26. BLANK TAPES/CD’s

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

27. VIDEO REPRODUCTION

As responsive records are scanned into FIPS; when the scanner encounters any type of media,
they forward the alien file to FST when their scanning i1s complete. The FST 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 FST mailbox with the case number
and the page(s) number where the media can be located. FST will pull the media and
process/make any necessary redactions. The media will be mailed to the Requestor separately.

28. CONGRESSIONAL REOQUESTS AND APPEALS

Most FOIA/PA requests with congressional correspondence are written on behalf of a
constituent and are actually a FOIA/PA request for an individual’s records. These cases should
also have an instruction sheet from Congressional, NRC. Simply create the case according to the
directions. If you open a case with congressional correspondence, but there is no instruction
sheet, please create the case as you normally create any other case, including staffing for the file
and creating the acknowledgment letter or final action letter. After you have created the
acknowledgment letter and staffing, or the final action letter, as appropriate, please send an e-
mail to Congressional, NRC. The subject of the e-mail should be “Congressional
Correspondence and the body of the e-mail should be the control number. Please CC your
supervisor. Next, create a discussion entitled “Congressional Inquiry” and state in the comment
field that you have sent an e-mail to Congressional, NRC. Finally, pend the case.

However, true congressional requests are requests from a congressman or senator for information
which usually does not relate to an alien file or receipt file. The case should have an instruction
sheet from Congressional, NRC. SIG processes true congressional requests. Simply create the
case according to the directions and pend the case.

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.

1, Using FIPS Standalone, go inte the case that corresponds to the final action letter
(NRC2010_ _ _ _ ). After the case is opened, determine the corrective action
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needed by comparing the responsive records in the case to the printed responsive
records.

2, Correct the final action letter and reprint the letter.

Attach the reprinted final action letter to the responsive records.

LN

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 1ssued 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.GOYV 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
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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 (please refer to section 33)

«  Additional PII needed to verify the correct file (please refer to section 32.7)

« Requestor docs have been received (please refer to section 32 8)

« The wrong records were scanned into the case (please refer to section 32.9)

+  We need to send an interim interest letter to an incarcerated individual (please refer to
section 32.10)

+ The file is lost or we got a response of not found or consolidated from a service
center (please refer to section 32.11)

«  Requestor writes to request the record on paper (please refer to section 32.12)

« Requestor wants to change the track of their case (please refer to section 34).

32.1 Start by reading Discussions. 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.

32.2 Always check the alien number(s) in CIS to verify its accuracy before proceeding,

32.3 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, 1t may help to
search by the Requestor to see if that petition has already been addressed.

32.4 Read and follow directions in any Discussion found in the case regardless of the age of
the case or who put them in. If there is a question, see your supervisor before proceeding with
any action on the case.

32.5 Any time you create a new staffing for the same A-file or receipt, vou must cancel the
one it replaces.

32.6 If the A file has been scanned in and we are waiting on a T-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
RAFACS conversion, then cancel the pending T-file staffing, because the T-files no longer
exist. Send the case to the processor.

32.7 Additional PII needed: Sometimes when a processor retrieves a case, he or she will
determine that additional PII is needed from the requestor/subject. You will have to create
another Acknowledgement Letter and check the other documentation box. The Requestor
Documentation Attachment will automatically be added to the Acknowledgement Letter.
Check the boxes required and pend the case for Requestor 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
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to the slot where the information is currently contained. Send the case to Unit Chief with a
Discussion.

If the request was for specific documents, please remember to add the specific documents
sentence to the new acknowledgement letter the same as in the onginal acknowledgement
letter. If the specific document information sentence was done incorrectly in the original
acknowledgment letter, please add an appropriate specific document information sentence to
the new acknowledgment letter. That sentence gives us our legal basis for providing only the
specific document requested. It also gives the Requestor an opportunity to clarify if the
request was poorly worded or if we misunderstood. If we do not add the specific document
information sentence to the new acknowledgment letter, the processor must process the entire
file.

32.8 If we have received pending Requestor Documentation: Review the information
provided. If the Requestor/subject adequately provided the requested PII and/or certification
of agreement, request the file.

32.8.1 The Requestor/subject may respond negatively to the request for PII. For
instance, we might have asked for A-Number and/or Petition/Receipt number, and they
responded “none” or “unknown” to both. If we receive a negative respense, please
attempt to locate an alien file and staff, matching as much of the PII as possible. If you
find a file, pend the case for responsive records based on best available information and
create a Discussion saying you did so. If you are unable to find a file, close as FC. For
the procedure, please see section 16b, Failure to Comply Case Closings.

32.8.2 The Requestor/subject may not return the VOI or certification of agreement
we asked for. If so, generate a FC letter and replace the contents of the letter with the
appropriate FC letter depending on the version of the G-639. Create a Discussion
explaining the FC. Send the case to the Up-front Approver when you are finished.

The three versions of the FC letter:

0:\Foia\FOIA LIBRARY'Case Create References\Case Create References G-

639 Unperfected Letter for 3-31-2015 or

O-\Foia\FOIA LIBRARY\Case Create References\Case Create References Unperfect
ed Letter or

O:\Foia\FOIA_LIBRARY\Case Create_References\Case_Create_References_
Unperfected Letter for Older G-639 version

32.8.3 If a request for certification of agreement is returned but the Requestor says
he or she is a third party Requestor (they have no relationship to the subject of the
record and cannot or will not get certification of agreement), do not request the file.
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Create a Discussion with your findings and close as TD. Please refer to section 16a, TD
(total demal) CASE CLOSINGS.

32,9 Wrong Records. Occasionally you will pull a case in Records Locator queue and there
15 a Discussion stating the wrong records have been scanned into the case. This will require
some investigative work before a solution can be determined.

32.9.1 Did the Case Creator use the wrong alien number? If so, please request the
correct file. You must then send an e-mail to NRC, FIPS Problem, FOIA PROGRAM,
and Tracy Bellisime and ask that the wrong records be removed.

32.9.2 Did the Requestor ask for a copy of a petition they filed on behalf of a
beneficiary? I so, the case was probably set up incorrectly. Check first to see if there
are two cases for the Requestor. 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 only if you have the beneficiary’s PIL and VOI. If not, close as FC. For Procedure,
please see section 16.

32.9.3 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:

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

32,932 If you locate a case, check to see if the responsive records have
been scanned.

32.9.3.3 If the responsive records are not scanned into the case, send an e-
mail to NRC, FIPS Problem, FOIA PROGRAM, and Tracy Bellisime and
ask them to move the responsive records from your case over to the
correct case. Also ask them to remove the responsive records from your
case and staffing response to “pending.”

32.9.3 4 If the pending case already has records scanned in, review those
records.

32.9.3.4.1 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.
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32.9.3.4.2 If they are duplicates, then you do not have to do
anything with that case.

32.9.34.3 Send an e-mail to NRC, FIPS Problem asking them to
remove the wrong records from the staffing response and
responsive records slots and re-set their status to “pending.”

32.10 Mailing address is a detention facility. If you open a case in Records Locator queue
and there 1s a Discussion instructing you to create an interim response letter because the
individual is incarcerated:

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

32.10.2 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. For the
procedure, please refer to section 16. Do not close out the case FC without the
returned mail.

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

32.11 If you open 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.

32.11.1 If you are creating a case and the receipt is located at the NVC, do not redirect to
the NVC. Have the screen prints of the receipt scanned in as responsive records. Make
sure the track 1s TRACK 1.

32,112 Ifthe receipt file 1s marked Lost, File Destroyed, File Cannot Locate, or
Rejected, please refer to section 12.18.14, Receipt files, Lost receipt file, File destroyed,
File canmot locate or File Rejected..

