,_:-:_ .. ·:· ,, 
'~ Elie Edit SesSIOil Iransfer Erogram Qptlons Mldcrw !:ieP 
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To view the history, press the F4 key to return to the previous screen, and enter Fll_ 

35 
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 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 3/14/2011 

1126 

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



FOIA/PA ASSISTANT'S GUIDE 

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. 

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 
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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 (PCOSl 

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. FOIA/PA Information Processing System (FIPS) 

The Freedom oflnformation Processing System (FIPS) is an automated system that allows us to 
process FOIAIP 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 FIPS. 
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CREATING THE CASE 

FIPS 7.00:90- 07/28!2010 Work Queries 
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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_ 

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: 

You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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REQUESTER INFORMATION 
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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 

infonnation. 
• 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. 
• Do not hyphenate names. 
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• Spell the name accurately. 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. 

• Add a period after the middle initiaL 
• If the subject does not provide a middle name or initial, enter "NMN" in the "Middle" 

field 
• 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. 

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, "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. 

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@, #, $, %, f\' &, *, (, ), =, +, [, ], 
{,},\,<,>,or/ 

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 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, 
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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. 

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 firm 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 
fonnat 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 
New Mexico 
Palau 
Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

43 
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 3/14/2011 

1134 

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



FOIA/PA ASSISTANT'S GUIDE 

A foreign address may be very long, and you may have to consult a supervisor to complete the 
address field correctly_ 

To locate and select existing requesters or to enter new requesters, click the Requester 
Search/Entry link to open the Requester Search Form. To search for an existing requester, click 
in one of the available fields in the Requester Search Form 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 
information, click Search to locate requesters with matching information. 

"'"""' "'""' 

Mjr"''' 
<d1c~"' 

. '" 
: '"' 

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: 

Sauerbrat<en 

Saue.rv>en 

Jay Sheppard 

Simmons 

Simpson 

item(s) found (6 of 6} 

,_, ' Page- 1 of 1 

And it will populate the requester information like this: 
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Off.c~ 6A.L .,~: BAL2010000751REQ 

Sc.mnoed 
03/0412010 

!""""'' 5 0!W''to!t' 

Stat•.ts Request Case Creator cctestb 

Created 
Web El'tn.; 
Ana! R~pl'i Due 

If you do not find a match, you will have to add a new requester by selecting Add New 
Requester: 

"'" "'""' 
""""'' '""" 
C>>tll>,... 

q;, .. , 

M-~~"' 

"''~'"'" 

''' Code 

"''''"' 

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_ 

46 
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 ofHomdand 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 3/14/2011 

1137 

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



FOIA/PA ASSISTANT'S GUIDE 

(b )(6) """" 

(b)(6) 

(b)(6) 

SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Infonnation 
to the Subject 

c s cylppnr 

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. 

''Sittijtit:f'Iiif&miffiim ,,. -

First 

M.:Wrlle 

1. Name 

"" : ._\:rllllll:' ... 

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). 
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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 infonnation 
would be that of the beneficiary, not the requester. 

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. You should always check the A-number in CIS to 
be sure it belongs to the correct subject. If the alien provided us with more than one A
Number, please separate these numbers with a comma_ 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. 

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. 

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 infonnation 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 

If the alien is requesting a receipt number, enter the infonnation in the following format 
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Correct: MSC0412360000 

Incorrect: MSC-04-123-60000 

Enter the receipt number with no dashes or spaces. This format 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 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 
information on handling personnel related requests. In other types of situations, put as 
much of the pertinent information in the description line as space will allow_ You may 
need to modify the acknowledgement letter. 

CASE SPECIFICATIONS 

1. Track 

Track'"' __ 
"'""""""'""~:·: 

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). 

Please select the category Specific Documents and make the case a Track l_ 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 would like a copy of all your records, please send a written request to 
the address above, othenvise you \Vill receive only the documents you specified. 
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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. 

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_ 

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 

• 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 3 is approved or denied. 

If there is no cover sheet, please evaluate the request and make a detennination to 
approve or deny Track 3. If you are unsure, consult your supervisor. 

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_ 

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 
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Track 3 processing or expedited processing, but never both on the same case. For 
expedited processing guidelines, please refer to '"Exuedited Treatment" in this guide. 

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. 

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. 

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 
.Q.:\f..Qj,~\f..QJA_!:-.U!MSJJ~?!&~-CI~~1~-R~.f~I~Dg.~~\C.~.ey-~_C.r.~.~-tt{~1.~.mr..!.~1L!:-.~11~I~ 

If the requester did not provide any documentation or if the documentation says "a date 
and time to be detennined" prepare an acknowledgment letter and click "Add Track 3 
Denial Paragraph_" 

Proceed with creating the case. If you are not sure whether to approve or deny Track 3, 
please consult your supervisor. 

If you assign the case to Track 3, ensure you put the words "TRACK 3" 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 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_ 
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1. Type 
Type-"" v: 

~~!~~ 
REferrai FO!A REquest . 
REferr.a! PrivEcy Act 
P:i-,·a;:y .::t_ct A:>:endment 
Referra! P-4 Ame~dmerrt 

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. 

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 behalf7 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_ 

• 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. 
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• Representative- The requester is an accredited representative under the 
provisions of 8 CFR !03.2(a)(3) and 292.l(a)(l) or 292.l(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 
supervisor for further guidance. 
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Category 

(-at>;:Q•Jf¥ _.., Ali,;:.n Hle v:-
' c ... : ....................................................... · 

,A!i>:l;f'l rtl:e ""'·, 
:;:~_ppltiib: 

_Asylum 
:Child -SJ.lPPOrt 
,Citizenship Nariona! ?1:.<!\~~~~ 
'contu!tatJ~)n 
,Cont.r<:~d 

'Df-bts Ow;.?d 
Jh.l.,;:l CitJzensfnp 
'Fnn=il'r His tc;.ry 
:H~ItJan R.:dug~~ rrnmigr<HJ(L 
'~ardbcoks, M.anw;;;h 
: khNit,\l:fll~€ 

:]ntern-8! /~,t;cl!t 
i !r:v<?shg:atlons 
\ega:l hr:mfgra:twP & F-:rrmily 
i !.J'i'9iilliz:at.ion/ Admin Ap;_}e.&! 
-h1dic.al Hisb::rt 
: NOK Addr<es-5es 
'Nicaragu:Jin &. C<i?ntra( Ar!lE>t

}.Jon·A··F;le Maten.a! 
OTHER 

: P8f1SiOrlS 

'Pet-:>,~>nm.::i 

:Pro~Jt of Natur~llz_at:ion 
.Rdenli 
:SFR Casces 211: NRC 
, Sp<e<:tJ! tnterest Srt·U 
~~<~1- t'-~-. 

There are 30 different categories of requests_ However, the most commonly used 
ones are: 

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 
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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 

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. 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_) 

Personnel -The requester is seeking information relating to USCIS personnel 
matters. 

Special Interest Group- Requester(s) are seeking information 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 "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." 
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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 staffing sheet or an 
acknowledgment letter. Prepare an e-mail explaining the situation for 
NRC FOIASIG. Click "Reassign Office." Send the case to Unit 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 information regarding SIG cases to the Special Interest Group, 
their e-mail address is NRC, FOIASIG 

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. 

OTHER: 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 Forms (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 1, 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. 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# 
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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. 

Bureau' crs _->/' 

'cs~ 
~. 
~ I_{:_E ______ -~-- ______ ~ 

The three possible selections for Bureau are: 

ICE- Used to identify requests wherein the requester is seeking infonnation 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 infonnation, 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. staff for the file. 

6. Is there a request for expedited treatment? 

Expedlted~ 
~-R~:que:£e.::J .,M, ' 

~Gr~nted 
!Der.ied 

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_ 
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USCIS will grant expedited processing if the requester establishes either: 

(I) 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 

(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 CF.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 detennination 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 

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. 

• 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 sen.res 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, 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. 

• 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. 
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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 
normaL 

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 
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. 

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 

s~:ii·Xll f't:~t Dm1l;a:t-e C>s•"" 
C'i?;~N i'-d~~'~:t$!f :;~;,% 

Ot.;;k File >?'-'!1'-*~t 
t.-:."lr; <·3~>oledi"i~·m~'<1t l <8tt·U 
~';<!.;;! ht~·" te~'N 
5lH,~u!ty U-tt"r 
:;t.)!.:,;;; !...-.>(~'~' 

~llJ>'k ~,o,t~<,s 
l!'H'!<lSt lil't"'' 
~'<t;:::)ii"A· ii;;ii:~;p:.J·<i-

Nit! Starte.~l 
N<Jt ~1llrted 
NM Started 
NotSto~u1~ 
Nu.t S:ta~!l 
NotS1<trted 
NW ~lottw! 
IM St~rted 
NUl StMtei.l 
Not :\.l<tr\"'<1 

Notice: 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. 
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Processing 

SuccessfuHv generated letter Expedited Treatment fOIA Deni:aL 

eli&: on OK to continue, 

,.;) 
MyAI':Cenl 
Doocrnenls 

.·L;J····.·· :: : ,, 
': ,• 

- - j 

My Document• 

>~¥~ 
MvC~uler 

•. )AppWcaoon Data 
: .. )De;ktop 
;_(Favorites 

~;NetHood 
::}PrintHood 

.;:)XndTo 
_ _,su.rt M"nu 
__ }Template< 

0.Jjooo3 
~Gooo7 
.'f;}ooto 
-#.}APP2010CW1 :1>_2_Ar _FOIA 

%,.i Ftlen<rne: 

'fjAPP20100XIJ 36_3_5TAFFING 
¥.JAPP20100XIJ 37 _2_AK_f01A 
i]APP2010C00137 _3_0NE_PAGE 

'A]APP20100XIt37 _6_5TAFFING 
0¥.')APP20100XIl37 _9 _STAFFING_LOST 

@BAL200'0m17 _2_AK_fOJA 

'f~]6AUODIQJIJQi:O _J _AK_ FQJA 
"!)BA120100XI162_2_AK_fOJA 

:~pBAL20100XI162_3_0~_PAGE 
o/;;]BIIl201COOJI62_6_5T A TU5 
~-~BI\l201COXII62 7 BLAM; 

:~BI\l20100XII62=BJNJNTEREST 
0:)c~COOJ0073_7 _PAVHENT 

t.oiy N~~rk Sa>eas We; 
~Aili;i~ ···················································-~~ 

PI~ 

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_ 

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 detennination or the supervisor will make a statement to that 
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effect on the cover sheet, and of course, in such a situation, you would not mark the child 
cases as expedited treatment requests_ 

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'' 

7. Is there a request for fee waiver? 
Fee Waiver! ~Jet Re:quested v-,: 

bWi#l~7~ 
:Reque-sted 
~ Grar~te:d 
:cenied 

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 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 of Information Act, 
"Fees and Fee Waivers." 

Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
fonn 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. 

When a requester has asked for a fee waiver, there should be a cover sheet advising you 
of approval or denial_ You may detennine 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. 
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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. 

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'' 

Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 
0 \Foia\FOIA LIBRARY\Case Create References\Case Create Template Letters\Fee 
W.a.i.Y.~r..(d.©ni.~~D 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 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. 

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." 

8. Print to CD 
In PrintTo col 
[] PA Cit•d 

In Liti-gation '\ 

[] In Circutar Searth 

·: 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 
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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_ 

A few guidelines to follow: 

• You should 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 (for requesters who are attorneys, the 
default is Print to CD). 

• If the responsive records are already scanned in when you create the case, you 
will still check print to CD. 

• 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 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)" 

9. Is this a delinquent requester? 
D P1int To CD 

0 PA Clt<d 

0 : In Liti.;J:ation ·) 

0 In Circular Search 

: Del~nquent) 
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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). 

Sage Mor-g<m :;f: .::-<·:,u:C:J-:0.. 
1230!"!'>1€ 
lees S~.;~m1it M0 &40al.i 

To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 

The query results appear in a separate window. 

4/21/2010 1,500 

item(s) found (1) 

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 
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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_ 

Do not treat the case as delinquent if the case was processed on or before J anuat-y 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). 

If the case was processed after January 1, 2004 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 You will know the request was processed in FIPS Lite when you open the 
case because you will see a "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. 

Next, to create the case, go to the Tasks tab and click: 

""'' 
:\.············~,·~······································································································································································· 

Nllt Started 
Not Stilrted. 

When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

**Do not staff for 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. 
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If the FOIAIPA 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 .~ ...... ···rr 

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 
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 I, 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 
case as ER (created in error). 
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·- 0 

--- --- ----,SGfif~-----
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Not !.tarterl 
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Ordinarily, you will get a blank result 
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Number last Name First Name Name Name Name Number Action litigiltion 

L3iii~ii:i~ii~!!~{t c·~-~-i~i¥-~:~-~h-~J 

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: 
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~~"''""'"'"""""'"'"""""'"'"""""'"'"""""'"'"""""'"'"""""'"'"""""'"'"""""'"'"""""'"'"""""'' 

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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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: 

i:\f:I::?if:'f:::l:liftb f-1t<;<<:~'>>K'~<J ~<?<:' i::f<>tmM:iDn 
--.. --- ... ---... --- .,. l:¢~Offuiii~'{Sf..li1~~---.,. --- - -- --- --- . ---.. ---·ft~~~P.?t4?~ 

la~t Na1ne 
·:;W _h\NRCI; l';~\~!3!!~~4 ~~ >.~j:-~0 ~r; ~:fl('l:f!C -'-~1 Vi~~.l<":l'<.·-1 

---~- !set thb t<l'.>e .:H du;:::!i.:ht<::- e <:)(iQ:'"t<~l r;o..o,~) 
~ s~~ilf<:h Cmnpkk .! 1 :'i<:c>rdl A\~<lb ( 
'"'"'""·············""········"'"'""""""""""" ........ w .............. w ........ . 

Create a Final Action Letter and select final action code ER: Created in Error. Mter this, send 
the case to Up-front Approver. 
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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_ 

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. Instead, close this case as ER (created in error). 

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 information 
for his or her review. 

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. 
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Bla~k L0.:ter 
!ntere>t L.;~ 
E~.pei11t~d Denial Letter 
Va1.1Qhn Index Lett~r 

FOIA/PA ASSISTANT'S GUIDE 

Not Stllrted 
Nat Started 
NGt StBrted 
NC)t Started 

Not Stilrted 
N!rt Slllrl£11 
N01t st~rtw 
Not Started 
N<Jt Started 
N11t 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. 

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 
the Copy Documents icon, which looks like two pages: 

....... _ .. _. __ .. _,_ .. ,_, .. ,cinM;fNU&~·s&iii~if''- ..... _ .. _. __ .. _,_ .. ,_, .. ,, .. ,,~~~'fiii<j~PoS'fS!ltW~fiii/ _._ ... _,_ .. ,_, .. ,, .. n~ ,, .. ,,, .. Mi'diitf .,,_ .. fc;ptf 
Last Name First Niim~ Nama Name 

<&"' 0' 
r;l/2DD2 6:00:00 ~M J•Jhnson EsQ Laurence f·JOiUbW3111.3 Teopista 

<&~ 'J/31!2i)J2 6:,)0:00 ~M Sto:el Esq Rkhard Shin Uo S>cvi'. 

<& ~· -~ ,.3/2010 1:3~:12i='M Site! Sam Sitel ruck 

~ ~,;- !3!2010 1:34:12 PM S1tel SalT' Sitel R1a 

<&"' ' ,..J/2010 1:22:47 F'M Site! sam Sitel Rox<~nne 

~~ i0i2f!ll) 3:02:43 PM RKhards Tom RicMrds "" Roe 

A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Copi11d 1 documents ldthout redactions. 

The responsive records now appear in the Contents List of the new case: 
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Sc;;nn~d 

:. L.EJ>#2{1/¥~1-~_~:i1iP 
6/20i2i)1[14;04:4t H-1 

CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 

"Consent" for the purposes ofFOINP 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. 

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_ 

6 CFR § 5.2l(f): If you are making a request for records concerning (a bving) individual 
(other than yourselj) ... 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 
--~~==~==·ofany record pertaining to me that appears in any system of 
records ofUSCIS, USCBP, or USICE. 

Consent of parents or guardians 
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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_ The signature of the parent/guardian must be 
notarized or signed under penalty of peJjury [6 C.F.R. § 5.2l(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 a minor. 

Verification of Identity 

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 

6 CFR § 5.21(d) Verificat;on of Identity, says the requester must provide us: 

• Full Name 
• Current address 
• Date of Birth 
• Place of Birth 
• Alien Registration Number (if known) 

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 per;ury m lieu of notarized .wgnature). 