32.12 Paper. If a Requestor in the Umted States asks for his or her records on paper, uncheck
“Print to CD” box create a Discussion citing the reason. Next, go to the Tasks tab and create a
Status letter. In the Status letter, write, “This letter serves to notify you that we will be
providing your records on paper”

33. REPENDING IN RECORDS LOCATOR QUEUE
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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 queune 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 FCQ, 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 RAFACS/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-stafting due to age
affects the aging reports and makes 1t impossible to track these pending cases properly.
Please continue to repend these cases as necessary. FIPS automatically sets a new due
date at 60 days. If it is an RDF staffing, please change the new due date to 365 days.

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, FOIASIG of this. Insert the case number on the subject line.

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files
awaiting partner" do further research. If there 1s an A-file and a T-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.
33.6 Notused
33.7 When repending a case in Records Locator, please follow these steps:

33.7.1 Search for any duplicates

33.7.1.1 If you find a duplicate, refer to section 6.4, Search for Duplicate Cases.

33.7.2 If you do not find a duplicate:

A. Under the Contents tab, on the Staffing Letter to which you want to repend.
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(b)(6)

B. Left-click on either the Staffing Response or Responsive Records and do not

move the mouse to another location on the page until the drop-down menu

appears.

Click on Manage Document from the drop-down meru.

On the right side of the pop up screen, you will see Days to Pend with a box

showing 60. Leave the number of days 60 unless it is an RDF or a Lost File

Staffing-please refer to sections 12.7.2 and 12.7 3 for Lost File Instructions.

E. If repending an overdue RDF staffing, type 365 in the Days to Pend box before
you click on Update Due Date.

oo

34. CHANGING THE TRACK OF A CASE

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

34.1 The Requestor is narrowing the scope of their request from a Track 2 case to a Track
1 case. Prepare a status letter and advise the Requestor that their case 1s now on the simple
track.

34,2 The Requestor 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 Requestor that their case is now in the
complex track.

34.3 The Requestor has a Track 1 or 2 case and provides the required documentation to
change their request to a Track 3. Prepare a status letter and advise the Requestor 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. 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 tock,

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. If this occurs, send an email to NRC, FIPSPROBLEM, copy NRC, FOIA Program,
e=—=nd your supervisor. Please insert a Discussion explaining the problem and send
the case to Unit Chief.
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Sometimes the case has not come up for processing yet and you encounter this situation in
Records Locator queue. If that happens, create a Discussion indicating the problem (Responsive
Records scanned into Staffing Response slot), and send a message to NRC, FIPSPROBLEM
with the following information:

A. The NRC control number of the case,

B. The A number or Receipt Number of the records,

C. The staffing sequence they are scanned into, and

D. The number of pages scanned in.

Finally, send the case to Unit Chief so that the problem can be resolved.

36. Deleted

37. RE-STAFFING

There should be a discussion directing you to re-staff. If you are unsure about what to do, please
contact a member of FST. The two most common re-staffing scenarios are:

¢ The file moved to another office — and we have to cancel pending slot and staff to the
correct FCO. *Do not confuse this with files that are now in-transit to NRC,

e The current staffing is not correct (for example - an Atlanta general staffing instead of an

Atlanta ICE staffing). In that scenario, we must cancel the pending slot and re-staft
properly. If you are unsure, consult a member of FST.

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 statfed to the FOIA Safe,
NEVER cancel the staffing. Pend it for responsive records.

The RPC for the FOIA Safe 1s ZW0004.

If you see an RPC of “ZW” anywhere, it is a classified file.
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39. INTRANSIT FILES

If NFTS 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. EST DIRECTED PROJECTS

Occasionally, FST may have special projects that require your assistance.

FST 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.USCIS. GOV
National Customer Service: 1-800-375-5283
EOIR 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

90 K Street, NE, 9" Floor
Washington, DC 20229-1181
MAILING ADDRESS OF ICE;

Immigration and Customs Enforcement
Freedom of Information Act Office

800 North Capitol Street, 3™ Floor, Suite 585
Washington, DC 20536

MAILING ADDRESS OF NATIONAL VISA CENTER:

U.S. Department of State

Attn: Sheryl Walter

Office of Information Programs & Services, SA-2
A/GIS/IPS/RL/RC

515 22nd Street, NW

Washington, DC 20522-8001
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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 (Algena)

AMN — Amman (Jordan)

AMS — Amsterdam (Holland)
ANK - Ankara (Turkey)

ANT — Antananarivo (Madagascar)
ASM — Asmara (Eritrea)

ASN - Asuncién (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)
CSB — Casablanca (Morocco)
DBL - Dublin {Ireland)

DHK — Dhaka (Bangladesh)

DIJI - Djibouti (Djibouti)

DKR - Dakar (Senegal)

DMS — Damascus {Syria})

DOH — Doha (Qatar)

DRS - Dar Es Salaam (Tanzania)
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FRN - Frankfurt {Germany)

FTN — Freetown (Sierra Leone)
GEO - Georgetown (Guyana)
GTM - Guatemala City (Guatemala)
GUZ — Guangzhou (Canton)

GYQ - Guayvaquil (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 - Kyiv (Ukraine)

KHF - Khartoum (Sudan)

KIN - Kinshasa (Congo)

KLL - Kunala Lumpur (Malaysia)

KNG - Kingston (Jamaica)
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KWT — Al Kuwait aka Kuwait City (Kuwait)
LGS - Lagos (Nigeria)

LIB - Libreville (Gaben)

LIL — Lilongwe (Malawi)

LMA - Lima (Peru)

LND - London (United Kingdom)
LOM — Lome (Togo)

LPZ —LaPaz (Bolivia)

LSB - Lisbon (Portugal)

LUA - Luanda (Angola)

LUS - Lusaka (Zambia)

MDD - Madrnid (Spain)

MDR — Madras aka Chennai (India)
MNA — Manama (Bahrain)

MNG - Managua (Nicaragua)
MNL - Manila (Philippines)
MOS — Moscow (Russia)

MRYV - Monrovia (Liberia)

MST — Muscat (Oman)

MTL - Montreal (Canada)

MTV - Montevideo (Urugnay)
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NHA - Naha

NMY — Niamey (Niger)

NPL - Naples (Italy)

NRB - Nairobi (Kenya)

NSS§ — Nassau (Bahamas)

NWD - New Delhi (India)

OSL - Oslo (Norway)

QUG — 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)
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SAA — Sana’a (Yemen)

SAR - Sarajevo (Bosnia & Herzegovina)
SDO - Santo Dominge (Dominican Republic)
SEO — Seoul (Korea)

SGP - Singapore

SKO - Skopje (Macedonia)

SNJ — San José (Costa Rica)

SNS - San Salvador (El Salvador)
SNT - Santiago (Chile)

SOF — Sofia (Bulgaria)

STK - Stockholm (Sweden)

SUV - Suva (Fyj1)

SYD - Sydney (Australia)

TAI - Taipei

TAL - Tallinn (Estonia)

TBL — Thilisi (Georgia)

TGG — Tegucigalpa (Honduras)
THT - Tashkent (Uzbekistan)
TIA — Tirana (Albania)

TKY — Tokyo (Japan)

TLV - Tel Aviv (Israel)
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TNS - Tunis (Tunisia)

VAC - Vancouver (Canada)
VNN - Vienna (Austria)
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.

G1 - 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 section 15).

WD - Case was closed as a withdrawal.

NA —FOIA/PA not applicable (see section 14).

NR - The case was closed as no record. We have conducted a thorough search of all databases
for any files relating to the subject and found no results. All (non-responsive) screen prints are
scanned in as CSD.

UT — Unable to locate alien file. We know there is a record, but it is lost. We may close cases if
the alien file is marked as lost and it has been more than one year, but we must be able to prove
we conducted a thorough search of all systems.

FC - Case closed for failure to comply (see section 16b}.

FP — Cases close failure to pay when Requestors fail to submit payment,

RD — Advise Requestor to contact another government agency to acquire records. We tell the
Requestor whom they should contact to obtain records responsive to their request.

RF — Cases forwarded to DHS components. We tell the Requestor the name of the agency we
referred their request to.

TD — Total Denial (see section 16a).
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APPENDIX E: FORMS

WWW_USCIS. g0V
Title

Change of Address

Genealogy Index Search Request

Geneszlogy Records Request

Notice of Entry of Appearance as Aftorney or Representative

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

Biographic Information

Biographic Information

Bioaraphic Information

Verfication Request [Non-SAVE agencias)

Document Vetification Reguest Supplement

Document Verification Request (SAVE Agencies)

Return of Original Documents

Application for Replacement/Initial Nonimmigrant Arrival-Ceparture Document

Petition for a Nonimmigrant Worker

Petition for Alien Fiange(e)
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Form Number

AR-11

AR-118R

G-1041

G-1041A

G-28

G-325

G-325A

G-325B

G-325C

G639

-845

(-845 Supplement

G-8458

G-884

[-102

1-129

[-128F
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Title

Application for Advance Permission to Return to Unrelinguished Domigile

Application for Advance Permission 1o Enter as a Non-lmmigrant

Application for Waiver for Passport andfor Visa

Application for Pemmission to Reapply for Admission into the United States After
Deportaticn.or Remaval

Application for Removal

Petition for Amerasian, Widow{er), or Special Immigrant

Affidavit of Financial Suppart and Intent to Petition for Legal Custody for Public Law 97-
3582 Amerasian

Request to Enforce Affidavit of Financial Support and Intent to Petition for Leqal Custody
for P L. 97-350 Amerasian

Application to Reaister Permanent Residence or Adjust Status

Supplement A to Form |-485

Instructions for 1-485. Supplement €. HRIFA

Instructions for 1-485 Supplement E
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Form Number

I-1298

1-130

1-131

1-134

I-140

[-191

[-192

[-193

212

[-243

[-290B

[-360

[-361

1-363

[-485

[-485 Supplement A

[-485 Supplement C

[-485 Supplement E
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Title

Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the
INAY

Waiver of Rights, Privileges, Exemptions,_and Immunities

Immigrant Petition by Alien Entrepreneur

Application To Extend/Change Nenimmigrant Status

For persons seeking ¥V nonimmigrant status while in the United States or extension of V
status.

Interagency Record of Request — A G or NATO Dependent Employment Authorization
or Change/Adiustment to/from A, G or NATOQ Status

Application for Asylum and Withholding of Removal

Petition to Classify Orphan as an Immediate Relative

Application for Advance Progessing of Qrphan Petition

Application for Waiver of Ground of Inadmissibility

Application By Refugee For Waiver of Grounds of Excludability

Application for Waiver of the Foreign Residence Requirement (under Section 212(¢) of
the Immigration and Nationality Act. as Amended)

Health and Human_Services Statistical Data for Refugeeffsylee Adjusting Stafus

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------

and Nationality Act

Application for Waiver of Grounds of [nadmissibility Under Sections 245A or 210 of the
Immigration and Nationality Act

Report of Medical Examination and Vaccination Record

Notice of Appeal of Decision Under Sections 2454 or 210 of the Immigration and
Nationality Act
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Form Number

1-508

I-508F

1-526

1-538

I-539, Supplement A

1-568

1-588

1-600

[-600A

[-601

1-602

[-612

[-643

I-687

[-600

[-693

1-694
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Title

245A of Public Law 99-503)

RefugeetAsylee Relative Petition

Petition 1o Remove the Condtions of Residence

Apnplication for Employment Authorization

Application for Replacement of Nerthern Mariana Card

Petition to Classify Conventicn Adoptee as an Immediate Relative

Application for Determination of Suitability to Adopt a Child from a Convention Country

Application for Family Unity Benefits

Application for Temparary Protected Status

Application for Action on an Approved Application or Petition

Petition by Entrepreneur to Remove Conditions

Inter-Agency Alien Witness and Informant Record

Affidavit of Support Under Seclion 213A of the Act

Contract Between Sponsor and Household Member

Affidavit of Support Under Section 213A of the Act

Poverty Guidelines

Intending Immigrant's Affidavit of Support Exemption

Sponsor's Notice of Change of Address

Application for Suspension of Deportation or Special Rule Cancellation of Remaval
{Pursuant to Section 203 of Public Law 105-100 (NACARA))
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1-698

I-730

I-751

I-785

I-777

1-800

[-800A

1-817

[-821

1-624

1-629

[-854

[-864

[-864A

[-864EZ

[-864P

[-864W

[-863

I-881
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Title

Employment Eligibility Yerification

Application to Replace Permanent Resident Card

Request for Premium Processing Service

Application for T Nonimmigrant Status

Petition for U Nonimmigrant Status

Petition for Qualifyving Family Member of a U-1 Nonimmigrant

Application to File Declaration of Intention

Request for a Hearing on a Decision in Naturalization Proceedings {Under Section 336

Request for Certification of Military ar Naval Service

Application to Preserve Residence for Naturalization Purposes

Application for Re placement Naturalization/Ctizenship Document

Application for Certificate of Citizenship

Application for Citizenship and Issuance of Certificate under Section 322

Application for Posthumous Citizenship

Medical Certification for Disability Exceptions
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Form Number

-9

1-20

1-905

1-907

1-914

-918

[-929

N-300

N-336

N-4

N-400

N-426

N-470

N-565

N-600

N-600K

N-644

N-G48
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APPENDIX F: USEFUL ACRONYMS

AAPM Affirmative Asylum Procedures Manual
ABC American Baptist Churches

ACLU American Civil Liberties Union

ACPA Assistant Chief Patrol Agent

ADDE Assistant District Director for Examinations
ADDD Assistant District Director for Deportation
ADDI Assistant District Director for Investigations
ADIS Arrival Departure Information System

AFM Adjudicators Field Manual

A-File Alien Registration File (basic Alien File}
ATLA American Immigration Lawyers Association
AO Asylum Officer

AOBTC  Asylum Officer’s Basic Training Course

AOQIC 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
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AVL

BBAT

BCAA

BCIC

BCC

BCIS

Bene

BEP

BIA

BLS

BOP

BORTAC

BORSTAR

BP

BRP

BSS

CAA

CAP

CAPES

CARRP

CBO

CBP

Asylum Virtual Library

Bond Backlog Action Team

Background Check and Adjudicative Assessment
Border Crossing Identification Card

Border Crossing Card

Bureau of Citizenship and Immigration Services
Beneficiary

Backlog Elimination Plan

Board of Immigration Appeals; or Bureau of Indian Affairs
Bureau of Labor Statistics

Bureau of Prisons

Border Patrol Tactical Unit

Border Patrol Search, Trauma and Rescue team

Border Patrol

Backlog Reduction Plan

Biometri¢ Storage System

Cuban Adjustment Act

Criminal Alien Program

Classification and Placement Evaluation System
Controlled Application Review and Resolution Program
Congressional Budget Office / Community Based Organization

Customs and Border Protection
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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 Chief Information 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
COwW Central Office Washington
CP Case Processor
CPA Chief Patrol Agent
CPO Chief Privacy Officer
CSAT Computer Security Awareness Training
CSD Case Supporting Documents
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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

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
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DP Duplicate
DRO Detention and Removal QOffice

EABM Enforce Apprehension Booking Module

EAC Eastern Adjudications Center
EAD Employment Authorization Document
EAP Employee Assistance Program

EARM Enforce Alien Removal Module
ECN Enterprise Collaborative Network
EDMS Enterprise Document Management System