The notarized signature of the subject or the signature under penalty of peijury 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. 

74 
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 3/14/2011 

1165 

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



FOIA/PA ASSISTANT'S GUIDE 

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 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." 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.,-, any matter is required or permitted 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 unsworn declaration, 
certificate, verification, or statement in writing of such person which is subscribed by him, as 
true under penalty of perjury, 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 commonwealths: 

"I declare (or certify, verify, or state) under penalty of peljury that the foregoing is true 
and correct. Executed on (date). 
(SIGNATURE)". 
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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 l, Track 2 or Track 3 Ack Letter Requester Docs located 
at: 0:\Foia\FOJA LIBRARYICase Create References\Case Create Template Letters or the 
fonn "Requester Documentation Attachment" located at: 
0: 1Foia\FOIA LIBRARY\Case Create References Case Create Template Letters 
\Requester Docs Attachment_ Check the first box on the document. 

Reasonable Description of Records being Sought: 

If the requester did not provide all of the elements listed: 

• Full Name 
• Current address 
• Date of Birth 
• Place of Birth 
• Alien Registration Number (if known) 

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/PA Assistant working in Records 
Locator queue 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 PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not staff for a file. 

Go to the "Tasks" tab and select "Acknowledgement Letter" 
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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: 

-- Wcr~ Queri€'s Stan 

!other Requester Documentation,! 

Ad·1 LCJst F;te Paragraph 

"'dd Trac.k ~ De!~:al Par.:.grapr: 

'Mdttiiiilbh)iitUJI$'''''-'.,.,_.,_ .. " .. 
No cq::twl'l~ f<::lti1<L 
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We then click on "Generate Letter.'' Our only option at that point is to click OK: 

FIPS ;•' >} Yfa;rung blliti (>6 

My Recent 
Documents 

l] 
Desktop 

.Jill' a 
. ::;Appllcacon Data 
:;; Desktc:p 
·o:~ Favootos 
<LDChent 

_ Loccl 5etljngs 
.. OM'{ Documents 

·_:;;My Rec"'"t DocumEf1t 
-~~Jetl-1ood 

.";Oracl€ Jal' Ca;:he 
MyOoCilmenle __ ,Pflno-iood 

;;j 
MyCi:l~p\J1er 

~;j 
My Network 

Pl"ces 

::~S€nc1To 
.::·;,Sta"t rvenu 
-~Templates 

erstreamuplwd 

Filename 

-- WNV Quen"s 

:'-:: Global360_updOwn_\fffSIOI1 
-:>)}NP.CZO!OOQ0511_6 _REFERR"L 
i~_';NRC2010000511_7 _FA_PD 
c'#)NRC20100000J2_3_0NE_PAGE 
:;\l:NRC20100000J2_6_1J(f011-. 
ill)NRC20 IOOOOOJ~_3_FA_RF 
j}Nfl.C20100000J~_ 4_REfERP"L_ ~W<JCY 
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Li>ii'i,i~~ ............................................................. ··:.;.·: 

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 information, 
select the radio button marked "Checked" and then click OK for each item of information you 
need: 

C f »Jt chec!::ed 

Entry: 

Check box enabled 

!_"_"_]Calculate on exit 

Add Help Ie~t ... 

Ell. It: 

2nd 

j ! 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: 
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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." 
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When the requester provides the additional infonnation, A FOINPA Assistant working in 
Records Locator queue will staff for the records. 

Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a "bst of all employers 
in Utah who use E-Verifj/' 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 staff for the file and put a Discussion in FIPS that it is a third party request without 

83 
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 3/14/2011 

1174 

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



FOIA/PA ASSISTANT'S GUIDE 

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, USC IS assumes he or she is deceased and no 
proof of death is required. 
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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), or in other situations to the MSB mailbox (NRC, NRCFOIAMSB). 

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 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. 

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 
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allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport" 

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 oflaw, 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 nonnal 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 
FOIA 

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 Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien's file to assist them in 
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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. 

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 

REQUESTS: A-number only 

If a requester/subject is asking for his or her 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 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. 
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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_ "Erazo" means ann, and 
"bracero" means a person who works with his arms. 

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 information. 

NATIONAL ARCHIVES AND RECORDS 
ADMINSTRATION 
CIVIL REFERENCE 
7"' AND PENNSYLVANIA A VENUE NW 
WASHINGTON DC 20408 

REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA 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. 
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Send the case to processor. Send an e-mail to the MSB 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. 

REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS 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, 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. 

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 I I cbpnet cbp. dhs. gov /xp/ cbpnetlhnn/for _em pI oyees/i nfo _about _you/ eop _folder/ eopf _I ogon. 
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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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 f.QJJ1i.o.~ .. l:!.~.~- category. 
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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. 

In your FOIA request you have specifically asked for the retum 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. 

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. 
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4. Prepare an email for .NB-.C., . .f.Q.!A.~.!Q 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. 

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:.JYR.(;:.f.QJ.AM.S..l?. .. 

• Send the case to Unit Chief 

• After translation, a copy of the translated infonnation 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 

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 the MS.B. 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 

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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Office: NRC 

r.~:51;\i,··. 

f:t~r~~-lJ: t:t::f~t1 
~ ;:4 P!'ja\i Opt~ms~. -·' :.: 

2502 

lkli~ofJ~llldM4~ 
u.s. Ci~~blj; aa.l lmwigmiw; lkN!«!i 

NOTE: lls>e llfthU form D il'ptillflll. i.JJy writ~mt fimuat fur a FroDdam. of Jnfmnnltilm tl 

STARTBBltE ~ D'f!., ErlltJo biacldDk. and lllttMitiJ••~ before eumeM!1 
1. T}>pe I'Jt &qotn (Check llppTf)pt'lfit~ Mx) 

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." 

·1 ................. 1..: ................................................................................ : .... . 

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 pennanent 
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 
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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. 

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 information 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 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 

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: 

US. Citizenship and Immigration Services 
ATTN: Records Service Branch 
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1200 First Street, NE, 2nd Floor 
Washington, DC 20529-2204 

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: 

If the requester's relative is deceased, he or she must submit the request to theJJ.~.CI~. 
G.~!J-.i¥.ill.Qgy .. :Pmgn1cm- 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 infommtion 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 pennanent 
records for the Federal Government, ensuring their retention indefinitely. As with all pennanent 
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 more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 
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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." 

NOTE: You may find the complete list of criteria in .~~£tl.9.nJ.~.:.'J:;:;~t~&9.f.Y .. .9.f.f.~9M5:.$.C..in..1h~ ... $.!J.1?.:: 
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 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 normal Acknowledgement Letter with the NARA Historical Record 
Letter located at 
0:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Lettersiliistorical 
Record Letter. 

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, 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. 
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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 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 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) 
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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After you have done this for both documents, send the case to Up-front Approver. 
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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 
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. 

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 9th 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 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 information 
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. 
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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. 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. 

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 staff for the file. See Entry/Exit CBP information above. 

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 staff for the file_ However, prepare a Discussion 
explaining why you staffed for the file. 
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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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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. 

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 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 staffing for these types 
of Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
infonnation 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 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. 

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 
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If you pull a case that has a FOIA Safe staffing you should l'IJ<:YF:Il cancel the staffing sheet. 
Send the case to Pend. 

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 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. 
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-:_:_ .. -fk-"'- ~' E E !J U -'-1 

To comply with passl.'lord security st;,ndards, 
NFTS pass:ovords are now case sensitive. If 
your password was created or reset by PICS, 
please enter your password in UPPERCASE to 
login. 

NFTS Lc In 

Plea$t:! enter yo11r 11ser· id and pa$s:word, 
then press the Login button. 
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2. Submit your location 

:>each -.". Favor~es 

-- :::,JE!i~J,,bff\~t; '~~1'fimfj '! :: 

'\&i·~~.r A~~#;,, :;.;: · ., .. _>.}' 
:: ,J~~J\~:\J~~~:~~~t~ :::--_,,_--, __ ::: _, __ ,,, _,'\,''' , __ ,,, _, __ ,,, _,'\,''' , __ ,,, _, __ ,,, _,:\:t:~-;~~-~':f r''' -- ,,, 
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3. Select '"Inquiry" 

:>each -.". Favor~es 

Offle1t: NllC 

Section: ~AA Resp Code: 

:-: . .J Transactoons 

:;o Report• 

~ Chong• Workrng 
~ Vrow S"'ooofElo' 
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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. 
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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 
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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 
DP, we staff to DRO If you don't already know this, SAC, RAC, ASAC, DRO and OPLA are 
all ICE functions. That's important for staffing. 

o·,~~,a·cFO!-' UeF.:J<.RY<Ca~ C'~at~ R¢~'~C9S·.Ca~ Cf&a~ TGmp.~~ Lst~r~·.Ces~ CrG~t~ R&fG~$11C~f·FOIA 

FCC Lis! 3 3! 10<C 

" i I 

ALL 

ALL 

ALL 

j i 
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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. can see that we staff SEA 
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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 "ORO." I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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11. Generate the staffing sheet 

9ot() _the_ '~_Task( tab ~d clic_kon .. "_(:re~t~ Fil~ ~egtlest'~ . 
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After we click on "Staffing" we get a "Generate Staffing Sheet" screen. 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 ro·· until we 
find it. 
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12. FIPS- Staffing Request dialog box 
We will scroll down the ORO list until we get to SEA, select it and then click Request File: 
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~lan~. L~tt~r 

i~t~:e:;, Lett;< 
E~ped1teC C;~i~! Lett;r 

Case .4c:twns 

N!>l Sl~rtd 
Not Start.e~ 
Not Sl~rtd 
Not Slftrtd 
Not Slftrtd 
Not Slftrtd 
Not st~rtd 
Not SIMtd 
Not st~rtd 

i·!:·r-~ jii:O~-\~;~-~~~--

:mai: 

, .. """"''' , .. """"''' , .. """"''' , .. """"''' , .. """"''' , .. """"''' , .. """"''' ,. """"''' , .. """"''' """"''' , .. """"''' , .. """"''' , .. """"''' , .. """"''' , .. """"''' L. ... ~~:or."..s ~c::d~~! .... J._ Case Pr~s~~;or .. JL ..... ~.~>e Ap~rc-·,·~r .. J ... !:-'I'It C~1~i ...... ~'e.~~~~~~-~PP.O:-=:~.~~-.. J.~~~~.L .... ~.~-~~~~of'!S:~~~~-.. 3~1' 

Page 1 of 2 00.5% v~ew1~ vers1on: 1 
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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)." 
tt:;''E~:I::::;:h,. T<>Sk$ Oi${ii~i<>r>S CM·> ,::.,;:>1)!",~ i'l<~\("1 
· .. .,,,, ... tmiUm:ei\t:l~·p;t .. , .......................... ,.,-,s;;~·:'' .,.,.,,, .. t>iiititiP ":stiit~~r .,,,, .. ,,,~ti~R-,,,.,, ........... ""Acr;em'lliir''' .,,, .. :6/i'i&""' 
:J l~<~>:<.n~i,;o l!~·;~d-; 

JJ ';~;Jia<; ;:c,;.ry_-,'n'i 

1:1 )1t~~·wl~~· .. P~tG?Wtr·:, · ,,. · 

~l;><>'~~" C<O.>!:,--e,~ 

I:!Bs-2r-:~ ~L·~sk; 

lX>~mk.>~'l f'~~ 

$·;;~ .. j '(> >'r-~-t Q!-i-N~ 
\:iir<i.~l (.<'{'\"iii 

~';).~ l of,' <'X:L~:'~ 'l!i'-1<'BJ v-ers;or;· ; 
... , .. """"' .. ,.,.,,.,,.,,,,.,,,.,v,,-,.,,,.,,,,.,,,.,v,,-,.,,,.,,,,.,,,.,v,,-,.,,,.,,,,.,,,.,v,,-,.,,,.,,,,.,,,.,v,,-,.,,,.,,,,.,,, . ...,, ... «,.-_,,,...,,, . ...,, ... «,.-.-.-, .. ,,, . ...,, ... «,,-,,,,.,,, . ...,,,.,.,,,.,,,,.,,, . ...,,,.,.,,,.,,,,.,,, . ...,,,.,.,, •. .-.-, •. ,,, . ...,, ..• «,.-.-.-, •. ,,, . ...,, ..• «,.-.-.-, •. ,,,.,v,.-.«,.-.-.-, .. ,,, . ...,, ... «, 

My Recent 
Ootu!llents 

(.) 
Desktop 

My Documents 

My Compyter 

~!:,J 
My Network 

Plates 

_;:.jaVa 
-~:;Appkaoon Data 
-..• Desktop 
,.;"Favorites 
·i:';LOC~! 

-_LM 5ettng> 
,)My DIXl..lments 

·_:_:·)My Re·:ent Documents 
-__ 3.Jetl-looc1 
.. :.;..;Or <Ide Ja' cache 
,_,;PmtHOCJd 
_j)tndTo 
.:_·;st:nMenu 
:...,;Templates 
,;_: errtreamupio<ld 

Save asjype 

-~; flobal360 _updown_ verSion 
-'!JJ~C20 10000511_6_REFERRAL 
~~j)'..f;C2010000511_7 _FA_PD 
1!))'..f;C20 10000802_3 _ ONE_PAGE 
·'1J~PC20 10000802_6 _ .!li<_FOIA 
~:l)'..f;C20 10000804 _ 3_FA _fl,F 
iJN<.C20 10000804_ 4 _REFERRAL_AGENCY 

,·_:_ N'Tl..ISER 
-- ntJJser .dat 

Click 

.. 
Cancel 
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As soon as I clicked "SAVE," FIPS opened the staffing letter for me in Word_ 

t.~. U.J""lmoRt «£ llomd~nd Se<urn) 
Naloml Records Ctoller 
P_O Boxl\48010 
Lees Sumnut, MO 04064-3[10 

U.S. Citizenship 
and Immigration 
Senices 

~IEU<:>P~.u.:rDtTJ\,1 FOR 

SUBJE( T-

DR(' - SR'I. t:e~rtle 
DepOJbtwn A,;,;r, 
l!)o.i-SJ~-OI.l<!l 

B•mty· W~ng 

F1eedom of InfOnu~twn 1'11'-a~\- Act RetjUCst NRC~U1!)(1(1()81J•) 
Ahm:'= <.IL!3-t5fi-:'S 
f::11bjed N.•mt Chrir; P. Ba<on 

The nthched FC•IA,PA IC<Jllt>1 if f<irv.;aodecl to V<l\11 off1ce f.1r ~cti"n I•ue to tl,e ~~~t~j~(t mMteL lhtot i> n 
hi!!:h Jlrobabihty your offi< e 1'illl ha-..e ICc 01 il> re>JH<lliiYf to the rCIJlW4 

• Pk~;e t<m•lud ~ th<>l'<JHgiJ senh·h f<>1 ~llrqJ\lJhin re•••ul' Jlhy•k~llr uL. :~nd within the fiqJdHlll>ll 

pllJYiew ufyonr o:>fti,e 

• Semi a '"PY ofalllespon;:in documents to the F(•L-1. office mlheU entirety DO NOT 1iU::E 
RED.A(TIONS. 

• Bl~<·kd ,111\-' tl<>enmenl<; 01 jlfolfl<lll< th~1t<1f thnt ynu belie\"<: _<ht>nltl bt wilhl1eld Plt~~t utdu;]t ~ luid 
~:.:vbwti<>ll t(,,· yom ~ctiou The FOIA Sbff "ill not Iei<"il~~ those itHns .«:• in1Uuftll v.itllo1lf 
rw·tbu •lisru~sion with y~u. 

ShvuUl )'<>uuuil t>ther J"ia,mu,e "' bcJoe,·e tilL< rettne,:t ~hvuld be i>tltfed t<> anudt<:.t ..,H;,,e_ t•lu~t 

<>[~"]_H) __ <': 
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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_ 

~~·sttm Rtsu]t~ 

PM1hn );~~~hn 

I <~lhf\· th~l I ~m IV[>t>ll'il_tl~ 1<>1 tlot >Moch ,,f rtc.~·;l;, <nluln,or~,l in my ..,ftice en,t>lll]lM~«II>, tloi'
ft!Jilt~l Jll•i the otta;,he,t re~onl> weu the only >lld! d<.MUlleurs lo;;ated Ill I eSJ>Oil< e to liDs 1 eqne>l. 