EEOC Equal Employment Opportunity Commission

EEV Employment Eligibility Verification

EFF Electroni¢ Frontier Foundation

EFOIA Electronic Freedom of Information Act (initiative)
EIR Entrepreneur in Residence

ELIS Electronic Immigration System

ENFORCE Enforcement Case Tracking System

EOIR Executive Office of Immigration Review
eOPF Electronic Official Personnel Folder (eOPF)
EPA Environmental Protection Agency
ER Created in Error
ERO Eastern Regional Office
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ESC

ETC

EVD

EWI

FAA

FARES

FBI

FC

FCC

FCO

FD-258

FDL

FDNS

FDNS-DS

FDU

FEDVIP

FEGLI

FEHB

FEMA

FHA

FIPS

FISMA
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Eastern Service Center

Eastern Telephone Center

Extended Voluntary Departure

Entry Without Inspection

Federal Aviation Administration

Fees and Applications Receipt and Entry System
Federal Bureau of Investigation
Failure to Comply

Federal Communications Commission
File Control Office

Fingerprint Card

Forensic Document Laboratory

Fraud Detection National Security

Fraud Detection National Security — Data System

Fraud Detection Unmits

Federal Employees Dental and Vision Insurance Program

Federal Employees Group Life Insurance
Federal Employees Health Benefits
Federal Emergency Management Agency

Federal Housing Administration

Freedom of Information & Privacy Act Processing System

Federal Information Security Management Act
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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

FST FOIA Support Team

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

G-325 Biographic Information

G-325A  Biographic Information

G-639 Freedom of Information/Privacy Act Request
GAO Government Accountability Office

GIS Government Information Specialist

GILS Government Information Locator Service
GPO Govemment Printing Office

GSA General Services Administration

HCFSA Health Care Flexible Spending Account
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HQASM
HRIFA
HRSA
HSA

HSPC

1-90
I-129

I-129F

I-131
I-134
1-140

1212

1-360
I-485
I-485A
1-435B
1-53%

I-551

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 Permanent Resident Card (Green Card)
Petition for Nonimmigrant Worker

Petition for Alien Fiancée

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 Permanent Residence or to Adjust Status
Supplement to Form I-485

NACARA Supplement to Form 1-485 Instructions

Application to Extend/Change Nonimmigrant Status

Alien Registration Card (Green Card)
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1-589 Application for Asylum and Withholding of Removal

1-600 Petition to Classify Orphan as an Inmediate Relative
I-751 Petition to Remove Conditions of Residence

1-765 Application for Employment Authorization

I-821 Application for Temporary Protected Status

1-864 Affidavit of Support under Section 213A of the Act
IA Immigration Agent; or Investigative Assistant

IBF Identity and Benefit Fraud (program)

IBIS Interagency Border Inspection System

ICE Immigration and Customs Enfercement

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
II Immigration Inspector

IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996

I Immigration Judge
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IMMACT Immigration Act of 1990

INA Immigration and Naticnality Act

INS Immigration and Naturalization Service (legacy)

INTCA [mmigration and Naturalization Technical Corrections Act of 1994

INTERPOL International Criminal Police Organization

10 Information Officer

IRCA Immigration Reform and Control Act

IRS Internal Revenue Service

ISAP Intensive Supervision Appearance Program

ISCPM Identity and Security Checks Procedures Manual

ISO Immigration Services Officer (USCIS)

ISRS Image Storage and Retrieval System

ISSM Information Systems Security Manager

ISSO Information 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

KST Known or Suspected Terrorist

LAPR Lawfully Admitted Permanent Resident
272

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains
information that may be exempt from public releass under the Freadom of Infonnation Act (5 ULS.C. 552). This document is to be controlled,
handled, transmitied, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But
Unclassified (SBU) information and is not fo be released to the public or other personnel who do not have a valid need to know without prior
approval from the FOIA Officer

Updated on March 28, 2016

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

3785



LAPS

LEAD

LES

LESC

LIFE

LIN

LOU

LPR

LULAC

MFAS

MOA

MOU

N-300

N-400

N-565

N-600

NACARA

NACS

NAILS

NARA

NBC

NCIC
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Legalization Application Processing System
Leadership Education and Development
Law Enforcement Sensitive

Law Enforcement Support Center

Legal Immigration Family Equity (Act)
Northern Service Center (Lincoln, NE)
Limited Otficial Use

Lawful Permanent Resident

League of United Latin American Citizens
Marriage Fraud Amendment System
Memorandum of Agreement

Memorandum of Understanding
Application to File Declaration of Intention

Application for Naturalization

Application for Replacement of Naturalization/Citizenship Document

Application for Certification of Citizenship

Nicaraguan Adjustment and Central American Relief Act of 1997
Naturalization Application Casework System
National Automated Immigration Lookout System

National Archives and Records Administration

National Benefits Center

National Crime Information Center
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NCIRS National Criminal Justice Reference Service

NFTS National File Tracking System

NIIS 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

NR No Record (we are not able to find any record)

NRC National Records Center / Nuclear Regulatory Commission
NSA National Security Agency

NSC Northern Service Center / National Security Council
NSI National Security Information

NSRV National Security Records and Verification

NTA Notice to Appear

NVC National Visa Center

NWIRP Northwest Immigrant Rights Project
0A Office Automation
OCC Office of Chief Counsel

QOCDETF  Organized Crime Drug Enforcement Task Force

OCIO Office of the Chief Information Officer
OCSE Office of Child Support Enforcement
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OEM&S

QEP

QEPC

OFR

OIC

OIG

OIS

oIT

OMB

OPF

OPLA

OPM

OPSEC

ORR

ORS

0S§C

OSCE

0SI

OTD

ouo

ovC

OWCP
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Office of Emergency Management & Safety
Occupant Emergency Plan
Office of Emergency Preparedness and Coordination
Office of the Federal Register

Officer in Charge

Office of the Inspector General

Office of Immigration Statistics

Office of Information Technology

Office of Management and Budget
Official Personnel File

Office of the Principal Legal Advisor
Office of Personnel Management
Operational Security

Office of Refugee Resettlement

Office of Records Services

Order to Show Cause / Office of Special Council
Oftice of Child Support Enforcement
Office of Security and Integrity
Office of Training and Development
Official Use Only

Office for Victims of Crime

Office of Workers’ Compensation Programs
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PA Privacy Act

PAIC Patrol Agent in Charge

PC Peace Corps

PCII Protected Critical Infrastructure Information
PCQS Person-Centric Query System

PIA Privacy Impact Assessment

PII Personally Identifiable Information

PLAIN Plain Language Action and Information Network
POC Point of Contact

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 International Operations
RAPS Refugee, Asylum and Parole System

RAVU Refugee Access Verification Unit

RD Redirected to another agency outside DHS
RDF Records Digitization Facility
RF Referred to a DHS component other than USCIS
RL Records Locator
276

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains
information that may be exempt from public releass under the Freadom of Infonnation Act (5 ULS.C. 552). This document is to be controlled,
handled, transmitied, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But
Unclassified (SBU) information and is not fo be released to the public or other personnel who do not have a valid need to know without prior

approval from the FOIA Officer
Updated on March 28, 2016

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

3789



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

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 Semeor Executive Service

SEVIS Student and Exchange Visitor Information System

SHSI Sensitive Homeland Security Information
SIG Significant or Special Interest Group

SII Supervisory Immigration Inspector

SIO Supervisory Information 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
SOR Subject of Record
SRC Southern Regional Center (Southern Service Center)
SSA Supervisory Special Agent; or Social Security Administration
SSC Southern Service Center
SSI Sensitive Security Information
SSO Special Security Officer
STAR System for Time and Attendance Reporting
TAC Third Agency Checks
TAP Tuition Assistance Program
TCDD Training and Career Development Division
TECS Treasury Enforcement Communication System
TPO Transformation Program Offices
TPS Temporary Protective Status
TSA Transportation Security Administration
TSC Texas Service Center
TSP Thnft Savings Plan
TVA Tennessee Valley Authority
ucC Unit Chief
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UFA Up-front Approver

UK United Kingdom

UNHCR  United Nations High Commissioner for Refugees
UNICEF  United Nations Children’s Fund

USA United States Army

USACE U.S. Army Corps of Engineers

USAF United States Air Force

USC United States Citizen

Us.cC. United States Code

USCG United States Coast Guard

USCIS United States Citizenship and Immigration Services
USCS 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

USRAP U.S. Refugee Admissions Program

USSS United States Secret Service

US-VISIT  United States Visitor and Immigrant Status Indicator Technology

UT Unable to locate (we know a record exists, but it is lost)
VA Department of Veterans Affairs
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VAWA Violence Against Women Act

VAWO Violence Against Women Office

VD Voluntary Departure
VIS Verification Information System
VOI Verification of Identity

VIVPA  Victims of Trafficking and Violence Protection Act of 2000
VWPP Visa Pilot Waiver Program

WAC Western Adjudications Center

WA/NTA  Warrant for Arrest/Notice to Appear

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:/fwww 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) 1s 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 Secunty.

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 certification of agreement of the record subject.

Congressional Committee Request - A request from either House of Congress, to the extent of
matters within its junisdiction; a subcommittee thereof: any joint committee of Congress; any
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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/PA Division, makes the final overall determination
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
certification of agreement 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 Requestor - A subject or designated representative asking for access to his/her
record. A notarized signature or a sworn declaration under penalty of perjury from the record
subject is required for access to records.

Forms — Various government forms available from www.uscis gov/portal/site/uscis that are
provided for the use of Requestors and their representatives when submitting a FOIA or PA
request with USCIS. The more common forms include:

* (-28 — Notice of Entry of Appearance as Attomey 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 certification of agreement unless the
attorney or representative has inserted the penalty of perjury statement and the subject of
the file has signed the document.
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¢ (5-639 Freedom of Information/Privacy Act Request — This form can be used to make a
FOIA/PA request. When completed it provides enough information to complete an
extensive search for records.

Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C) or alien
lawtully 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 ™

o Track 1 isused for the less complex cases. These are cases where only one Two or three.
specific documents are being requested from the file.

e 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
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Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or
correct information in his/her PA record that the incividual 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 1s 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 Requestor or other personal identifier. Requests are
received from:

e A USC or LPR for access to his/her own records, or

¢ A third-party with a signed privacy waiver from the record subject acting on the subject’s
behalf, or

o 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 of DHS or another Federal agency for direct response to the FOIA/PA
Requestor. 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 certification of agreement 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 1s 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 of DHS.
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Third Party Request - A request from any person for access to another individual’s record
without that individual’s written certification of agreement. The identity of a third party
Requestor 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

287
WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains
information that may be exempt from public releass under the Freadom of Infonnation Act (5 ULS.C. 552). This document is to be controlled,
handled, transmitied, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But
Unclassified (SBU) information and is not fo be released to the public or other personnel who do not have a valid need to know without prior
approval from the FOIA Officer

Updated on March 28, 2016

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

3800



Case Create Flow Chart for All iny recordls.

Did requester provide an A nmber of receipt number?

[

NO?

Do we have the rest of the required PII?

Do we have therest of the required PI and you can

(DOB, COR?) find one and only one exact match based on PII?
Yes? | to?
- T i Go out for &# wiier
Do we have consend, and verification? | Do we have consend and verification? | . Go out for PII only.
3 :
¥ ¥ :
Ho Yes Ii
ve? | | wor | | 1 | Go out for
| " consent /

+ i venfication and
Does the A mamber of receipt Go out for consentiverification, missing PIL
nunber match the PIIin CI5?

h 3 ¥

| YES? | | No? I """""" Search for the correct A file or
l recempt file,
¥
Are you staffing for an .
“A® file or receipt file? Was another A file or receipt file
found?
¥ ¥ 3 "
A-File Recept file | Yee? | ‘ NO? |
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JULIAN DATE CALENDAR

PERFETLAL

Jan | Feb | Mar | Apr | May|Jun | Jui [Aug| Sep | Oct| Nov| Dec

001|032 060 | 091 | 121|162 | 182 | 213|244 | 2741 305 | 335

002 | 033|061 | 082 | 122|153 | 183|214 | 245 | 275|306 | 336

003 | 034 | 062 093 | 123 | 154 | 184 | 215 246 | 276 | 307 | 337

004 | 035 | 063 | 004 | 124 | 155 | 185 216 | 247 | 277 | 308 | 338

005 | 036 | 064 | 085 | 125 | 156 | 186 | 217 | 248 | 278 | 308 | 338

006 | 037 | 065 | 066 | 126 | 167 | 167 | 218|245 | 279 | 310 | 340

007 | 038|066 | 087 | 127 | 158 | 188 | 219 | 280 | 280 | 311 | 341

003 | 030|067 | 098 | 128159 | 189 220 | 251 | 281 [ 312 | 342

o n| | @ en| ] calso] = |

000 | 040 | 068|098 | 129|160 | 190 | 221|252 | 282 313 | 343

010 | 041 | 069 | 100 | 130 | 161 | 1912221253 | 283|314 | 344 | 1D

0111042 | Q70| 1071 131 162 | 192 | 223 | 254 | 284 | 315 | 345 | 11

0121043 | 071102132 | 1683 | 193|224 | 255 | 285 | 316 | 346 | 12

013|044 | 072 | 103 | 133 [ 164 | 194 | 225 | 256 | 286 | 317 | 347 | 13

014 | 045|073 | 104 | 134 | 165 | 195|226 | 267 | 287|318 | 348 | 14

015|046 | 074 | 105 | 135 | 166 | 196 | 227 | 258 | 288 [ 318 | 348 | 15

016 | 047 | 075 | 106 | 136 [ 167 | 197 | 228 | 259 | 2859 | 320 | 350 | 18

017 | 048 | U76 | 107 | 137|168 | 198 | 229 260 | 280 | 321 | 381 | 17

018|049 | 0771068138 | 160 | 109|230 | 261 | 291 | 322 | 382 | 18

019050 Q78109 139 170|200 | 231 | 262 | 292|323 | 353 | 19

020 | 051|079 | 110 | 140 [ 171 | 201 | 232 | 263 | 263 | 324 | 354 | 20

021|052 | 080 | 141|141 172 202|233 | 264 | 204 | 325 | 3535 | 21

022|053 | 081|112 142 | 173 | 203 | 234 | 265 | 2065 | 326 | 356 | 22

023 | 064 | 082 | 113 | 143 | 174 | 204 | 235 | 266 | 296 | 327 | 357 | 23

024 | 055|033 | 114 | 144 | 175 | 2056 | 236 | 267 | 297 | 328 | 358 | 24

025056084 | 115 145 | 176 | 206 | 237 | 266 | 298 [ 329 | 35 | 25

026 | 057 | 085 | 1168 | 146 | 177 | 207 | 238 | 285 | 299 | 330 | 360 | 28

027 | 068 | 086 | 117 | 147 [ 178 | 208 | 239 | 270 | 300 | 331 | 381 | 27

028 | 052 | 087 | 118 | 148 179|209 240|271 | 301 | 332 | 362 | 28

P P I T I TN IT R T A R DS Y N 'y Y (UG P (VNG Y E ) PN O
Ammmﬂmmhmmﬁc:mmwmm-nwm-aomm“m"‘h“m‘*g

028 (088 | 119 | 149 [ 180 | 210| 241 | 272 | 302 [ 333 | 363 | 29
030 089 | 120|150 [ 181 | 211242273 | 303 [ 334 | 364 | 30
031 080 151 212 | 243 304 365 | 31
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JULIAN DATE CALENDAR