Si;ol~h.lo¢, ______________ D,;t~-------

Pm1terl TyJle(l ;.;!,une _________________ _ 

Iitl~'--------
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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. 

: ·-_, . d '_~\l.'.i,i":!_!::_:x:.r-.. Sr"f''' ._ ~:t.s;t ~;n,~;<:L<>'.~'--

1) · lWt&}i:u:i:t:i:u:i:t:i:u:i:t:i:i' Offi<*: t<R(' 
Seetkm: · :,;; · 

•• ': ;I 

"(_" •' 

• D->~'- ,,,,~,1 

I, 1: 
< ·&1!1~ 
. ;.:~"'''~" 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it 

1 ,tttrf,· ~~-" ] ,;w ''''V''~~~~_,[< f~f th< '<M(), ~f ft<oH~ ''""Ill< ld ullll)" ,_,jj,_t <UiM\j>oi>{,] h ~IIi 
l<>r><-<1 ;Oiol It~ >iU<hld '"'"' ,j, "'"'" tl" t~4;· <>t< ll Jo>ctl'"'"'' ],co•d ~' '''f""'''" I<• u,, !«JI"·J 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete_ 

-~'of;!'~~· ............................................................. , t~w .. 

Tttk ____________________ _ 

Ot!!erallil ul Fo(A 
Fn~ t SM li!~MK>~ 
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Next, highlight the whole area and change the font size to 12. 

-' !:-

' 
Totl< __________________ _ 

Tdorllou•"--------------------

, .I ll~. I ' 

.. J 
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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_ 

Rf<U)t< 

l'~>ihn Neg~tive 

----

----

Teltplwne;; ------------------

' ' 

124 
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 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 3/l4/20ll 

1215 

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



FOIA/PA ASSISTANT'S GUIDE 

15. Save changes and check it back in 

--- ----'tfuiiuiicitft~--o-- --- --- --- ------ --- --- ------ o--~,{'''- ----,-p~.;-- _,_-5t!ilu5 __ , ___ ,_--~ii;'--i.fujf --- --- ------ ---_, __ A:>fiinJi!J&:f- --- ,_-u'ilit-,_,-

[I f.:esr.on~:>--2 R¥~'"& 

0 '!i~<.iillf'>i J'.Oc>>'''"N 

}0\ ¥t~¥~dtirtH- f1:iF / r::. :::: :: ::r '""14':'''''4 "'"'''*0:: :r::. :::: :: ::~2/Ji*t· ,. ,.,,, '""' ::: 
;;· ,( ~<':1'1>!<':,1 ll.iS.:·,)l.(·if:j>C'N·1 

;c&,: 

~-l,~n,~'.l" L't.o<'-.""'<'1\ 

@i.EE~i~~·.t~~IEEr~::.~·-~~~·] 

~:~d~t,:;i.-tF.~~fdl~:,:~:j;=:;J 

My Recenl 
D.Jrnmellls 

Desktop 

::.,.J 
My Documents 

4.J 
-:"' 

My Network 
PIE<ces 

J5Va ---- --- --- ------ --- --- ------ --- --- ------ --- --<"GiOb~:36i:i~UiX10Wrl~Vei-OOi-i--

::::.:AppicatJm Data cfi)NROJ10000511_6_REFERRAL 
-~~;Desktop i~}JRC2010000Sll_7 _FA_PD 
·::c Favorites ·*)NRC20 i0000002_3_0NE_PAGE 
;,(I.OC~m '¥_)NRC2"010000002_6 _AA_fOJA 

,Local S€tlilgs -:iJ::NROJ10000004_3_F~_RF 
;,~l~y ~cuments :¥~:NRC20l000C\304_ 4_REFERIUL_AGE~ICY 
.:;,My Re03nt Doruments 'if)NRC20100000~_3_STAFFING_i'QF _ICE 
___ )l'letHo00 --o·NTlJSER 

":,oracle Jar cache . niJJser .dot 
:·:JPTTitHOOd 
::":>::flldTo 
::·~start Me~ 

;..;Templates C 1. k 
-~~"''"" I C 

\ 

F~enE<me: 

......... [{ Qpen 

Filei ot type 
occ,•r•re·•·,•·································································c.·; 

c Open "->!ee:d·on:y 

After this, send the case to "Pend." 
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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 RAFACS/CIS, FRC or 
one of the Service Centers, staff for 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. 

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 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 
r.r_C.Q!.?H!.b.@.t?.,.:S.l~.· 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 staff for 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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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 infonnation 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 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 9101, 9101-
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. 

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 information. 
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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. 

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 
infonnation. 

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. Enter the receipt information into the Topic field. Make the 
first part of the description the receipt file number. Use the complete receipt number with no 
spaces or dashes_ Do not write the name as "Last Name, First Name'' 

Example ofthe correct way: EAC0812345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases_ The next case creator may base the search on 
"EAC081234567%," and if the previous case creator entered dashes, the search will not identify 
the duplicate 

Do not staff for receipt files from any offices other than one of the five Service Centers 
(ESCIEAC, SSC/SRC, WSC/WAC, MSCINBC or NSC/LIN) For receipt files at HBG, use the 
NON-FOIA MSC/NBC 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 information_ 

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 

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. 

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. Also include any T files 
you find in the General Inquiry screen. 

Paste in the "General Inquiry" information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
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MSB will know the file is digitized because you have staffed using an RDF staffing sheet This 
also applies to Retired files that have been digitized_ Do not use the retired screen on Retired 
digitize_d _files.- An _ex~pl_e __ has _b~en pr()vid_e<f belo\V.-

:/d<i.;;;::{i(:&:'ki-~~-~~ \.:.~~iii,;~i~:~~.>ii"Ai<f 
,, ___ ,,,_,''',_,''',,''',,,''',#;~~~~~''i.r'4i:~.L 
.>;:«i"Ai«t.''' o; ;o; ;~_(,.,;;,o~.': .. :o;, :!;;::- '' ,_, '' ''' o; ;o;_t;(,;O.<,~;OOo:,.;o_ 

~~~~Jrt_;_~~~,1.4~_ig}~lpj'~)k~~-:~;!l~)'l;;:::~:: t_L:': '' -- ~; f 
, ............................................................................. :.:'::.:'·:.':'::.'::.:'::.:'-.' .. "'~~ ,:: ... _::: .... _:: ... ::: ... :: ... _::: .. ,._:: .. Y ... :: ... _::: .... _:: ... ::: ... :·:~,~<'. ::<'- ,, ,_-

In the example above, you will have to make two staffings. Notice there is aT -file currently in 
use at OPLA San Francisco? That also changes the Category of the case to "SFR Cases at 
NRC." 

File.s 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. 
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JiJFavorfu!s 'ti'Media , ,C,f , 

' " :; : ;~ " " "' " " " "' " " " l'!! Local inlranet 

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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()'1~7 NAMf: DIAZ HERNANDEZ 

~RE\.IIOUS FCO. NRC 
CURRENT FCO· SND 
REQUEST FCO: 

SND r::2 
fiLE LOCATED IND. N (NO OUND) 

DATE m 6412H62 (MHDD'I'YYY) 
DATE FTI: 1341521J62 
DATE FTC' 64162662 

PERSON/ACTION· CHUIBP 

, GLORIA DCIB: 646919 

FCO CRF.ATING SUB·FILt· 
SUB-FilE CREATION IND. 

ACCESSION !WilBER: 060€1 
IN~ BOX NUI1EIER: 

REQUEST NUI1EIER: 
2ND REQUEST DATE: 
3RD REQUEST DATt· 

YOU ~AY REQUEST A DISPLAY OF ANOTHER A-FILE BY KEVING A DIFFE~EMT A NUI18tR. 

CLEAR EXIT PF3 REFRESH PF4 FTS NENU PFS HELP PF6 CI5 11AIN MENU 

3279 

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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FR.,_~:; OET!OI.:fl':)N 4N0 "'_«1lQN_.:..\... ;:iiO.(~ii'.ll"•' f<o St;,Ofi-·'1 Cdt~' 

("s~,:: .. ,-.,zz L<:<:l»,& ~ 

;~·:: !',;, ~':>::<c:<{L0>!- .••. _ 
~R( 

~~~(; 

~l:l tJ,)r-< ::.-F<L< 1.1AT:::~f41. 

KE 

!lll~~p[. 11IT1!!1!1131!1!11S!IImiiS!IImllmllmlll!l!lllli---~-i· .•. _,.-
~·JJL 

,;<;~:t·~: l' -~~ C"•\:~!><·:~~~ L\M~ 
-:~~~!:<:; -"'·~-1-t:-:.ev~: (-%-!<<' 

(NW: f!l{, R?-C:<.:.J'St 

;·,r-~1 ;.Q.::c~ ~€\t<l= 

S;::~<::~-1!!~-, ~.e':t~' 

SU~b l.<'~t<:< 

;;:,,,_,_ :.~P.~: 
1,-,,~,~-~: l •d;::er 
; <00.;!i:•l•.' ;),~r.!aj L ··:•\N 

N@' St~rl<!d 
N<lt Started 
tl<.>t ~'l •• tt .. ,f 
tM 3'lilrttd 
t~.:>t Startl>.:J 
Nilt Start»d 
N<lt Si<trted 
N«t St\trt<l<J 
NQt$1Mt<!d 
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Check File Missing/Lost 

Select Lost File at FCO: 

Click Request File 

Modify the letter 
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Suffed 10: Lo~f Filt ilt FCO: SND 
('IRCPLAK : ~TECH.L: LOST FILE l\f.-\R(11REOFEST 

Ofliu Co<ko: NRC ('ontrol N•llllb~r: NRC20 I 0000808 ll~tt: December 6, 2010 

Afie.nNmnher 091712345 Subject GloriaD!aZHemandtz 

The attached FOIAIP A request is fu!Wffiled Ill your office fur action_ As arerull of the attached system search, we 
request that you conduct a circular I special/lost file search for the oubJecl records 

Please cll'l!fy by you- signature and elate that the lo>t/ rrussing 1 not found record has been placed on the clf'tular 1 
spe:lillllost file searc.h bst and Its Jor:atron is acl!vEty being sougtt r1r that the flle bas hem fuuod Tbts file 

-" on the c!Itular I SJHI:!al/lost file smrrh hst, 
isatt.ached 
clJJld notbe located 

Printed Nilllle 

D~ 
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Generate the acknowledgement letter. 

L.J\'¥l-:~ P'~v;n"rlt R.otw·n~·'.l 
1 -.3:_] f>.<:ki t.-:;$t FdE: P<Jt:Jo:?·.:;pC; "$·-«<·.«>-·»>-·»<·.«<·.«>-·»>-·»<·.«<·.«>-·< • 

MJJ Ti'<i<:k J O«nid i>ara:J(J~pl'i 

2. 

Click Add Lost File 
Paragraph 

Click Generate Letter 

' j 
I 
I 
I 
j 
I 

f~~,;-;~;;;··::};1J,Ef ·---·l C.~::f_;_ii~.i.J 

FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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Y out requo4 ,, l>em~ h;mclled 1~1d<r rho pro-.·i<tnm of H1e Fttednm ,,j Ltfnumtwn Act ~~ lT S (' ; < '2 ·, 
It lt~s ltte:tl a'''~ned ~l< f~llmvm~ ('n!llr~l munbe:t NRCll!ltlll{l(IS(I~- Pko<e nt< tin:< mnn~et m .•11 fnh11 e 
Nllt'}\Uil~tll<ot 3l>hUI \'~Ill 1~<\IIOSI. 

\'\" • te>pnnrl ''' <«Jll<>l;; on 3 fu-,t.iu. fu_,,., ,,Jt bo;il. .ul<l ou ,> urulrj.traok '}>!em y,,~ ,.,1,.,t j.,, l•e<n 
plo<ed 111 the <ompkx ""'k (TrO<~ !1. Youm11y Wl<h to n>uro"·yom Hqut<t to ';;pe<1f1c <lonunenr Ul 
,-,r,lt~ I~ ~e <l!;Jhle f<, tlte IMler h>d' 1<> ,lo '<l, J>le."o '"'hi 3 \\l1tfen lt(Jll<\1, l<lenhf~-m~ tile '1''''/J(. 
<b,umeut '"''~111. to the .1•l•t.e:« ~h•n '•'··• willuohf,.· \ "'' 1f)"<>lll reque;t j,; ]!l~~e<l ;, lh~ 'mlJ>le l1;1d; 

Iu ~· .:oo ,J;nl < \'ldl I•ep;>~ hnent •If Homd;nd Se;mity F.• ~1h11om lri ,. F P. ~ ) 3( c 1 k ~ 0111 req11e,:t ~> 
oloom«l I~ O<HI<hlul< on ··~•••m•nt to I'·'Y any I<<> illo>l lllol~ b< doarg•~ble ''I' I<> $~' (t(> Foe' 1110)' he 
<h;u gtd f(lr <tlr>hin~ ti1o .. ,.,,, ,1; i'<\lt~ht ,;t th~ 1<>-p<~h''< ckri<ll. J!l •JI'o:~<wuol. .>n<l "' m.>n.1~<1 o.1l rllt~ ,,f 
$~.(~1:$": (1<}$1(> .!~ l'tr quarle1 how, :lli.J fur <fupb.<~t:wu of .:opi<> at !he rate of Uf> per <l>pY. The fioet 
J(~'t '~J>iei ,illd ('\\"! hout~ ot :;e;u;h time ~Je .wl ,h;n !j(•L :ll~<lth~ tetn~iniu~ ~QmbiiJ<rl (·hat ~e> !ut ~ear.:h 
>ll~ AH]>ht•lo<>n om~< I e tuo.l ~14. (I<) b~f~H w~ woll th~o ~e ''"" ,ill\· IH>' ).f<d rttjUt>1~ ~<• nut ttquu e OU\' 
fee,, ho•" 0\"e:J. tf f<t' HI ""' e•<, uf n \.I~) me <<<flneil, "'" vcdl uottf\ ~ (\IJ ~efoJ<It:OJHI 

Tlu.< oftt<e will h jlJ<F1•lmgyo1n· le<Dr<l;; ou ~ Comp.1~r I·i<, (Cift tm \Nt m )OIIrpetsc•u~l "ml('\lt<r 

l11e O:'D" ,.,,,l.oble '''' .1!! "''lllf'Ut<O< tlu-nu1h th< 110~ <•I .-\.dnl·~ .'.,H·b~t ,,,Jtw.1!e .-\. "o'<r'!Un •>f .<,.],)\>t 
,.l,.,·u[,,t <Hill•• tttdthi«l o>u ~1< l D Ytlllnt<<ll'ik """be ll<'\'t<f nn \<•Ill" "'"~mlet ""'""" ,.,,1 '"" loe 
p•iuted nul<• 1'·'1'•• Oul)· r•~od< 1' !'·'~" m mm< me di~ihl• fn1 i'I't"inttu~. To> l«Jil<>tynm 
l<'iJ.J<.•U;in tei~HI< <m J'J!"l.·l'le~<e in;:~1de )'~\If \<mlwl mtml•tt ~nd -r.1 ile to H1e .1b~.-e ~ddte<; :l,lteuli<>n· 
FIIL\"Y.-\. llffii<J , olr bx lh<m ro (J;I <l 1 3'1>-' "R' 

Bo;o~ on the iuf"'m•lwn Y"" fiOYJdeoilllYOllr f«!ll<fL W< '""'inded ~ ;eorch of ow rocouh" lo<olor 
iu•ieT. cv;lem. Tlus unti,ll <eJJdl in<li,·ated Hlalthe Jeqlle>tf<l rec<!l ol1.< l<!;,t 01 mi«Ul~ .-\.1 ·' rt;ol]t we 
h•w .>:<1:<~ the F.e(•ll<L •>If«< l~ Ullll)lt ~ l-l>l·llllH·Ul~ ftk ;vrdo Thi· pro<e<< hke· ·11111Jikll"'•''" :>.tlMUlt 
uf tune lhdcfuto . ..., .• l<tp>esl )'<IIU mu[<!,(>JloiH<j; >Jhlj•nh<ll<'< <.'n,< !h< filo ;, futu.<l vet "~II!'"""' 
and l"'"·ide ;, tn ym1 If tlot fil< ,awwt be fouuJ. we vall '"'t1~; you ~r ·lll!' fiuclio¥' 

TJ~r'fi> "'' lNt~<l ,·Qlle&:. .~''""I S~<llll!;" Nntu~'" ~ uo (Oilu(di<•tl w1th F<.,I.-1. or I' A re<Jll<~t' Whon 
fl!IWlJ <lin~ tu IL• Oil] dok1HH<Ilt< l~l.•ted 1\l >"0\U l'<ljllt>t. ~Jta>t tll>IU < '"'' );~otal ~e,ou-.!y NIU!lh<l~ VU 
d1c dnmm<nts •11< l>Jauk<J mot orrtnul'·ed 

When the case create process is complete and the creator is ready to exit the case, click 
the "Pend." 
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Fi/e.s 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 paperwork 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. Othenvise, 

a. if 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: a FOIA/P A Assistant working in 
Records Locator queue should put in the following Discussion: 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 Discussion. 