FOR LEAP YEARS ONLY

Jan | Feb | Mar | Apr [ May | Jun| Jul | Aug| Sep | Oct | Nov | Dec

001 032|061 | 002|122 | 153|183 [ 214 | 245 | 275 | 306 [ 338

002|033 | 002 | 093|123 | 1564 | 184 | 216 | 246 | 27¢ | 307 | 337

G03 | 034 | 063|004 | 124 1565|188 | 216 | 247 | 277 [ 308 | 338

004 | 035|064 | 005 | 125 | 156186 | 217 248 | 278 | 309 | 332

000 | 036|065 | 096 | 120 | 157 | 187 | 218 | 248 | 279 | 310 | 340

006 | 037 | 066 | 097 | 127 | 158 | 188 | 219 | 250 | 280 | 311 | 341

Q07 | 038 | 067 | 09a | 128 | 150 | 189 | 220 | 261 | 261 | 312 [ 342

08| 039|068 | 0908|120 | 160 190 | 221 | 252 | 262 | 313 | 343

-
mmummhwm-h@

000 | 040 | 069 | 100 | 130 | 161|191 | 222 | 253 | 2B3 | 314 | 344

10 [ 910|041 | 070 [ 101 1371 182 192 | 223 | 254 | 284 | 315 | 345

11 1011042 | 071 102|132 | 163 [ 193|224 | 285 | 283 | 316 | 346

12 | 012|043 (072 | 103 | 133 | 184 | 194 | 225 | 286 | 286 | 317 | 347

13 | 013|044 | 073 | 104|134 | 165 | 195 | 226| 2567 | 287 | 318 [ 348

14 | G14 | 045 | 074 | 105 | 135 | 165 | 198 | 227 | 258 | 288 | 319 | 348

15 | 015|046 | G758 | 106 | 136 | 167 | 197 | 228 | 269 | 289 | 320 [ 350

18 | 816 | 047 | 076 | 107 | 137 | 188 | 158 | 229 | 260 | 250 | 321 | 3581

17 | 017 [ 048 | Q77 | 108 138 | 163 | 189 | 230 | 261 | 281 | 322 [ 352

18 | 018|048 | 078 109 139 | 170 200 | 231 | 262 | 262 | 323 3583

18 | 019 | G50 | G789 | 110 [ 140 | 171 | 201 | 2532 | 263 | 283 | 324 | 35

20 [ Q20| 051|080 | 111 [ 141 | 172 202|233 | 264 | 284 | 325 [ 3585

21 | 021|062 | G881 | 112 | 142 | 173 | 203 | 234 | 285 | 280 | 328 | 356

22 | 022|063 | 082 | 113|143 | 174 | 204 | 235 | 266 | 296 | 327 [ 3867

23 | 023|064 | 083 | 114 | 144 | 175 | 208 | 236 | 267 | 257 | 328 [ 388

24 | 024|065 | 084 | 115 | 145 | 176 | 206 | 237 | 268 | 268 | 325 [ 388

25 | 025 | 056|085 | 116 146 | 177 | 207 [ 238 | 268 | 288 | 330 [ 360

26 | 026|067 | 086 | 117147 | 1/8| 208 | 239 | 270 | 300 | 331 [ 361%

27 | 027|058 | 087 | 118|148 | 179|209 | 240 | 271 | 301 | 332 3682

28 | Q28| 058|088 | 118|149 | 180 | 210 | 241 | 272 | 302 | 333 [ 363

29 | 029 | 060 | 085 | 120|150 | 181 | 211 [ 242 | 273 | 303 | 334 | 384

36 | G3C 090 | 121|181 182 | 212 | 243 | 274 | 304 | 335 [ 365

IRIERIENIE XIS ST NN ST AN TN J P RN [P OV [UUF | [PV 1) ROV (RU0E. ) (0 ) (P00 )
—imwmﬂmm&-mm-&mmmﬂmmhmMamwmﬂmmh—wwﬂﬁ

31 | 031 091 152 213 [ 244 305 366

USE IN 2004, 2008, 2012, 2016, 2020, 2024, ETC.
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APPENDIX I: ALIEN NUMBER ASSIGNMENT
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APPENDIX J: 16 RULES OF CASE CREATE

1. Read the entire request, including all Requestor 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, Requestor documents, or track changes) to the
Research queue.

3. Make sure we have valid certification of agreement, and VOI (DOB and COB). If not, close
as TD or FC, including a Discussion of your reason for closing it. If you have a question, consult
a supervisor.

4, If we have everything in rule 3, we do not send for Requestor documentation except in cases
that do not meet Reasonable Description of Records Being Sought (section 7.3 of the guide). If
you feel there are extenuating circumstances that require you to go out for additional
information, you must get supervisor approval and case note the reason.

5. If you do not immediately find a person, 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. If you do not find Juan Rodriguez Martinez,
try reversing the last name to Juan Martinez Rodriguez. 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. If you do not immediately find a person, 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 1s 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 15 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 the whole request. If they ask for
a copy of their I-94 and deportation records, you will need to RF them to CBP and include ICE
information or vice versa.
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9. Use the address listed on the G-639. If you cannot read the address listed on the G-639, or the
address 1s from a consular office, or a congressional office, you may use the address listed on the
(-28, or other documents in the request, such as an envelope. If you find no other 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 1 cases, except in asylum or refugee cases. You must add the
specific language on the request (or as close as possible to their language) to the
acknowledgment letter if it is a request for Specific Documents.

11. Make sure you address any Track 3, expedited or fee waiver requests. FOIA/PA assistants
may approve or deny Track 3 requests. If there is no cover sheet, 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 1s being closed as a NR, RD, RF, DP, or NA, you do not mark it as
expedited, or fee waiver request. If there was an expedited or fee waiver request that was
approved or denied, change it back to “Not Requested” and save it before you send the case to
Up-Front Approver.

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 at Appendix H of the guide. 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 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 supervisor 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. The only time you do not have to create a Discussion is when you have all VOI and
certification of agreement, 1t’s a straightforward request, an ordinary staffing, there are no
unusual circumstances, and you pend for responsive records. Any other time, 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 Uit Chief, NFTS is currently down”, or “Switched tracks from track 1 to track 2, e-
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mailed supervisor to move to proper queue”. Discussions are the first thing a supervisor 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
supervisor 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
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. Iagree to seek clanification with my supervisor if it
becomes necessary to deviate from these rules:

Signature: Date:
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APPENDIX K: RECORD OF REVISIONS

(showing revisions after September 28, 2015)

October 23, 2015

We have updated section 8 13 REQUESTS: Inmate in Federal Custody of the FOTA/PA
Assistants Guide as follows (new information in red):

8.13 REQUESTS: Inmate in Federal Custody

The Bureau of Prisons (BOP), an agency of the U.S. Department of Justice, will not deliver
incoming mail to a person housed in their custody unless it contains the subject’s Register
Number. Upon entry into BOP custody, each inmate is assigned an eight digit Register Number
(1.e. xxxxx-xxx) by which he/she 1s identified throughout histher commitment. The first five
digits are unique identifiers for that specific inmate, the last three digits, separated from the first
five by a dash, indicate the jurisdiction from which the inmate originally entered the corrections
system. It 1s imperative that the correspondence contain the Register Number in the proper
format. BOP Register numbers are created for the subjects in the name in which they received a
conviction sentence from a federal court or a legal document charging them of an immugration
violation and/or removal. This name could be their birth name or an alias name.

ICE will not deliver mail to an ICE detainee unless we include the alien number in the address.
Please include the alien number in the address of an ICE detainee, if you are addressing
correspondence to the alien in the ICE detention facility. In order to avoid PII spills, OA will
prepare an outer envelope without the alien number and mail it in that.

If the inmate is not in federal custody (i.e., Bureau of Prisons location or ICE detention facility)
but held at a non-federal correction facility (such as a state prison or county jail), DO NOT put
the alien number in the address.

We have updated section 12.16 Receipt Numbers of the FOIA/PA Assistants Guide as
follows (new information in red, deleted information in strikethrough):

Section 12.16 Receipt Numbers
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If you discover that the petition is consolidated into the beneficiary’s file, and you do have
consent from the beneficiary, you must change the name of the subject in FIPS to the
beneficiary. The beneficiary’s A-number goes in the A-number field, even if the Requestor
entered the petitioner’s A-number on the G-639. We must address any correspondence about
that petition citing the beneficiary as the “subject of record” or the “records’ subject.” This is
legally important because we must have VOI of the subject of record and we must have
certification of agreement if the Requestor is other than the subject of record in order to staft for
the record.

If the petition is consolidated into the beneficiary’s file, and you do not have consent from the
beneficiary, you will close the case as Total Denial and include the following blurb as the second
sentence in the first paragraph of the TD letter:

“It is the policy of USCIS to file any adjudicated petitions, such as
the Form I-129F or Form I-130 in the beneficiary’s record after
issuance of a visa. Beneficiary consent is required to obtain any
petitions from their record.”

This 1s legally important because we must have VOI of the subject of record and we must have
certification of agreement if the Requestor is other than the subject of record. If we are staffing
the subject of record’s A-file, and if the Requesior is not the same person as the subject of
record, then we need certification of agreement from the subject of record.

If the petition has not been consolidated into the beneficiary’s A-file, whether the petitioner or
the beneficiary is the Requestor, we may staff for it. In this situation, we list the subject of record
the way it is listed in the request letter, whether the petitioner or the beneficiary.

PCQS or CLAIMS screen-prints usually would not provide the Requestor with the information
he or she is requesting, because the Requestor is asking for a copy of the file. Rarely, a petitioner
may only need a particular piece of information, such as proof of filing to prove Section 2451
eligibility. If that is the situation, and we have the petitioner’s VOI (and certification of
agreement, 1f necessary) then you should provide those screen-prints with a RAFACS stafting.
This is not usually what happens, so providing screen prints is an exception, not the rule.

December 14, 2013
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We have updated section 6.3.4.3, Deferred Action for Childhood Arrival of the FOIA/PA
Assistant’s Guide as follows (new information in red):

6.3.4.3 Deferred Aq_i__c_)__ for Childhood A
Category ©

Please select Category: Deferred Action for Childhood Arrival in any of the
following circumstances:
+ If the subject of record mentions DACA or Deferred Action for Childhood
Arrival
«  Ifthe subject mentions being a child on arrival in the United States
+ If the subject mentions the "DREAM Act" and you can tell he or she is
referring to DACA
+ If you see evidence that the person filed Form I-821D in CLAIMS or PCQS.

Exception: If the FCO is SFR, please select SFR as the category. SFR has priority.

We have updated various sections that referred to 12.7.12. 12.7.13 and 12.7.14, none of
which exists. Changed all to the correct references in the FOIA/PA Assistant’s Guide as follows

(new information in red, deletednformattontistrikethroush);

12.14 EAD numbers (100,000,000 through 199,999,999)

If the alien number provided by the Requestor is 100,000,000 through 199,999,999, 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 sections #2742 12.16 and 42-74312.13.12.3 for additional
information. If the receipt has been destroyed, follow instructions in 427144 12.18.14.

12.18.12.4 If the Requestor specifies a receipt file, and the receipt has not been consolidated,
you may have VOI (and certification of agreement, if necessary) from either party and you may
staff for the file if it is available in records. If you are unsure of whether you need certification
of agreement, please refer to section 7 of this guide. If the receipt is not available in records,
please refer to sections 42743 12.18 6 and or 32734 12.18.14 If it is available in records in
NEFTS, first verify the receipt number belongs to the subject, then staff for that receipt file.

32,11 2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or Rejected,
please refer to section 42744 12.18 14, Receipt files; Lost receipt file, File destroyed, File
cannot locate or File Rejected.

12.12.4 Empty Jackets
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If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file request. The
only time you ever staff for an empty jacket is if the FCO is HAV. If you are unsure, please
contact FST. If the FCO is not Havana, and the only A-number you found is an empty jacket,
your next step is probably to conduct a no records search, depending on the situation (No Record
instruction is at Section 12.18.6). If you found a receipt file, please refer to Section 12.7.12.
12,18.12

12.18.14 Receipt files; Lost receipt file, File destroyed, File cannot locate or File Rejected

If NFTS shows a receipt has been “Deleted,” please refer to section 9.2. Section 12.18.14 1s only
for files that show Lost, Destroyed or Rejected in NFTS or if we receive a staffing response
saying “File cannot locate.”

February 10, 2016

We have updated section 7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) of
the FOIA/PA Assistant’s Guide as follows (new information in red, deleted information in

strikethrough):

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15)
In addition, on February 17, 2011, we started accepting the required PII if provided via a birth

certlflcate or other document 1f not written on the G- 639 We—va-l-l—een&nue—te—aceept—daese—&s

/6t can be used for venﬁcatlon cf 1dent1ty

We have updated section 7.2 Verification of Identity (VOI) of the FOIA/PA Assistant’s
Guide as follows (new information in red, deleted information in strikethrough):

7.2 Verification of Identity (VOI)

In addition, on February 17th, 2011, we started accepting the required PII if provided via a birth

certlflcate or other document 1f not written on the G- 639 We—va-l-l—een&nue—te—aceept—t—hese—as

A current photo ]D i

/6t can be used for venﬁcatlon cf 1dent1ty
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We have updated paragraph 9.2.2, under section 9.2 Redirection of the FOIA/PA
Assistant’s Guide as follows (new information in red):

9.2.2 If it is a general request for “My Complete A-File” or “All my records,” you must conduct
a search for responsive records. If you find an A-file, you should create the case and staff for the
file. If unable to find the A-file, we are still required to provide any other records we find,
including any applications, petitions, etc... However, unless receipt files are specifically
requested, we will not produce receipt files in responding to an ““All My Records” request. Please
refer to the flow charts at Appendix H. Before you redirect the case, you must venfy we have no
responsive record. When conducting research, do the queries and provide screen prints of CIS
9103, CIS 9102, CIS 9104 and PCQS or CLAIMS searches. There should be no less than two
pages and may be lengthier if the subject has provided multiple names. If the receipt is located at
the NVC, do not redirect to the NVC. Have the screen prints of the receipt scan in as responsive
records. Make sure the track is TRACK I Create the request using RAFACS (not
RAFACS/CIS). Find the information from the archived receipt in PCQS and print that
information. 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 to OneNote and send an email to
FOIAPROGRAM NRC@uscis.dhs.gov. On the subject line, put the control number and SOR’s
name. Pend the case.

We have updated section 32.8.2 The Requestor/subject may not return the VOI or
certification of agreement we asked for of the FOIA/PA Assistant’s Guide as follows (new
information in red, deleted information in strikethrough):

32.8.2 The Requestor/subject may not return the VOI or certification of agreement we asked for.
If so, generate a FC letter and replace the contents of the letter with the appropriate FC letter
depending on the version of the G-639. Create a Discussion explaining the FC. Send the case to
the Up-front Approver when you are finished.