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_ If the NRC file request was cancelled 
and the file indicator was subsequently changed to ''Lost File," create a Discussion 
with the subject "Unit Chief' listing the date the file was 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 referencing "EARM" "DACS" or "NAILS," please move to 
the next step now_ Otherwise, if there is a 9101 screen containing ''EARM-:X" 
"DACS-X'' or ''NAIL-X," or if there are CLAIMS screens showing "NAIL: Y" or 
"NAIL: N," go to the next step. 

5. Create a Final Action Letter and select the status UT. 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 , .. ,-ere 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 Up-front Approver. You're done, unless the case is later returned to you for 
further research_ 

7. The Up-front 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 fotward the 
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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 nonnally 
staff for or other a-files) Staff for 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. 

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. AnyT-files? Yes __ No __ 

1. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 
d. Does 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. Any current file movement. Yes No __ _ 

4. Check PCQS for any indication that file is with the naturalization unit 

NOTES 
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St~ffing FAQ'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 S:~~.f.fi.OK.S.h~g.t.G.J:!.~Q.~ 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 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR In some instances, the A-number exists but it will not be 
found in any systems search. 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. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. 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 information as possible on the Records Indexing staffing sheet. The name of the 
subject, year ofbirth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 
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: 
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• A-Files; 
• Dates of birth; 
• Dates of entry; or 
• Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; 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. 

No Record, a RAF ACS-only staffing scenario: 

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 infonnation, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled "Central Index 
System" and ·'Computer Linked Application Infonnation Management System" for more 
infonnation 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 
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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 as directed. Open a RAF ACS (not RAFACSC!S) staffing slot only. Click on 
"Customize Letter." 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 responsive records for the case 
number you have just created, attach it to the screen prints and take those to the person 
designated to scan RAF ACS-only responsive records_ Pend the case. 

Genealogy is exempt from this process. 
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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 Acronvm 
Trial Attorney's Office TA 
Chief Counsel 
Litigation LI or LIT 
Letml 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_ 

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, 
Immi2ration 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 
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I Fugitive Ops 

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 
Investi2ations !NV, IV 
Special Agent in Charge SAC 
Internal Audit lA 
Resident Agent in Charge RAC 
Assistant Special 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. 

LESC (LSC) records 

T-fi/es 

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. 
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Q: 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, SSC/SRC, WSC/W AC, MSCINBC or NSC/LIN) For example, 
LOSJ9163201111, DALC922740405 or SPM9606900035, etc, are not receipt files we 
can request 

2. If the requester does not specifically ask for a receipt file and provides an alien 
number, staff for the alien file only. 

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 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 RAFACS 
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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_ 

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 
corner. The CLAIMS screen will show "owned by." 

Archi1•ed receipts 

'; '1:. 

RECEIPT NUt~BER :-·_"<·.c":': . HAS BEEN ARCHIVED 

TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT 'Y' BELOW 

GENERATE REPORT - (Y)ES OR (N)O: 

(f.:.- ( 

- ,, 
v·,l:--. ,-,.-' 

Vi .; 
';v_.,, 

This screenshot shows a receipt that has been archived_ 

COW576SC 

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: 
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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 NYC through PCQS. 

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 forwarded to the NVC in which case 
you would redirect the request to NV C. 

3. You may call the NVC automated 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 
NV C. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
infonnation. Prepare a "Scan As" sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAF ACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt .file, F;[e destroyed or F;Je cannot locate .. 

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 NYC 
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 to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code "RD" and select "NYC". Send the case to Up-front Approver. 
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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_ 

Open a RAF ACS (not RAF ACSCIS) staffing slot only. Click on "Customize Letter" 
Print the appropriate CLAIMS screen prints (should be a minimum of 3 pages if the 
receipt file is for an 1-130). Print the staffing letter, attach it to the screen prints and take 
to the OA room. The documents will be scanned into the slot on the bar-coded staffing 
letter. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NV C. This is what the response will look like: 
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REASSIGN OFFICE 

This function is used to move a case that was scanned in the NRC queue to another queue for 
processmg_ 
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 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 

,_. b.ctions. 

Processing Fee lnformatiH'< 

Offic-:~ ~JRC ':" :~ NRC2010006656REQ Stawo Reque-st Ce~se- Cre<ttot' mi~Wrte-r 

scanned 
11/05/2=:-IG 

Create-d 

, liiiioi~i\!iifXX!iXXX!ixsxt ,,, seJecf''fHe'''co'fFecf' ,, d 

l P"orter 

[HQS 
it3 :lc-ur>lai-Constitutlc-n 
C.enm~t~1· Center P.ark~·i3:;' 
.taG.!:. 30303 

--·-··"······ ... JosL : ........... . 
' SQbje!tf'lnt~ff · 

.:..-!'-:!umb.:r--

office 

Tv~ic-~~:i~:>;~.~~}ii~d:_b<?~t~~;~~~~:-?~?~~;-~ _ltl.c:: .. ~'?C'.?.t_()_pr_e~_e_tl_t ... 

After you change the office to COW, create the case_ The case will have a COW number_ 

[j2 
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, tnwsmitled. 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 3/14/2011 

1243 

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



FOIA/PA ASSISTANT'S GUIDE 

Next, click on "Reassign Office" 

':1 ,,~-J. ---:,-
1'"!•·' ·-·- e:;.;.:. R~·-l--<·o~;~ 

:>'>:>f'-i- ", ~!<>"' [>1d:<> 

J L·-·~"'"~" :<.ec·"~,-.t '--<'"~'-
0 I)~;\.:~>' ~'-"'P~'>Of:·;< ['< :~m<:f::> 

J f(,"-1"'''-,' =-~'~''' 

P~,lt· I-'}}. 8:-.5% ''V:"!I!r~ ,~"'I:T>. t 

·"··= 
fJ t>~<:•!:t··<:l tht l(.;:;c;<,~t~<J 

'f.!! i'~e 1\·:"'-"' ~~-> X-'(:<<M~M 

li~:t "·''"W<>l':l 
u-~,-,,,,, R€<.:·-J<·•" ., 

-...-

~~-;!:; b~,-, 

i'c:,>;'~y;'i"~ 
l<·-·~;;;o;,:, 

2. Click here 

« ,- ~- « « « .•«·-~•·"'-''·''"'·~"··~•-·'-''·''"'·m-~ •. -;.-,,.;, .. ~, .. ~,.-;.-,,.;, .. ~, .. ~,.-;.-,,., .. "',·"'·'"''·'"-''•"-''·"'·'"''·'"''·"-'··~•-·Y.'o.·"-'··"-'··"'·'"''·'"-''•"-''·"'·'"''·'"-''•"-''·"'·'"''·'"-''•"-''·"'·'"''·'"-''•"-''·"'·'''"~"'~"'~"~-'-
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You will not be creating an acknowledgement letter or staffing_ Before you click on "Reassign 
Office," prepare an e-mail addressed to NRC FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG_ 

CLOSING A CASE AS "NA:FOIA or PA not applicable:" 

Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. IfFOIAIPA does not apply to the 
request, you would 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." 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case "ER." Please refer to REQUE.S.IS..: ... R~Wm 
of original documents. 

DP ~"i''""~ 
·.ER:O...~~d 1•1 ElT•:•I 
:~FC ~~lUS>~<····· i<o:l·.l>·~ ~'' o·:·mp:-,· 
''FI:E<~~stc·:·, fo·k·r~ ':<· ll• """·'!' 
~~Z~'I'%:~~ 
::NE ~(•t AV·Iic•l::·le ·•~1>·<1~- CCI··., 
~~r-l:\::;~:o·p;.;~~·:;~,~~ ~I ;.,c~~~s' 
CPc8:~ roc~rds 

:;f'D ""Jiroc~oc t~ An<-th•,· "-J"'~'i 
:~RF·~st~··'ed tc o DHS ~om•·•o:lent 
U1 ;JI·.a~ e t~ [c,·~te r~cNd; 

R~·:jl~St Wll~drON•1 

!me• t <::ld. •:Of Ccurts,fJ~llc···~l Arch •,es po•o~r~p~ 
In<~:·t .>00\"', "'A'r;.; .. 1 tc U.S. :::ti!.;:1< r.:·~:~:·apC 

NOO~i:6tii=&Hif.it'jjjffijj 'OOllii'='." ... 
.~11L 

tuw:m:g.~~~~~~~i~~~~m~~~~~~~i~~~~m~~~~~~~i~~~~m~~~~~~~i~~ · 
no~ FCI-". Ofiic<> 
p,·,,.aC'f Oct ~,,,,,Jmoo>t R~·~UCOt 
gEQUE:; T FC·!'. =u.E F~.C~' 4 =o~.EiGII =.:.o 
Se,<:ce Co~t~rs 

'riiii{iiiiit$'•l•'' "' .. "' ......... "' ......... "' "'"'"""•''•'•'"•:• WIW!i'h/'i@iifi.lijf''''' 

You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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ER (created in error) CASE CLOSINGS 

Prepare a Final Action Letter using the "ER'' option for cases 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) 

FIPS will not create a letter. Prepare a detailed Discussion_ Send the case to Up-front 
Approver. The supervisor will review and close the case. 

FC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or, please refer to 

0: \F oia \F 0 lA _ LIBRAR Y\Case _Create_ References \Case_ Create_ Temp late_ Letters\F ail ure _to_ 
C\~.m.P..l.Y.-~~~.t.~r 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" 

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: 

1. Type "DO NOT SEND" at the top of the page, 
2. Delete all the information in the letter/memorandum, and 
3. Create a Discussion which explains why the letter/memo should not be mailed. 
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Accomplishing the steps above will make it easier for the 0/ A room to identify letters created in 
error_ 

ACKNOWLEDGEMENT LETTERS 
We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the "Tasks" tab and select "Acknowledgement Letter" 

'ioor::h ~·:· )"~;cote C3,£0 
':N«te ~-J~ ,,,,,.,; c.,~, ~~ 5t~rted 

~-,-·~'· ; .:. ~. '"·-~ 
"-'"n' .. ·,I~.Jrg•nso' t>;;<:: 
F;n•l "<\·o~ Lett<r 
~~~<:Ja~;· Lctt<~ 

St?l<'> c~t\~1 
~ian> L~tt~ · 

t""'"" Le~te< 
f,p,~:tcd ~.,u! ,~.,_~, 

N~t S.t•rtod 
~ot S\<lfted 
N~t s.tnrted 
~ot Storted 
lint SUit<ld 
U<it St•rted 
l.!ot Stntted 

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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lf.:ii@#.G.!h~o: Pr-:·"'"'""J Fa-a Inlcm:at:on 
A8ili'<iWfe'ag<i1ilii!ti'i'6!hidli:ilftiri~'''" ....................... Aai:lhJtifl;J.f'iili&'iM;·~t~:li:eqm;:ed .. -

[] .:;,'!',a,;c~ Patm*nt f:etum:;.; 
[J .',c!d L~·>t File Par~gr~~ll 
[] L,Cd nac<_ '0 D~,-.;31 Paragra~:, 

Mditli'inif'OJ;ft'Of(~/'····:· .......... ,, ... ,.y.-., ........... ,, ... ,.y.-., ........... ,, ... ,.y.-., ........... ,,...,. 

:·:-~. c,~t:(.ns, fc,u~1 

~e<>erat~ LHtEr 1 1 Co-mel 1 

Since our example case does not require us to select any options, we will click on "Generate 
Letter'' Our only option at that point is to click OK: 

As soon as you do, a File Save pop-up window will appear. Click "Save." 

[j7 
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 ex~mpt from public ralease under tl1e Fraedom of Infonnation Act (5 li.S.C. 552). 11lis documant is to be controllad, 
handkd, tnwsmitleoi distributed, and disposed of in accordance with Department ofHomdand Security policy relating to Sei!Sitive 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 3/14/2011 

1248 

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



MyRecen1 
Documenl> 

[] 
Da~klop 

MyDootJmenls 

'¢1 
My Network 

Flec&s 

FOIA/PA ASSISTANT'S GUIDE 

::).Java 
-__ ; Appllcacon DJta 
-~·D<os~tc:p 
·-~:, FJVCflteS 

_:, LDChent 
Local S!'tCngs 

:::;My Documents 
__ ,tMy Recent Document<; 
w;Nei:Hoocl 
·_:;Oracle lll" C~he 
:::PnntHood 
.';~-5€nc1To 
_;:statrvenu 
.";Tem~a~ 
C ffitre<lmLJPood 

:·.: GloWI360_•Jpdown_verSIOI1 
i?.';NRC 20 10000511_6_ REF-ERR'L 
·ii!)NRC2010000S 11_7 _Fio,_ro 
'\J)NRC20100000J2_3_0NE_PAGE 
~j~JRC20 100000)2_6 _AI<_FOI~ 
j)NRC20 !OOQOOJ~_3_FA_RF 
<~_';NRC 20100000J4_ 4_REFERR"L_ ~GB'>JCY 
ii!)NRC20100000J6_3_STAFFII\G_FOF _ICE 
JNTVSER 

ntuser dat 

Ci~ncel 

The acknowledgment letter will pop up: 
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' 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word_ Next, go to the "Contents" tab and click on the ''Check in Document" 
!COD. 

IJ:;zgf~:R:1k. T~sk; Disrusso:-ns c:~s~ "--::i:!o~s 
... , ...... -..... ,_._. ,.,·.··-~riiitiftY~'·' .... , .... -.·-·-··"·· ··"··---'·······--.-.,_._. ,., .... ,<~;;ot· -r·-,. -p~--.,. st.iriuii·.-., .... ,.-.~~itUnif'··· ··"··---'·······--.-.,_._. -'A:::.Numwr -.,. --·,·tr$f __ ,_,._." 
:lJ ~j tl.<h~w<W,...rwont L~tter-FGltl. ti !:1·t<n~ 12;3:2DH 1~: :~: !~ !!.~1 

n 5 

~ 4 
J Sta~;ngt~tter-12Ef·DF 3 

jJ F.~quest Sc1pp~rtmg D·xua>ents 

:[J r;qu~st U!tt~r 

.L9 
My Recent 
DQG~menls 

Desklop 

>-' 
My Dorumenls 

J'! 
MyComp~ler 

\).Java 
:.:::·;Ar+tc.aoon Data 
\:::;Desktop 
>FavCfite:; 
;:,",LOChent 
:-_ _Local Scttlngs 
:<..:>My Documents 
':c)My R«ent Documents 
\ . .,'!Netliood 
::,:;;Ordcle Jar Cache 
\ .. JPrintHood 
\)SendTo 
:,,_JStartMenu 
:::;;;Templates 
. ::·: e1streamupload 

Filesof)ype 

.... Opero esreed·only 

P~~d'~~ DRO · SE!, 5eottloe 1123~S&i5 12-'3·'2010 8:2~:17 ~f-1 

P~nct:~9 [lF,oJ- ~E"< ~e~tt1P. :)J2~l;i~ 7S 12/3,"<010 8:2S:F !.!4 

Ed:t:n~ 

----- Global360_updo'M1_verSIQI1 
"i,1JN'l.C20 10000511_6 _REFERR,!.L 
~.!N'l.C20 10000511_7 _FA_PD 
<.~lN'l.C20 10000802_3_ ONE_PAGE 
<#.)N'l.C20 HXJ00802_6 _Ak_FO!A 
";t)N'l.C20 10000804_3_FA_RF 
'i!.!N'l.C20 10000804_ 4_REFEAAAL_AG8 'CY 
<,~}N'l.C20 10000806 _3_STAFF-INGYCf _ICE 
~-)~RC20 10000806_6 _AK_FO!A 
·';:t.m.JSER 

nlliser.d!t 

.. Qpen 

• Cencel 

12c3/2no 6:23.1~ ,;.r.t 

n;o.2o10 8:32:4' ""'" 

u:;.'2~W s.32:l5 ~t~ 

In this example, we are now ready to send this document to ''Pend." 
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DISCUSSIONS 

Discussion 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 Discussion for later 
reference. FIPS also automatica1ly generates Discussions in various situations, such as duplicate, 
multiples and when responsive records are copied from one case to another. Because 
Discussions become a pennanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 

CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

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. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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Local Intranet 
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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 Discussion (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. 

• 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 and re-mail 
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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 '·G I or PD." 
Include a Discussion 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 Discussion. 

Don't forget to add a Discussion 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 queue 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 Discussion 
in FIPS outlining your request to MSB. If you are asking for more information 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 Intere.5t 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, confinn the correct letter is being updated. The 
Discussion should include the type ofletter 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. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case_ Example of the Discussion: 

Title of Discussion: Returned Mail- no such number 
Body of Discussion: Address on letter did not match G639_ Street address 

should be 1003 Market Street, not I 03 Market Street. 
Updated FIPS and ack letter and resent letter_ Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time. Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1. Note the case. Example of the Discussion: 
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Title of Discussion: Returned Mail- no forwarding address 
Body of Discussion: 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. Discussion 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. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

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 Discussion_ 

Title of Discussion: 
Body of Discussion: 

CD Returned for Additional Postage 
Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 
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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. Discussion 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. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 

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) 

169 
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 3/14/2011 

1260 

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



FOIA/PA ASSISTANT'S GUIDE 

• 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 Discussion 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 scanning. Case creators 
may deliver the fax or mail with CSD's to the OA room for scanning. 

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 e...:pedited 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_ FOIAIPA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled "Expedited Treatment Request" or "Track 3 Request'' In the 
text of the Discussion 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_ 

If a FOIAIP A Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion 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_ 
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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 information. 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 information, 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. A template FC letter is located at 0:\Foia\FOIA 
LffiRARY\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, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
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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 
(w.w.:w.,.~_$.£i.$.,gQy). 

From ~.J:!.~.~i.$.,£.QY., find the link near the bottom of the left column under "Other 
Services" marked "FOIA Request 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. 

The previous method of providing a status letter did not give the requester accurate 
infonnation. In order to better serve our customers Teams 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 
Q..:JfQt.f!.!f.X?.l~LUf?.BA.B.D.Cg:H!~~):g,gf.f.~B.I?.ftf.r.f.lJ.fl.f.§ .. ~Cf!~.?.~C.f.f.f!.f.?.~T..t!.1J.IJ?.lrJ.{f~L.?..{f.?.t!i, 
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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 must send us a document to withdraw a pending request. 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 queue_ Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 

Mail received 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/CD's 

If you receive a blank VHS tape, cassette or CD with a FOIA/P A Request, return it to the 
requester. 

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 Discussion 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. 
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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 FOIAIP 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 
(NRC20 10 ____ 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. 

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 comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this papenvork_ 

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. 
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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 INFOPASS 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 fotward the e-mail to another NRC Division_ Fotward 
the e-mail to a Supervisor_ 

RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue 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 
• 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 all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 
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• 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 Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supetvisor 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. 

• 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 Discussion or on their 
request? If so, search those for potential duplicate cases_ 

c. If you find a duplicate case, make a Discussion and advise NRC FIPSPROBLEM 
mailbox with an e-mail and repend. 

• 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 
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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 information that is already present in the 
scanned documents, put in a Discussion 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 queue and the Requester Documentation has 
been received: Review the information 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 letter-Consent 
The template is located at: 0 IFOIA IFOIA 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 Discussion advising the processor to process this 
case as third party without consent 

Occasionally you will pull a case in Records Locator queue and there is a Discussion stating the 
wrong records have been scanned into the case. This will require some investigative work before 
a solution can be detennined. 
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• 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. 

• 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 hvo cases for 
the requester. If not, you will need to correct the one that exists to become a request for 
the beneficiary's infonnation. 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:J.!P.S .. !'IQRI.~.m mailbox. Clicking on the link will automatically send a copy to 
the NRC FOIA Program mailbox. 

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 N.R.C~ .. f.JP..S. 
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 queue and there is a Discussion instructing you to 
create an interim response letter because the individual is incarcerated: 
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• 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 queue and there is a document scanned into the 
Staffing Response and the Responsive Records slot which has been changed to Inactive, 
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_ Create the Final Action Letter, choose "RD" and select 
"NVC" from the drop-down box. Save the document and check it in. Send the case to 
Up-front Approver. 

• If the receipt file is marked lost, file destroyed, or file cannot locate, go to R~g-~_i_pL:fi.l.~~-~ 
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 QUEUE 

• Do not create a Discussion that you repended the case; the system automatically creates a 
record of case action. 

• If you open a case in Records Locator queue 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_ Do NOT cancel the original staffing 
sheet or re-staff to 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 and re-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 shows scanning, image processing, image 
problem files, streamliners (anything except a shelf location) repend_ 

• If a SIG case comes up for repending in Records Locator queue, please repend and notify 
NRC, FOIASIG ofthis. 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. 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 I 
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 "SAVE" 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 Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC FIPSPROBLEM mailbox with the following 
infonnation: 

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 . 

. C.U~k .. b.~J.~..fqr..i.n~1!1l!;:t(Q.IJ.~ if you pull a case in Records Locator queue that has been staffed for a 
Lost File. 

CASES NEEDING ACKNOWLEDGEMENT LETTERS 

Cases received in Records Locator queue 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 queue, if you pull a case that has been staffed to the FOIA Safe, 
.N.~.Y~R cancel the staffing. 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. *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) 

193 
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 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 3/14/2011 

1284 

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



FOIA/PA ASSISTANT'S GUIDE 

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. 

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 (non-responsive) 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 infonnarion. (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.uscJs.gov 

Title Form Number 

AR-11 

Alien's Change of Address Card AR-11SR 

G-1041 

Genealogy Records Request G-1041A 

Notice of Entry of Appearance as Attorney or Representative G-28 

Biographic Information G-325 

Biographic Information G-325A 

Biographic Information G-3258 

Biographic Information G-325C 

Freedom of Information AcUPrivacy Act Request G-639 

Verification Request (Non-SAVE agencies) G-845 

G-845 Supplement 

Document Verification Request (SAVE Agencies) G-8458 

ft~tY£D..9.f.Q.d9.lDSI.!.P..9.!?.Y!l1~.01~ G-884 

Application for Replacement/Initial Nonimmigrant Arrival-Departure Document 1-102 

1-129 
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Title Form Number 

Petition for Alien Fiance( e) I-129F 

Nonimmigrant Petition Based on Blanket L Petition 1-1298 

Application for Travel Document 1-131 

Immigrant Petition for Alien Worker 1-140 

Application for Advance Permission to Enter as a Non-Immigrant 1-192 

Application for Permission to Reapply for Admission into the United States After 1-212 
Deportation or Removal 

Application for Removal 1-243 

Notice of Appeal or Motion 1-2908 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 1-361 
359 Amerasian 

Reguest to Enforce Affidavit of Financial SupQort and Intent to Petition for Legal Custody 1-363 
for P.L 97-359 Amerasian 

Supplement A to Form 1-485 1-485 Supplement A 
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Title Form Number 

Instructions for 1-485, SU!;!I?Iement C HRIFA 1-485 Supplement C 

Instructions for 1-485, Supplement E 1-485 Supplement E 

Immigrant Petition by Alien Entrepreneur 1-526 

Application To Extend/Change Nonimmigrant Status 1-539 

For gersons seeking V nonimmigrant status while in the United States or extension of V 1-539, Supplement A 
status. 

J.r:tt~J.S9.~.Q9.Y . .Bggg.rf:t.Qf..8.§.9!J.~§.t::: .. 8 ... \:a •. QLNAT.Q.PJlP.~.09.~D.L~.ID.P.!Q.~txl!?.r:ttA~!bQLi.?.~.t!R.IJ 1-566 
or Change/Adjustment to/from A G or NATO Status 

Apglication for Asylum and Withholding of Removal 1-589 

Application for Advance Processing of Orphan Petition I-600A 

Application By Refugee For WaNer of Grounds of Excludability 1-602 

8.P.P.Ji~~!lQll.fQLW£!iY.t2LQ.t1bJ;! . .f.Q!J;!l9.1l . .8.§§.i.Q§.0.~-8.J;!.9.Yif§:!I!~.O..t.(YD.QJ;!J .. §~.9.tiQtL?.J.;?J.~J_Qf 1-612 
the Immigration and Nationality Act as Amended) 

Health and Human Services Statistical Data for Refuqee/As'tlee Adjusting Status 1-643 

A!;!glication for Status as a T empora[Y Resident Under Section 245A of the Immigration 1-687 
and Nationality Act 
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Title 

A!;!glication for Waiver of Grounds of Inadmissibility: Under Sections 245A or 210 of the 
Immigration and Nationality Act 

Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
Nationality Act 

8.P.P.J.l~~!lR.IJ.19..A.Qi.tJ§J: .. §t?.!.t,J.!iLfrQDJ.I~m.P.9J&IJY.JQ.P..t2f.rD.Ii!D.~JJ.i..8.~.$.!9.?.D.t.i!.!ml.?.L§J;!.s<1.i.9.D. 
245A of Public Law 99-603) 

Refugee/Asylee Relative Petition 

Petition to Remove the Conditions of Residence 

Application for Employment Authorization 

ARQiication for Reglacement of Northern Mariana Card 

Petition to Classify Convention Adoptee as an Immediate Relative 

Application for Family Unity Benefits 

Application for Action on an Approved Application or Petrtion 

Inter-Agency Alien Witness and Informant Record 

Contract Between Sponsor and Household Member 
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Form Number 

1-690 

1-693 

1-694 

1-698 

1-730 

1-751 

1-765 

1-777 

1-800 

1-SOOA 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

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 3/l4/20ll 

1289 

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



FOIA/PA ASSISTANT'S GUIDE 

Title 

Affidavit of SUI?ROrt Under Section 213A of the Act 

Poverty Guidelines 

Sponsor's Notice of Change of Address 

AP.P.Jl9.~!!9.0.!QL§!,!§P.§J.l§iQ!l.9.LQ!!P.Q.c!§l.ti9.0 . .9L§P.§.9.l!'!LR!4l!? .. Q§.0£§JJ~ti9.D..9.tR.!?.DJ9.Y.~! 
(Pursuant to Section 203 of Public Law 105-100 (NACARAll 

Employment Eligibility Verification 

AJ2Riication to Reglace Permanent Resident Card 

AR.Qiication for Authorization to Issue Certification for Health Care Workers 

Reguest for Premium Processing Service 

Application forT Nonimmigrant Status 

Petition for U Nonimmigrant Status 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 

Request for a Hearing on a Decision in Naturalization Proceedings (Under Section 336 
of the INA) 

Month I~ ReRort Naturalization PaRers 

Apglication for Naturalization 

Request for Certification of Militar~ or Naval Service 
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Form Number 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 

1-9 

1-90 

1-905 

1-907 

1-914 

1-918 

1-929 

N-300 

N-336 

N-4 

N-400 

N-426 
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Title Form Number 

A!;!glication to Preserve Residence for Naturalization Pur12oses N-470 

Application for Replacement Naturalization/Citizenship Document N-565 

N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

N-644 

Medical Certification for Disability Exceptions N-648 
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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 
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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 
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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 
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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 
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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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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 
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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 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

!SSM Information 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 Pennanent Resident 
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LAPS Legalization Application Processing System 

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 
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NCIC National Crime Infonnation Center 

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 Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Project 

ace Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 
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OEP Occupant Emergency Plan 

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 
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OWCP Office of Workers' Compensation Programs 

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 

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 

214 
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 3/14/2011 

1305 

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



FOIA/PA ASSISTANT'S GUIDE 

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 Information 

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 Infonnation 

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 Army 

US ACE US. Army Corps of Engineers 

USAF United States Air Force 

usc United States Citizen 

U.S. C. United States Code 

USCG United States Coast Guard 

USCIS United States Citizenship and Immigration Services 

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 of INTERPOL 

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/portallsite/uscis/menuitem. Select the tab titled "Education and Resource." 

Access - Includes any fonn 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 of information 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 carry out an agency function (e.g., as the basis for a petformance 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 of Homeland Security. 

Conditions of Disclosure- Specific provisions in the Privacy Act (5 U.S.C. § 552a(b )(1) 
through ( 12)) allows the agency to disseminate infonnation from a PA system of records without 
the prior written consent of the record subject. 
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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, FOIA/P 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 of 
FO!A 

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 interface 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 peijuty from the record 
subject is required for access to records. 

Forms- Various government forms available from WW'iY.JJ.$.9.i.~,gQy/p.Qr.J::!!.\I..$i~~/!JH·i~ that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USC IS. The more common forms include: 
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• G..:.~-~ .. :::.N.Q_ti£~ .. 9f.E!l!.D' .. 9f.APP.~.11t~.O.~.~--~-$ ... AtJQJ.!J..\'W.Qf .. R.~.P.r~$.~P.~.t.!Y.~- 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.2 . .f.r.~-~9.mn .. PfJ.O.f.Prm.~.ti9.P.!.P.dY..~.if.Y . .A.&t..R..~g!J_~_$.t - This form can be used to make a 
FOIA/PA request. When completed it provides enough infonnarion 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 Drop-Down List 
Track,·_ ·························:~_: 

: 1 : 

~ 

• 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. 

To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 

221 
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 ofHomdand 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 3/14/2011 

1312 

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



FOIA/PA ASSISTANT'S GUIDE 

Track History Icon 

The track history appears in a separate pop-up window. 

Track History Displayed 

""' '""""" "''"' ' ,,, ' 
'"" "''"''' '""' ""' '" ''· ' 
''"' '""'"" ''""'' ,, ""' '" 

~·ll';CCC• 0 "·'"- ,,, 

''" ,.;.,., ",; "'~ 
N:«•) "· ,.,. P!·1 

Privacy Act Amendment Request- A request from a U.S.C. or LPR to amend, expunge, or 
correct infonnation 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 
which 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 of 
DHS 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 FOIAIPA 
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 service 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 PA. 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 
infonnation 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? ACD FOIA/P A Operations and your 
Supervisors direct how Paralegal Specialists, FOIAIP A Assistants and Office Automation 
personnel accomplish their missions_ Through ACD Operations, Supervisors submit a new rule 
or procedure to ACD FOIA Program. At the direction of the ACD, Program Office may 
immediately amend the guide, or they may seek clarification from Office ofChiefCounsel. 
After consultation, Program Office will either amend the Guide or propose a modified rule to 
ACD Operations. 

You, the FOIAIPA 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·porti-on--stri-ek-enth-rough): 

When conducting "no record" research, do the query and provide screen prints of all 
searches as directed. Open·aRAFACS·(IwrRAFACSC!S}>taffing·slotenly:CJ.iekon 
"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 peroon-d-es-i-gnated·t(H>ean·RA_FAC-8-
ody·res-~ensive·feeor-ds. Pend--the·en-se prepare a Final Action Letter with closing code 
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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-eken-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, 
LOSJ9163201111, DALC922740405 or SPM9606900035, 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.fermat}on .. ooeut·the·r-ooei-pt·fi.Je·in·}WTS; .. r-egardles-s·-Df.the 
prefix ·of the receipt number,- you·shoul-d ·staff t-o·the ovmer- of the receipt fil·e·and -paste i·n 
the-CLA~ .. 1S·-screen,--Thi·s .. informati·on·-can .. be teoGted··on·th-e--CLi\.IMS-i·nquirj··sore-en 
upper·right-hand·corner ... ·The·CLAIMS·s-creen .. wi!l-show·~~-owned·by~-'·: 

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 (ereate8 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 aHE1 seleet fiHal aetieH eeEie BR: CreateEI iH Brrer. After tliis, 
seRri tlie ease to Up froRt ,\pprover 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 ER (ereateEl iA errer) Do not 
click "Create Case.'' Click "Send to Research." 
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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 
i":flMI n ~au~ L EEHH Vi./ 'N !I HE Hi: ~if.! 

" t!~ n H L " \'" " \IV 11 H ;JVJ 

" " TT HH I. H'f.E V\i vv n F.H~ WH w 

" " n '" L "' w '<''' • II " H !.HH!. LLLLLl ~HH!.' W\f " !:HH~ 1M 

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. 
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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 information 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 
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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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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)(?)( 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. 

@ii*lliiW~Itib14&&gv1~~J-·i:t£!£Mfi:till~ill~1:)i'I::: t::::.t :::i.::::J:::::_;:::_:_.:::: ''' , .. 
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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) 
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(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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(b)(?)( e) 

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 
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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 
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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. 
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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 Rame or iRitial, eAter 
"NMN" iR 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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(b)(6) 

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~·Sauerv .. 'en 
~ Scott 

Jay Sheppard 

Simmons 

Simpson 

item(s) found (6 of 6) 

,,, , Page 1 of i -- · 

And it will populate the requester information like this: 
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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) 

(b)(6) 

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_ 

Middl~ F1r;.t 

~~'"r~m" A-rl,mbo:r-;..;.. _______ ;..., 

Tc;pi~,-----------1 

6.2.1 Name 

"~ 
[ ~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 format 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.l(a)(l) or 292.l(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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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 person who handles genealogy 

cases (currently Donna Brasfield) 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 
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[;.) 
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My Document! 

,;_:%3 
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.:)MI-' Do,uJflffits 
: ___ JNetHood 
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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'' 

75 
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 doCllment is to be controlled, 
handled, tnwsmitleoi distributed, aud disposed of in accordance with Department ofHomdand 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 7/18/2011 

1390 

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



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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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 
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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·,,, 

Crea-te a fiHal AetieH Letter !lFI:d seleet fiHal aetieH eede E:R: Crea-ted iH Errer. After tRis, seHd 
tRe ease te Uj3 fFeHt 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 (ereate8 iR 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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(b)(6) 

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 
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~ ,, 
<&~
~~- --~t 

'9/2002. 6:[>fJ:O() ,>,M J•Jhnson EsQ Laurence 

!J/31!2.002 6:00:00 A~1 Steel Esq Pjchard 

,3j2Q10 1:34:12 PM Sitel Salr' 

!3/201[1 l:34:l2PM Sitel 52<1Y> 

i4;'2Ql01:22:47 P~l Sttel Salr' 

!6/20][1 3:(;2:43 PM 'iii~ ''1---.J' 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;.!IJ.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.lN.Gi. or the 
form "Requester Documentation Attachment" located at: 
0: IFoia\FOIAjJBR4RYICase ~Create =Re.fgrences1Case =Create =TempJate =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_ 
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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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.,;,,;) 
My Recent 
DocumBnts 

[j} 
Desktop 

MyOoCilmenls 

~~~ 
My Network 

Pieces 

.. :).)a\'8 

.. :"Appllcacon Data 
:;;D<osktc:p 
;,Favootos 
_..;LDChent 
_:Locelsett1ngs 

.•. 0 ~1y Documents 
_':.!;My RecEf1t DocumEf1t 
·~ ·;.Neti-1.Jod 
___ ·Oracle lll" C~he 
..• ;Prlno-iood 
... oS€ndTo 
.::·;statrvenu 
-~:Templates 

.:: astreamu!)wd 

File u~me 

s~ve M]ype· 

~,: Global360_u!Xl0wn_ver9011 
''tNRC2010000511_6 _REFERRo.L 
'/!)~IRC2010000511_7 _FA_ PO 
;O_]NRC201000Cffl2_3_0NE_P~GE 
-~)NRC201000Cffl2_6 _AI( _fOil-. 
-:!J)NRC20 IOOOCffl~_3_fA_RF 
·£NRC201000Cffl~_ ~_REFERRo.L_ ~00'-JCY 

-~!)NRC201000Cffl6 _3_STAFFINGJOF _1Cf 
-,_-_Nl1JSER 

. ntu>er dat 

The acknowledgment letter will pop up: 
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,. '' ·rj " ._,.' 

- -~-- ', .-

DeJJ · 

t-S. ll<P"<im<nt nl Ht•m<l•nd ~«uri~ 
Natmnal Recor<ls C.mer 
POBcxe>\8010 
L•"'' Sl11'1llllit, MD 04004-3010 

U.S. Citizenship 
and Immigration 
Services 

Youn eque,;t i;; l>eing lu:mlled Jllulu the ptQYisimL< {If the Free,'lom oflnfonmtion Ad i'' F-~-(' ~ 5'~)
It hao b¢~ll a;;:;i;n~.-1 th~ follnwm\( t·ouh-olm•mht: NRC~(tJO<)t_tr>SI)r.' Pl~~o~ cite thi>' m•ml•~1 in .111 ti-.tm~ 
(tllH~(I'-'ll([tJLt( ~[>(lUI \'tl\11 rti[U~$1 

\\'• ,..,pond to ttqut:;t;; "n ~ fil.,t.in. fu~t-out \t~~i~ .1nd {Ill .•mulh-trad:. ~~Atm. Yo111 Jt(jlle~t h.1> l••m 
pbced in the itHllJiln back tTra,k 2)_ You may v,i<h tu tL'lln•K yous ,·eque;:t to a opeufi.:· docmnent in 
Ol!ltl to be dJ~ible fo1 !he h;:tti had:. To <lo ~'-'- jJIU>t ~end .1 wntltll ICI]utSt,_ j,JmtJfymg th~ >P'''f•~ 
do~\Ulltnt "mght, lb th~ nd<lot>> al•o\'t_ We Will !I till/)· }Nl 1fyom Jfljll~ft L< pla.:·e•l m the .<illl]>l~ back 

In ~~~oulan~e wrth l!ep~l trnent of Horuebn,i ~e~urity Re gubttom t'ci (' F.K ;. ~ J \ ,,) ). yo Ill- 1 e(jlle,;IIS 
deemed to ~on4Jtute ~n ag1eement to JUV .'IJI)- fee;: lh.ot n11y he .;hat geable up t{l $25JI(I Fees mar be 

"' ~har~terl tm ,:e~l'dlln~ f<•r 1 ~. tlnl> >l.fllglrt at the o·ef.l'tdi">·e clui~at pt \lli-";H'Tlal ~n.hll· nwna ~eroal rat t> tlf 
:fH. (1\l:i':'. (11);*1(1 2 ~ pe1 1[1131 Itt ho111 , and ftJ1 <lllpb.:ati<ln nf ,; OJiie:; at tht t ~rt of'* .II) JRr C<l[l)'. The f11 >I 
100 ~op•e> :Ul<l hvo ho1u-,; of ~e:JJ< h hme alf not ,'h:u-~ed. :u:HI the 1emammg ~ombined d1:u-~es fm semd1 
and dnJIIi~~t-iou lll1Ft ex~eed $!4 00 t>dot e \Y< will <hal ~e yo11 ~ny fee< ll.fo>t reque:;t:; do m-t req1oi. e ~ll)
fee<, li<l\\'t-·-tl. tfh:~~ m e~~n~ •1f $2' !H) 3H Jcquile\1. wt willut>!Jf). Y'>U hd<lrth~ml 

T!u<; offi,e Will l•e jtt\>Hilill!f, Y<>!ll'ltwr.[, ttl\~ Compa<l IlL<< !I'D! fm me 1:>11 ymu peL"Ml~l compute! 
The CD i; tead~ble on all ~Filll]Jnter;; thtongh the u;e of Adobe Awol>.1t ,;offlv:u-e. A yer;;iou of Adobe 
~ ~· ·•h~_t ,.,n h• ,,,,ln.-! ~._t ,,,._th• rn _ \' ,-,,. , ,, ,,,.,-}(- , ,_, •·•-, '-"'''- .-! ""- .,,,_,. , ""'''" •~· <:•''-'"' ,,_,1_, "' •·~-

<>~ ~ "':':: ""' 
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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: 
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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. .. :Pmgmm. 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. 
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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 information 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 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) 
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_ 
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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 
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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. 
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~'l '""a C'i') ;O; ;::', fl '>l•~h- .;:--)> 50:•<L \..;,'-: '-'.._ • ·' -10:~ • •!· -

~lAfFIS'G~("E:"ARIOS ]( [ nu:s 

--· '8 

11>_"' e "'" '""owl:.- he JiOiocaH 'll"' d >lc.!lm?< h file~ h"<d ''":"n ,;., ICE 
f<m,~>->1> H• NFTS ''""" f'Tir,t •bo,.~.J [,, P•»'<" to tl>< ;><or.2 f''"' of ''•< .tofii"~ 
k•e:t 

oru - >n!'fm>< ,;,e,t; ,. t•.' !·• "'d t<• :Jle, f.»t "'~ l•><,t-d.., >I~< JQti.,"Jl# <•f;·,,. 
""'''on,, C f.,, ... ']" FCO "::<1, tl:< fil< " lo'"t"'-1 '"'h., OPLA-BflS 

' !Jt- 5:Ji:b~ '--""'' ''" to '-'< ,,,._i Or fiOt<. tl!." 'r• hxor.O ~' u,.lblhlwing olf'o• 
""'z"' cl"''"• ,,,.reo,.,.,,, •l:o m, ·;""'"'<!.'""I'" DR0·CJE>,. 

-,, ,, .. 
" "lf 

,-, .. -1' 

'-j l 

8.5> <lHO n < _ 

125 

~:- ' """""""' 
'""""'~"'' '" Tot>l--..ofO>e<l 

'""'" 
.. "'-'""'"';.c) era ""' D- "" ·: ... _""""'" ~,...,,,.o11-c 
:·~ 

- "DP»-0'"- )ffi••"''"'" !'<'""" 
;_-: "'· ""'- """'"~'~ ,.,,.,,, 
.: DOO-w.>.') O.Omr ""l''~Cff<i '" 

'- o:trn .... -.n...-..FI's~'""

.': tn<tq>-rooon '"""'"""'"'"""' 

.:..,...,_;o;..,m"""''''>~<'t' 

-;;- '""' 
__ h<'~-~"-'-"-""',;"'""L",,-_ 

f,~.,..,~ 

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, tnwsmitled. 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 7/18/2011 

1440 

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



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 
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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. 
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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~ 
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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. 
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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 

131 

thme~ M'"!l« i'('~il:l< 

Rttl' C~-dt; 

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 7/18/20ll 

1446 

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



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., 

• 
)] . 

134 
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 7/l8/20ll 

1449 

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



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 
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12.1.1.15 Save changes and check it back in 
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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 

136 
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 7/l8/20ll 

1451 

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



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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12.5 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 request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC0812345678 
An example of how NOT to do it: EA(.Q8.J23·45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
"EAC081234567%," and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

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). Forreceiptfiles atHBG. usethe 
NONcFO!AJ:!!lGmerequest Do not request DIG T-files at HBG with Rf{;sgd.e~.l\.f\.,.J~X, 
'!,G,],!XLQf],/li· Refer to the Staffing Sheet Guide for the most current information. 

12.6 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. 

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 file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have "ARC IS" in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12. 7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 
If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request 

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. 

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 Also include any T files 
you find in the General Inquiry screen. 

Paste in the "General Inquiry" information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing Delete the status/action item column, but DO NOT delete any T-files 
MSB will know the file is digitized because you have staffed using an RDF file request This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make hvo staffings. Notice there is aT -file currently in 
use at OPLA San Francisco? That also changes the Category of the case to "SFR Cases at 
NRC'' 

12. 7.2 Files Lost or Not Fount/ LESS THAN NINE MONTHS 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

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_ 

Generallnquirt For A0917 

Status/Last Action Location 

_-< ........................................................................................................................................................................................................................ 
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A lost file in CIS will appear in the CIS-9504 screen as "N (Not Found)" in the section 
titled "FILE LOCA1ED 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 

!li ~ t :: Ut_: :: Jlt ru:::::_:: ''' · :_~J.I;:Ji!!f 

A#: .;.~;:( 'i >lfiMf: 

P~EVIOUS ~CC: 

CURRENT FCO: 
RHIUEST FCO: 

f'IlE lOCATED INO: 

DI'IH nR: 
DAH FTI: 
OAH HC: 

PERSON/fiCTION: 

NRC 
SNO 

FOUND) t? SNO 

' (NOT 

&41229G2 (H"DDYYYY) 
04152862 
04162862 

CHU.'BP 

&9:15:36 

.GLORIA DOfl: e469L9 

FCO CREATING SUB-~Ilf: 
SUS FILE CREATION IND: 

ACCESSION NUMBE~: GBGe 
INS BOX NUHBEP.: 

RfQUEST NUMBER: 
2ND REQUEST DATL 
3~0 RE~UEST DATE: 

·YOU HAY REQUEST A DISPlRY OF ANOTHER A-Hll: B\' KEYING A DHHRENT A-NUitBEB< 

CLEAR EXIT Pf3 REFRESH PF4 Fl$ HENU PFS HHP Pf6 C!S HfliN UNU 

3279 

.~t<i!:t'!!l 

When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO file request (include the FCO that shows the file is lost). 

Exception If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under "Create File Request" mark the box "File Missing/Lost". 
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FR.,~2 W'E<::TI'JN M<0 NATlON.:.L ;JE(liP.lT'•' 
H:.C 

~H !J,)r-< ;:,.-Ffl': /,1AT:O~J4L 

lCE 

-~:~;:~· !l[!ll!tlllli!illllli!lilll!lllllilll!llll!llll!llll!llll!llllllli---:,-:·· 

tJdiH<>il-~is·-:-- ... 

1
:~~l-~;-,; ~~F6 

-;~~;-,•Jv,J'M{~"~!»·-~>_, f.oBH 

:!~3b .:'><1-:J-t .. :-e•3' Cs:,-oor, 
C:r<'!lt·:: fOi€ r-;eqwst 
,~:> '""'~'"'{o(l~,-,-,~·•t. L ~lt~r 
,·,r-~1 .>.~t:c~ ~<l\t·-l' 

5C:€(1.i!li:> ~0tt~· 

•;:_""'"'' l ~:t<•; 
!1!.'1"'· ,_~('"~: 
ir•t€<~st l<A;t$r 
"':;~j!tio•.\ lC9.,;iall ,tl.<ll 

Pol<)"· 1 ,_:,f ;> ~)..;(. ';i:~~'}Wf'.IC-11~ 

Net St~rted 
N\lt Start<'!d 
W>t S1i<1t<id 

t~m :.'lartr4 
Ni.>t 51Mttd 
J'«)t ~mr1ed 
N<"<t SMrt<ld 
Net St~rt«d 
l'«lt t.l•llf<ld 

~<~ St<~'1'i''>;: ~e~tec /. 
C•S~ <:·<r·la l¥' ·; t><;' 

C "''"' ~~:>w:c;:l.,>>t "·' 

-···--···---~----·--------, -------------·-
_!_<<i_~i<_;~··l_i_ll_~ ___ ; ·J_><'<.«) 

1. Check File Missing/Lost 

Select Lost File at FCO: 

Click Request File 

Modify the letter 

<• •<• « ;< ·<• < • «·.-;o,,.;,W,<~M.'o,•I"W"<~M.'M"W"<~M.'M"W"<~M.'M"W"<~M.'M"··«"<~M-'"«"W"<~M.'"«"W"<~M.'o.«"W"<~M.'"«"W"<~M.'"«"W"<~<.'I-'"«"W"<~M.'"«"W"<~M.'"«"W"'·~M.''«m 
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St:lffetl to: Lost Fde a.t F('O: SND 
('m.(11L.AR : 11-'PH'l.U.: LOST Fn.E SIARCHREQtTEST 

Ollif~ C~<ko NRC ('ont'l·oJ N1U11b~r' NRC20 I 0000808 Vnt~ December 6, 2010 

Afie.u NmnLe1 091712345 SllhJetl Gloria D= Hemandtz 

The alta:hed FOIAIPA request IS forwa:ded to your office for aclton As aresull of the a\lached system search, we 
r"'ue;t that you condocta circular I '!'ecJai /lost file search fur the ruhjectrecords 

Ple>se cffllfy by your S!gnalure am ilatetbat the lost I n=mg I not found record has been placed on the circular I 
spe:Ja!t!ost file searchbstand 1ts locaUon is acuvely being sougtt or that the file has been found Tl'us llle 

_is on the cirrular I 'l'eciall!ost file search list, 
ISatlached 
CIJ.Ild not be locaterl. 

Printed Name 

Date 

... ,,.,, ... -

"'''''" ..... :.J.:.~:c ..... , ·''"'"·' 
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L..j\·¥;,;~ P'~v;n"rlt R.otw·n~·'.l 
1 :_:::] f>.<:ki L·:;$t FdE: P<Jt:Jo:?·.:;pC; --$·-«<·-«>-·»>-·»<·-«<·-«>-·»>-·»<·-«<·-«>-·< • 

MJJ Tr.ack J O«nid i>ar.a':J(J~pl'i 

2. 

Click Add Lost File 
Paragraph 

Click Generate Letter 
' 

FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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[le,1rD<lllm Tuff~<< 

Y '~" 10(!11<>1 h l•<nl~ h:u1<U~<I >m<kr rho ,,,.,,.,;\ '"''' <•f tb< Fr>:«kiLL ,>fluf,>nn.•l•~ll .-\,:1 f ~ l.T :l. (.' ; 5: l) 
It hos been o>ri~ne.-1 the f~ll~'r.'Ing <Olllrol mlllll•tr NRf'1{Jl•J•!l~l8<_(:( I'leO<< <tie tlu< mmdl" m ~u h11ln e 

~NJe,-ponJeu~• )~•>llt Y•>lll' r<<JU<<I. 

\'.-• r~<ponJ r, "'l'"'t" "" • fu<t-m. fu•l-"ut h"''-' .md ""a mulll-hack ''''"'" Ymll<<•p••,t [.a; l>t<ll 
pla-.d ill th• <ompln n.wk I.T'"'k ~~ You"'">- l\1.<h to tt:t~Jowyo>u "'l""'t to .1 >p«rl'io <lommem m 
,,,,j" 1\> l·~ <ligible ft>! the f~>ter 11,>,1: lo •lo >•>. (>lea.<t ee11<l > \\lltlen 1<1[11<>1. j,[e,Jtifynl; the i!l<•afH· 
<h<lllll<lll >on~ht. to th< ~.ldrl>> ~l-un_ \\-1 will Mhk· Yl•ll rl i"U\JJ l'I<Jll<!l '-' pl;l<t<l111tho >llllJ>I< IJ~,k 

In aoom<lJJt« wJth.I>ep:ubuent ,,f Homd.md Se<urity Ro;n1htwru; \6 ;: FR ~ _l..lt:< 11. -,om "'Jll<>l" 
,l~om<tlt~ cumtd11te ~~~ ~~L<<oumt t~ I' ill' ~••Y l~tf th~t m~y bt ,l,~r~o~\>le "V tu ~~~ !.'(' F<<" '''~;- l•< 
dl:tl gtd Jiu- >taLdll.J.J~ 161 rum,\; St>U~hl ~t the J't>-ptdl>'t ,Jm,al p1 uit.,~iunal. .m<l-oJ lllJaa~tnal rat<~ uf 
1~ I HJ·1- I_I<J·$1 n_! < t••• <tna•l•• louUJ moJ f<ll' .-Jo~>h<ntwn of oupi•- nllltt 'al< of t HI t••• «'J"' Tht fD,;t 
1(1{1 <<>J>ies :uul two]""~" of ,.Jt~h time"" not .ltm ~··L an<l the J<Jwinin~ .ombinorl oh.11~., f01 ;oru~h 
,"<lltl th>phoolilllL Jl~lll ~~C«•I :lJ-J <W bd(n Wt will (]IJI ~e t'<Jil ~ny f<e~ )..Jt\>1 l«ti><:<IO ~It Uqt 10q11~ < '"'' 
ft<'; ht>WC\"tT, if ke> Ill niCO:' uf $~<I]!) JlC I<>.JllLLtJ, Vi< Will l!Otif}· you btfol'dl.Jild 

TilL' uff1>' will h v• "'·lllm~ ""'n '«·tu<l> on a l 'on>po.:r Di,,· (I 'II) {.,. "" ''" Y"'" V'"'"'"l < nmpuhr 
Jhe ·,''II L> J<a•la\>k (Ill aiJ ,<mL]>llltl" tiU'()IL\!:Ji fhtllit <1f :l.diJbt . .J.,H•hat >iJJh\"01~ d.-, tL'·WlL t>f .-\,Jt>bt 
_-\<rol•~l wlll bt mdlltlttl OIL the (1! Yom reconl~ .:<ill h< \itweol ~n ) (•In' \UillJlllter "Lem ;on,] CJJI l•t 
p1inl<rl outo 1"'1'" ·~•nly re;otrl< 1-' P"~" ~r lllOte "" eh~~bl• f01 f'D jJJintm~ To 1<queetvom 
1<-'l"'"'i'-e ooooo<l, on 1"1"'· t>le,><e invlll<le yom <ouhol n•unl•eo ,,,..-['"it< !u the obow o;[;],, _ _, _{lt<uli~n 

Ft:1l.".·l'A (1/li•••. '" !>~ t[,.,u, to (Slut 3'1)-~~' 

P.a<eJ OIL the mftnm•twll yon pwnrlerl111 )'Olli •-•que.<L "'' <•>ndn<to.i a «oroh of ot~ IOC'O!!Lo lo< ato1 
Uhlt! <Y>tem. Tlu; nnti~l <e,, dL iuilK•U.tl th~t the tt<Jll~>t•d tt(<>L ,[,, l<><t '" nLl<<nl~ As~ rr;oJ]t we 
h:r.·• osh.t the f'.e<m·,], otf1<·e to unto~!• a loshm,,·;,,~ filt ><:n-dJ Till' pro<«, hk•' on ouoknown .liUi!lhli 
of time_ th"'dUJ~, we Lt!plt~t )'V\JJ tnLdeJotan,]lll~ m:ulvatieme_ <:.•:u;~ th~ filo ir liJtulil 1',-r l'.lllJll'O,ro, 
allllprm·ido" to you_ If tilt frl< <awLot l•• foun<l we "ill n~tJf,- you of~"' findiu¥' 

U~CI!-: no lon~tl ,oolloc!,: ~onol S<<UJ it-.• Nmnl•tn Ul <Olllle<lion 1'.-iih Ff>!A m I' A l<fjH«i<_ '>>'hen 

!""''·"'lin~ tu ''" ou~ ,~,,~""'""'' •doh'<l tt> ,.,,q '''Jne<t, vlea>< en,ouo mot s~"'al S<c>Qil~ Nnmhet< HL 
d>< doOlmtm"' mel>lanhJ o11t m remoYed 

When the case create process is complete and the creator is ready to exit the case, click 
the "Pend." 

12. 7.3 Fi/e.s 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 paperwork retention guidelines.) 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

12.7.3.1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12. 7.3.9 now_ Othenrise, 

a_ if 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 
PCQS, 

c. and there are no additional files, then: a FOIA/P A Assistant working 
in Records Locator queue should put in the following Discussion: 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 
Discussion. 

12. 7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Othenvise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to "Lost File," create a 
Discussion with the subject "Unit Chief' listing the date the file was 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_ 

12. 7.3 .4 If there is no CIS screen referencing "EARM" "DACS" or "NAILS," 
please move to the next step now. Otherwise, if there is a 9101 screen containing "EARM
X" "DACS-X" or "NAIL-X," or if there are CLAIMS screens showing "NAIL: Y" or 
"NAIL N," go to the next step. 

12. 7.3 .5 Create a Final Action Letter and select the status UT. 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. 

12.7.3.6 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 Up-front Approver. You're done, unless the case is later 
returned to you for further research. 

12. 7.3. 7 The Up-front 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. 

12.7.3.8 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. 
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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: 

12.7.3.10 

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. 

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 EOIR screen show an upcoming hearing date? 

Yes No 

2. Check CLAIMS for petition/applications 
a. Were any found? Yes No __ ---c----. 
b. If so, either provide screen prints with receipt number or list below 

3. Check NFTS. Any current file movement. Yes No ____ __ 

4. Check PCQS for any indication that file is with the naturalization unit 

NOTES: 
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12.7.4 Staffing FAQ'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 information. 

0: Which file request do I use? 

A: Each office has its own file request 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 request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet 

12. 7.5 Recortls lntlexing I Manual Requests 

If you do not find a person in CIS. CLAIMS or PCQS. do not automatically print the 
screens and close the case NR In some instances, the A-number exists but it will not be 
found in any systems search. 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. Look at the information in the request For instance, if an individual claims to 
have anived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. 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 information as possible on the Records Indexing file request The name of the 
subject, year ofbirth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 
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 create a Records Indexing file request, because no records 
will exist; 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. 

12. 7.6 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, 
CLAIMS and PCQS. 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 
9102 Sounds-Like Name 
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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 as directed. 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 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 and prepare a Final Action Letter with closing code 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. 

Genealogy is exempt from this process. 

12. 7. 7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no infonnation in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS infonnation. Otherwise, the procedure is the same. 

12.7.8 ICEfi/es 

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 fde requests 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 Acronvm 
Trial Attorney's Office TA 
Chief Counsel 
Litigation LI or LIT 
Le2al Section LS 
District Counsel DC 

DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 

Office Section Acronym 
Detention & Removal DENTENT, D&R, DET, DRO, DD&P 
Criminal Alien Pro2ram CAP 
Deportation Officer/Assistant/Clerk DO,SDDO 
Bond Control Spec. 
Immi2ration 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 file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-AIL Please note the section that follows 
concerning SAC locations. 
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Office Section Acronvm 
Investi2ations !NV, IV 
Special Agent in Charge SAC 
Internal Audit lA 
Resident Agent in Charge RAC 
Assistant Special Agent in Charge ASAC 

12. 7. 9 SAC locations 

Occasionally, you will see a requesting 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 

12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12. 7.11 T -files 

Q_ What if the subject has an A-file at one office other than NRC and aT-file at a 
different office other than NRC (for example. an A-file in Chicago and aT -file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T -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: Request the A-file only, but include the T-file portion on the file request 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. WSC oi 
RPF for scanning. Those offices e_itber scan directly into FIPS for us or_we_ ex_pgrt_tbe_A~ 
fjl_~_ fr.Qm__E_PMS- Therefore, if the A-file is at one of the above service centers and there 
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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. 

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, WSCIW AC, MSCINBC or NSC!LIN). For example. 

tc., are not receipt files we 
(b)(6) '"c~an::"::re~q~ue::s:-t.-------------....r 

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_ 

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 CLAIMS. PCQS 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 CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). 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 PCOS. print any PCQS screen(s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). 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. 
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12.7.12.4 As a matter oflast resort. if there is neither information about the receipt file in 
NFTS nor PCOS and you have called National Visa Center and determined 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 comer. The CLAIMS screen will show "owned by." 

12.7.13 Archived receipts 

RECEIPT NUI~BER ,.:;-,:_., _ HAS BEEN ARCHIVED 

TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT 'Y' BELOW 

GENERATE REPORT - (Y)ES OR (N)O: 

--f.\(_'t-o, 
.. : ~, 

.. ,,, ), ' -

This screenshot shows a receipt that has been archived_ 

NIJhl (T.VR 

If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To detennine whether we need to request 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 NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the USCIS website enter the receipt number in the ''Check Case 
Status." Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NV C. 

3. You may call the NVC automated 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 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the infonnation from the archived receipt in PCQS and print that 
infonnation. Prepare a "Scan As" sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAF ACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt Jiles; 
Lost receipt file, File destroyed or File cannot locate .. 

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 NYC 
help line at 603-334-0700 and enter the receipt number If there is evidence that the 
NYC has the receipt file, redirect the request to NVC. 

To redirect a request to NYC do the following: Click Final Action Letter and choose the 
code "RD" and select "NVC". Send the case to Up-front Approver 

12. 7.14 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. 

Open a RAF ACS (not RAFACSC!S) staffing slot only. The default selection for the letter 
is ''Customize Letter." Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of3 pages if the receipt file is for an I-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAF ACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NV C. This is what the response will look like: 
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13. REASSIGN OFFICE 

This function is used to move a case that was scanned in the NRC queue to another queue for 
processmg. 
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. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 

FIPS -,.;_o Tr:a1ning ~Ll:ld 06 

F<!e lnfoml.ation 

Office! r:jR(-- --..-.: NRG:01G006655REQ 

5c;anned 
11..'05/2010 

-Actions 

Created 

· ...,~~""""1'""1'""1'"····· Select.tne·cofrec:t········· 
i Porter 
;ta :rc,urnai-C0nstitutic:-f1 
~e<irnet~r Center Fal·hva·,· 

'I'.IR.C ita G1:. 30303 

''SOfi~Ef-~~~~tmmlOii'''·'"·--
First 

office 

Topk H-18 Visa9 filed bv OutS>:•urc<: G.:orgia. lnc., 2!JiJ8 n·· pres,:nt 

After you change the office to COW, create the case_ The case will have a COW number_ 
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Next, click on "Reassign Office" 

o·,,~W<e~ 

'l'F ,·ir;;;::·ii"J'(:·· 

Rl>MI'~rler 
-l\;,., •. _. k'J"'~' (~:.:_t¢"~'"' 
2D ::,.,-,,:~te; C'<'Ne•: >'a:i-:.>1~, 

~<~.>~~~ c;~ _,,,·.w-:t 

'{_( ,,.,.:k''.: 
1\'M ·: I'C·i~ ~-;~:-~.,-

;:,~~" :-> " r ;~·,.-,. "'"'L' . " : 
: ~\i¥» -··:iliA~:_,., :::(*>'~i.t <><~"!-' '' 

:t::n:;:nR>~- "<_,,r-, ~-"""'"" 
-·---··=-'(_;&fi!MiVf t,Yj;F'' 

f.'J t":>'~""" ~ '''1'""' '-"l\~r 
:] ;.:~l1"'-~'~ >=.vo~K·~1 [:'ll" . .Y:-'l-rlt~ 

Cl "'~,.,, .. ~! =-~"'~=· 

1. Change Office 

t\' f -~dt£C '«>:. R-.--;MS~>,;J , ".: 

i:~ fo;; 'C.r-.,•: 1ht I(.;:;•AH~<) ><' 

E'ii\ b!~o«.'·:-i'>,; 
c;-,_.,,,_., ~"-'<''~''"' 

,.,_,~, R';;o"~· <.-~<e 

r:;:;;;o(!;<; 

.. ~~- c:~>y-<;-•;-" 0,. 
... k' ::,,·;:.lri'n>o": 

2. Click here 

You will not be creating an acknowledgement letter or staffing_ Before you click on "Reassign 
Office," prepare an e-mail addressed to NRC, FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS "NA:FOIA or PA not applicable:" 

Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. IfFOIA/PA does not apply to the 
request, you would 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'' 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case "ER." Please refer to REQUESTS: Return 
.Qf.9.rigin~l .. Q.Q\.:_1J.m.t;:m~. 

8\·Cr~~t~~ ,.-, "" .•1 
::FC;'.eq•_,,o;;,,•; f~-k:ce ;,, ·oc"'p'~ 
~~Ff 1'-•~l h:lc::" t' ID '•o~·-c• 
~©Lot.-;~11!1~ 
-Hl.~M ~pi)!•·: a~!.; -~e·~=ft<·l ·=~~-, 
::I'll' ~,,,.,.pr<<«S<·'·•·· orr.;,~r~< 
:: (~: Ji,j I. OOidS 

. Rt• ~~~""'''~" t,., ~o~tn•c OJM<:; 
::RF R.;{~"ed t•' o ~~5 ;:<m0~·1eot 
::IJT: _,,.'""" tc ~-: .. :ate r.;:ords 

.,,,C, R~<l\,OS\ ·,<~!hd<O'I·'~ 

In;~: t cr.·k ;.1 c "'"ts:N~~o~:l 8cl< ••• p.r •·>r=pl< 

L<l?~·t "'''"'r rc-acr"d ';o V S. c-t'Zeoo p~r~g·~>'C 

Jiaij: tiOI#'Ofkf'i.lj;Niiij '6i-iij:;w "' · 

~11L ,-. 

--~--li<O\ >OI~ Or:lc~; 
P:':••.C\' ;..:t .:.ru•:od"'•"~ •·•~u,;;o 
~E.(' JEST fCR =n£ F~-S~1 * CO~£!G-I! fCO 
5.;:'o..(-; ,_:.,,.,. 

T~N =('il-'-.'PA UHT 

ii>ia~;;;. ,.,_. .,.. .. ............................. _ ........ , ... ,., .. ,.,_._ ., .. _._ b#n>o;ct~'iW~r't~;;'·'· · 

You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 

Prepare a Final Action Letter using the "ER'' option for cases when the following situations 
anse: 

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) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 

16. FC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

0: \F oia \FO lA _ LIBRAR Y\Case _Create_ References \Case_ Create_ T em JJlate _ Letters\F ail 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 

17. MARKING A DOCUMENT "DO NOT SEND" 

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: 

1. Type "DO NOT SEND" at the top of the page, 
2. Delete all the information in the letter/memorandum, and 
3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the 01 A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 
We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently_ 

Go to the "Tasks" tab and select ·'Acknowledgement Letter" 

Cro=ote C:l• :'.e~oe;t 
.oOl r'io;,:.(J.,~,n~,;: t-.ttE' 
F:o:;l·'~'"' L•tt•t 
S~:wait;- L!T.er 
~t.ru, L ~tt.' 
~l<m: L~lt~' 

l'l:.r•st L.;tt•r 
E">~e<:rt•d O~n"': c•(:oc 

UO! STOIUd 

Not Sl>lltod 
NM St•rtod 
Nnl Started 
14ot st•rt•d 
N<ll Start~d 
14ot St•<ted 
trot St•rtd 

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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if Olse360 Home 

FIPS ,;'.0 Tralfiil"loJ bLJid 05 

U <',&/3nc.e Pavm.ent Retum;.j 

[) "'Cd wst F1le Para·~raph 
[) ACd T•ac' '0. D2>-·iai Para0ra~:, 

Aad'iiiO~',jj '6jltl6i,':ii "•''' 
r;., ·:-pt<(-11> lwnd 

Since our example case does not require us to select any options, we will click on "Generate 
Letter." Our only option at that point is to click OK: 

As soon as you do, a File Save pop-up window will appear_ Click "Save." 
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.,;,,;) 
My Recent 
DocumBnts 

[j} 
Desktop 

MyOoCilmenls 

~~~ 
My Network 

Pieces 

.. :).)a\'8 

.. :"Appllcacon Data 
:;;D<osktc:p 
;,Favootos 
_..;LDChent 
_:Locelsett1ngs 

.•. 0 ~1y Documents 
_':.!;My RecEf1t DocumEf1t 
·~ ·;.Neti-1.Jod 
___ ·Oracle lll" C~he 
..• ;Prlno-iood 
... oS€ndTo 
.::·;statrvenu 
-~:Templates 

.:: astreamu!)wd 

File u~me 

s~ve M]ype· 

~,: Global360_u!Xl0wn_ver9011 
''tNRC2010000511_6 _REFERRo.L 
'/!)~IRC2010000511_7 _FA_ PO 
;O_]NRC201000Cffl2_3_0NE_P~GE 
-~)NRC201000Cffl2_6 _AI( _fOil-. 
-:!J)NRC20 IOOOCffl~_3_fA_RF 
·£NRC201000Cffl~_ ~_REFERRo.L_ ~00'-JCY 

-~!)NRC201000Cffl6 _3_STAFFINGJOF _1Cf 
-,_-_Nl1JSER 

. ntu>er dat 

The acknowledgment letter will pop up: 
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: .. , 

; '" 

. ,,_, '-'·" 
.... , .. ~ ... 

Dta.: . 

, ........ , , f-

I $, D<f"""'"4! 9! HM>rl;t .. l :oi<'<Hoi1) 
ti~h'>».! f·,;W!i ,::("IIMI" 
~'-' :w~~Y;t<J;l> 
Uf., ~'-'"'~-Li,}J\';• t~Ui4 oJ[i;:) 

US. Citizenship 
and lmm..igrauon 
Services 

Y '"ll 1 t([H<>t i:= b~u>j:. hm<<li~ .J urul~1 tl1( ~~~ Fi.""'u.~ .;f th.: FJ ~'<l·•m c·flnf,•m~>!iQu .. --l.tl 1 ;. "F. S.i.:. i ~;: .!) 
Jj h~; h<-11 :o=>i2uc<l ~~~~ f<>I!<>\~IU\1 n>ntn>l uumloeJ. ~NR(';:II!<'t<!(JI;l<<">ri Pka~:.,. ~de tlw< !tumk! iu ~n hol1<J~ 

(;Oil~'l''lild<!)<<: r<l:toul yout J«tne·;l 

Wt rHJ''~'''''' ~~·JBHI, <m ;> f),,r.m. fu·,;t .. ,>ut l.>~'"'' ~H;I ••u ~ mulh-fiHI: :.y<t«JJ> Y•mr '~'JH~~~ h-~' l,cc" 
t•bu,l!Hiill: U!Ulft!U (@.k iTr~d:. ~) Yi!!l llJ;Jf v;i,fih) W<H\<W y<ul! ~~~llt<i 11> =< 'V~<.Jth ,Jowmml Jl! 

,,nJ~, "' l•t tk;.ihlt f<>> <Itt f.,;ltl !"lad: T" •I<> ~"- vlo;,;.c ~tnd a wnlt<"11 r<•JUt<<.. Hkmol~u~~ lh~ ~~~~tdi( 
·1<'<:\ToM!I! :.<>n~h! I·> tl,~ a:l,Jl~''' .tl''"-~- W<' will not it}·, .. ,,, ify;mr !t<jHC<t i:< jll;l,<'•l m !he <Hllpk f! ,,,I; 

l.n ''""ldMH with tlq>;.,hl<<-ut <>!" H<>mdau.l StH!Ht\·' R~l;:Hlnii"u' r(' l".f k ,: : .l!~)l. \'<•HJ Tttjll<>f i,: 
.lc~u;..;J t., ~·>mhtnk :>11 "~'cement~" !•·~Y 1111v f<""~'; ill:>l JU3:· !Jt d.l<~n;:~~~·k Uj> h! $:l~.l;.i.i .. F~~~ m"y 1;., 
ch;.~ ~¢<! f;>r f;~~~~hirt!,:: f,;, I"C>;iJI<b '<lll!,i:hl .lt Ul<"" >t~ptiJix<"" dm,a!. J!H>k·-:<:li>WJl. ~ud::or m~u~~<-Wll;~~' ,-,j 
~~ •.1(<-r oJ<Y.'>ltU~ pc1 '-JUM!n lt•.>lU, 1'lHI1<'r ,\nph-.1lt<Hl uf ~'>fllh nt th( raft ,,f $ l\1 VtJ tO!>Y The Jir:<t 
1•)1 ((<pk: alhl t-.vo hmtt\ "f :;.e:loch i:tm( ~•c u-•1 cha~ g<'<!. ~a·l the 1em"iuiu~ "'mhil1(d dw1 ~co fo1 ~e;~~ch 

:•n,! ,Joploi·~llt'H mn<t ~~it~<l $\.I ('(I h~fi>lt WI: will dP! l!:C y~tl 'lriY fu; ·/l·lrd H<jiOi:'l' ,i,·, U\~ l(l!'lJH ~uy 

!\':t~; h<>W<""\"<J, if k<""' Ill HI.H~ <>f l,!.\.(H> .lit l"t((Uilt<l. ;>;< "\V!ll n<)lij~ \",>11 l>dMdM.Id. 

T!~--, ,<fii<·~ wit! he pr<l' "i-!m~ Y~lll J ~.:t)J d>' (>U ,) ('..;mp,H! r·,~~ I ('!)j i<"<J" H'' <•ll y<>H• jHl:'<•MII '-.<lJpU!~J 
Tl~<: Ci>.r:; ~~~~bhk on .l!! ~()lr,J>!IIcr.' l:lll·f•lt•;,h !be li't ut :"l.dt>b~ A<H•ht wtr,.,-"H :1. WJ>i<JJl ,,f ,\.,l>·he 
~.- ... .,j,.,. ,,,;fl h '""'"'~·' "" Jh~; 1> ...-,, .. , <r: ,,.,I,'~" h~ ,;,,.~·1 "" ,.,,..,. .,,,,.,,.;_, '.,.~ ... ~,,1 ,~,,h. ,..: t~> ,~, .<! ........ . 

. .. " 

You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the "Contents" tab and click on the "Check in Document" 
!COO. 
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·----·---·_, ___ ,_,_ 'o&iiiiii-itiftWiii'''- ·-- ·---·--··- . ____ . ___ ._, ___ ,_,_ <Sii;('f ,,--~ ''--Sfu'iiiS- ,,--,""illiSiiURif'--- ·- . ____ . ___ ._, ___ 'A"tiiliiiiiii ,,- ''tiiitf ,,---·---· 
J ®J ~(k:\0'-'''~·.i•;J.;I'HCit LHte<·FC-1~ 

J let-leek ln Documo;r4'0' 
D ~ll~·~-- f'HCMS~ 

:J $t~rhn9l..;tt«r . ! ~E r-oF 

J l<ecue;t Suppmtir>~ D~cu<r • .;nts 

J r.~,w~st '.a~H.-

'-<Kat·:·r 

·-'~tJ 
My Recent 
Documents 

Desktop 

,-;.>.Java 
:,, __ ;A!+IC3li:Xl Data 
:uDEd<top 
::>Favcrite> 
\.JL00fflt 
: . Local settJngs 
::;.JMY Document; 
:: .... ;My Re<:ent Documents 
'·;)Netl-iood 

My Dornments 

My Computer 

4;,::2 
--..:7 

MyNe""ork 
F1Bces 

\.JOracle Jar Cacho! 
:::--·,PnntHood 
:.;:·:;Serdfo 
\)Start Menu 
<_.;Templates 
i,·~: e1s1Jeamupload 

Flies of type: f1fes 

.... Open ~s reM·only 

·:•1234567~ 12- 3, 2C<E< 8:28: 1' ""'~ 

~~·1d>n;1 DRO • SE~ Seotee 

E-i:t111~ GF.O · SE..I. S~~ttl~ 

-~ 1 n~s&7 a 12::-'2:~ 1 :~ 8.2B: P ~r1 

12· 3. cr! tr! &:28- 1 ~ .r.i 

:=~: Global360 _updown_ vers1011 
'i)Ml.C20 10000511_6_REFERR,!.L 
";l.)Ml.C201000051 1_7 .fA_FO 
~!tMl.C20 IOJ00802_3_0NE_PAGE 
i.J}t-.RC20 10000802_6_Ak_fO!A 
@Ml.C20 IOJ00804_3_fA_RF 
<>JJMl.C20 10000804_ 4_REFERRAL_ACBJCY 
'i!nr-PC20 10000806 _3_STAFFING_PCf _ICE 
·:Dt-.RC20 10000806 _6 _Ak_FO!A 
::-' NTUSER 

ntJJser.dat 

Qpen 

11:5,'2JB 3:3~:~' .:,r,~ 

11:3,-20 1 ::. ;_ 32:~~ Al·1 

In this example, we are now ready to send this document to "Pend." 

19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusuaJ circumstances or details in a Discussion for later 
reference_ FIPS also automaticaJly generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA!PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 

20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

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. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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v 

(~ i>i :;~:i ~-<wnb"=t . (Q-,t;~<; (;)~()(' ~_,j l. 

>:;;,:)ues' 'J<JmH~~: 

((~t:'~-j i.ft·?<:' 

(,ffir~: 

R<;-~;_:~:<.t«r ~<lit f./~<'1<1: 

f:<;q<:%~<¥. -~>-t 1•./.'Jf:li:'' 

R~-c;w~rn i>!\d:11-" f-.!Bm<': · 

zutj,)-~l r:n-1 t·I'.!IM: 

S:;!:.>ltd Hid•.li<J M1~;;;. 

v 

1. Enter the case number you 
are attaching the document to. 

2. Click Submit 

3. Click List Pending Documents Icon 

, 
yr·~&hi1llJU:;;;tr·J:··ii&l··f~--!:$1£i1·J:·'ttztkt;M;··u·ih~---~x~NR!r!:··'*;etltfWJ~it··~-Giii:iJiitit''r·:· 

jr <Jtal it;>tr-(") i;;ud : () o: !"l ~ 

4. Click Add Document to create a new CSD slot. 

,_ : 

i"itlr: :;(_•)2:;f-tfH ~-~ ,'(f) if:o>:;r«"·( .l-~0.:>':-{>q;».m~nlrwc <>"l.Q!'y )-'er:UP;t):X1J !!;,mt: ~:::Kscs!JRE:~'E.i,:c:.:H\.ii.Sl':'RJ:..DE1~3D«O~Kt 
~--~---~_.w._~--~--P·.·-"·-'»<L'o<.<'o<-'''-""'-"''""'-"'-""'-"''""'-"'-""'-"''""'-"'-""'-"''""'-"'-""'-"''""'-"'-""'-"''""'-"'-""'-"''""'-"'-""'-"''-"''-"'-""'-"''-"''-"'-""'-"''-"''-"'-""'-"''-"''-"'-""'-"''-"''-
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Do:umertt T:-·pe ! Oupli:at.o R.oqu<:rt Lette . v 
: 6'lJPik3t:e ·R·e·que·st· ·L-etter· ... 
:E:q::ed:ted Tr~atme:>t Deni-al 
: L>t:o3t:m·, r <C'tl: .o 
'rioil Complrance 
:ProoF oF ~.ddre;s Cl1ange 
:R,.mand Nvn-complian:e App.oa: 
:_llijuest tor Status 
%0li~~ 
:Expe-d:t.;d Tr~<H:m.;n::: Grant 

Local Intranet 

21. 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 Discussion (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. 

22. 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. 

23. 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_ 
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23.1 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_ 

• 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 "G I or PD." 
Include a Discussion 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 Discussion. 

Don't forget to add a Discussion to the original case_ 

23.2 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 queue 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. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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• 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 

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. 

23.4 FOIA FILE REQUEST (NRC, FOIAFILEREQ) 

Send e-mails to FOIA File Request if you discover A file 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. 

24. 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 infonnation in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
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. 

25. MAIL 

The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 

25.1 RETURNED MAIL: 

15.1.1 Interimlntere.5t 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. 

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. 
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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, confinn the correct letter is being updated. The 
Discussion should include the type ofletter being corrected and resent 

15.1.1 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. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this papenvork. 

4. Note the case_ Example of the Discussion: 

Title of Discussion: Returned Mail- no such number 
Body of Discussion: Address on letter did not match G639. Street address 

should be 1003 Market Street, not I 03 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time. Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail- no forwarding address 
Body of Discussion: Address matches G-639. No other address found. Did not 

resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 
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15.1.3 Final Action Letters 

Compare address on finaJ 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. Discussion should include "no 
other address found; did not resend finaJ 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: 

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. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

15.1.4 CDs 

A. CDs Returned for postage. 

Make a copy of the CD andre-mail. Attach the copy of the CD to the originaJ CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for AdditionaJ Postage 
Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on finaJ action letter to address on the G-639, G-28 and return address 
on originaJ envelope. Check aJl 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. Discussion 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: 
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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. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 

25.2 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 Re.9uest) 

• 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) 

• 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 Discussion describing the problem and how it was corrected. FOIAIPA 
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 scanning. Case creators 
may deliver the fax or mail with CSD's to the OA room for scanning. 
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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_ 

15.2.1 Mail concerning Track 3 or expetlited 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. FOIA/P A 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled "Expedited Treatment Request" or "Track 3 Request'' In the 
text of the Discussion 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 
detennination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion 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. 

15.2.2 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 infonnation 
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 information. The Team will send the 

178 
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 7/l8/20ll 

1493 

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



requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, 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. A template FC letter is located at 0:\Foia\FOIA 
LIBRARY\Case Create References\ Template Letters\FC Letter. 

15.2.3 Request .for change of address 

If you receive a Fonn AR-ll or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

US. Department of Homeland Security 
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 

15.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
(~ ... !J§.~.i.§.;gQ:y). 

From www.uscis.gov, find the link near the bottom of the left column under "Other 
Services" marked "F.QJA..R..~mt~§.t.S.~9:t\J.$..r.h~.~k" 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. 
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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. 

The previous method of providing a status letter did not give the requester accurate 
infonnation. In order to better serve our customers Teams 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 LIBRARY\Case Create References Case Create Template Letters, 
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. 

15.2.5 Withdrawal of a FOIAIPA request 

A requester must send us a document to withdraw a pending request. 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 queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 

25.2.6 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. 

180 
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 personnd ""ho do not haw a valid need to know without prior 
appro,·a] from the FOIA Officer 

Updated on 7/l8/20ll 

1495 

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



26. BLANK TAPES/CD's 

If you receive a blank VHS tape, cassette or CD with a FOIA/P A Request, return it to the 
requester. 

27. 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 Discussion 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. 

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. 
below. 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. 

29. 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. 
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1. Using FIPS Standalone, go into the case that corresponds to the final action letter 
(NRC20 10 ____ 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. 

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 comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this papenvork_ 

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. 

30. 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 INFOPASS appointment 

31. 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 fotward the e-mail to another NRC Division_ Fotward 
the e-mail to a Supervisor. 
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32. RECORDS LOCATOR OUEUE 

Cases assigned to Records Locator queue 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 
• 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 all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32.1 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. 

32.2 Read and follow directions in any Discussion 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. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests 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. 

32.5 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. 

32.6 If the 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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32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32. 7.1 Check all offices for duplicate cases in FIPS using the alien number. 

32. 7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 

32. 7.3 If you find a duplicate case, make a Discussion and advise NRC FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity 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 information that is already present in the scanned documents, put 
in a Discussion 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. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. 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. 

32.11 If the requester/subject does not return the PH 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. 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply 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. 

32.13 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 
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