The #we three versions of the FC letter:

Q:\Foia\lFOIA_LIBRARYYCase Create References\Case Create References G-
639_Unperfected Letter_for_3-31-2015 or

0O:\Foia\FOIA LIBRARY'Case Create References\Case Create References Unperfected
Letter or

O:\Foia\FOIA LIBRARYCase Create References\Case Create References Unperfected
Letter for Older G-639 version

We have updated all unperfected letters by deleting the following sentence as follows
(deleted information in strikethrough):
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February 29, 2016

We have updated section 6.1.1.10, RULES FOR ENTERING INFORMATION ON THE
FIPS WORKSHEET of the FOIA/PA Assistant’s Guide as follows (new information 1n red,
teleted-information i srkethrough)

6.1.1.10 If the request came to us on Form (G-639, you should use the name and address
of the Requestor 1n Section, “Reguestor Information.”

If you have a conflict between addresses on a properly filled out G-639 and G-28, please use
the address on the G-28.

If the request 1s not on Form G-639, please use the address that is on the letter unless the
Requestor specifies a different address. If you are unsure, please consult a supervisor and add a
Discussion explaining your decision.

If the Requestor included a G-28, please look to see if the Requestor is an attomney. If the
Requestor is an attorney, please look at the name of the firm. If the name of the firm includes the
attorney’s name, please make the second line of your address “Attormney at Law.” If the name of
the firm does not include the attomey’s name, please make the second line of the address the
name of the firm. If the Requestor is not an attorney, then simply use the address that is in the
Requestor Information block of the G-639. For further guidance, please refer to section 6.1.1.17
of this guide.

March 28, 2016
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We have updated and changed the name of section 12.18.16 Creating Staffing
and Acknowledgement letters for ELIS cases to Creating Staffing and Acknowledgement letters
for ELIS2 cases of the FOIA/PA Assistant’s Guide as follows {new information in red, deleted
information in strikethrough):

NOTE: All forms have either migrated to ELIS2 or are handled outside of Legacy ELIS.
Any references from this point on refer to ELIS2.

12.18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases
12.18.16.1 Deleted
Step 1: Find the IOE Receipt Number

Whenever you create a case, please check beth the EEFS-and ELIS2 blocks in PCQS to search
for ELIS wnformation the IOE Receipt number.

Jazrch Tone
) aCISCRRMACS
ELts

2SSO0 ECdR

If you get a response of “Person Found In: ELIS2,” please elteletwiee check the box and click
“Search Selected Persons” to get your IOE Receipt number.

You will come to the page below, “Activities Search Results.” Please copy the IOE Receipt
number.
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Copy I0OE Receipt number

G Dt Red L e

12.18.16.2 Deleted

Step 2: Is the case open or closed?

Using this same Activities Search Results section, check the box on the ELIS2 line, then ¢lick
“View Selected Activities.”

On the ELIS2 details screen, find the “Case State” in the “Account Header” section.
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If the case state 1s accepted, optimized or reopened, your case is open. Closed-means-elesed.

.Al:lame Reed Enright

Date of Birth

Country of Birth

Place of Birth

Geh“der

Case ID

Case State Accepted

Case Sub Smtatus Pendingnl'Drior Case Cardexpiration

NOTE: The Case State can also be found in the Case Details section of your screen print.

Case |ID

Receipt Number IOE0SD

Receipt Date

CaseStatus

Case Statué Date 0
Case State Accepted
Case State Date 0

12.18.16.3 Deleted
Step 3: Create the Case/Put IOE Receipt Number in Topic Line

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number into the
“Tepic” line on the FIPS worksheet.
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Sebiect Inbormalion

NOTE: Putting the IOE Receipt number in the Topic line s the only way we have to track ELIS
and ELIS2 cases.

Next, either create ar SSC-e+ESE staffing to the correct File Control Office.
Step 4. Is your requestor an attomey/representative or is this a self-request?

If you answered “yes” to either choice, go to Step Sa{l) to create vour Staffing and
Acknowledgement letters. You will be inserting specific language into both letters.

If the requestor is other than an attorney/representative or a request from the subject of record, go
to Step 5b(1) to change your Staffing letter only. There i1s no change to the Acknowledgement
letter.

A wife requesting her husband’s file 1s an example of an “other”

If the case is closed (see example below), it doesn’t matter who the requester is.
Go to Step 5b(1).

C.ase I.D. B

Receipt Date

Case Status

Case Status Date 0
Case State Closed
Case State Date 0

Step Sa(1): Staffing letter
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Open cases from Attorney/Representatives or self-requests:

¢ Replace the Alien number at the top and bottom of the page with the IOE Receipt number

¢ Replace the first part of the second bullet which reads “Send a copy of all responsive
documents to the FOIA office in their entirety,” with the sentence, “Send a copy of the
Case Details and Case History tabs (expand all), any restricted content, and any risk
resolution memo.”

e Do not replace “DO NOT MAKE REDACTIONS.” Leave 1t at the end of the second
bullet.

Before:

MEMORANDUM FOR:
NSC
P.O. BOX 82521
LINCOLN, NE 68501-2521

ATTN: via email
nsc,foiafilereq

FROM: NRC FOIA/PA

SUBJECT:  Freedom of Information /Privacy Act Request NRC2016
Alien #: 2
Subject Name: Reed Enright

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter,
there is a high probability vour office will have records responsive to the request.

¢ Please conduct a thorough search for all responsive records physically in, and within the
functional purview of your office.

o Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT
MAKE REDACTIONS.

Freedom of Information/Privacy Act Request, NRC2016
Alien #: 2
Subject Name: Reed Enright
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After:

MEMORANDUM FOR.:
NSC
P.O. BOX 82521
LINCOLN, NE 638501-2521

ATTN: via email
nsc,foiafilereq

FROM: NRC FOIA/PA

SUBJECT:  Freedom of Information /Privacy Act Request NRC2016
TOEXXXXXXXXX
Subject Name: Reed Enright

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter,
there is a high probability vour office will have records responsive to the request.

* Please conduct a thorough search for all responsive records physically in, and within the
functional purview of your office.

* Send a copy of the Case Details and Case History tabs (expand all), any restricted
content, and any risk resolution memo. DO NOT MAKE REDACTIONS,

Freedom of Information/Privacy Act Request, NRC2016
TOEXXXXXXXXX
Subject Name: Reed Enright

Step 5a(2): Acknowledgement letter
Open cases from Attorney/Representatives or self-requests:

e Add the paragraph, “From the USCIS Electronic Immigration System (ELIS) you
may download the case intake snapshot, case evidence, and correspondence (e.g.
any G-28 Representation or Withdrawal request) from your Case Details screen,”
between the fee and CD paragraphs.
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Example:

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), vour
request is deemed to constitute an agreement to pay any fees that may be chargeable up to
$25.00. Fees may be charged for searching for records sought at the respective clerical,
professional, and/or managerial rates of $4.00/$7.00/$10.25 per quarter hour, and for duplication
of copies at the rate of $.10 per copy. The first 100 copies and two hours of search time are not
charged, and the remaining combined charges for search and duplication must exceed $14.00
before we will charge you any fees. Most requests do not require any fees, however, if fees in
excess of $25.00 are required, we will notify you beforehand.

From the USCIS Electronic Immigration System (ELIS) vou may download the case intake
snapshot, case evidence, and correspondence (e.g. any (G-28 Representation or Withdrawal
request) from your Case Details screen.

This office will be providing your records on a Compact Disc (CD) for use on your personal
computer. The CD 1s readable on all computers through the use of Adobe Acrobat software. A
version of Adobe Acrobat will be included on the CD. Your records can be viewed on your
computer screen and can be printed onto paper. Only records 15 pages or more are eligible for
CD printing. To request your responsive records on paper, please include your control number
and write to the above address Attention; FOIA/PA Officer, or fax them to (816) 350-5785.

Step Sb(1): Staffing letter

All closed cases or cases from others (not Attorney/Representatives nor self-
requests):

« Replace the Alien number with the IOE Receipt number at the top and bottom of
the letter only. Do not replace the second bullet.

Example:

MEMORANDUM FOR:
NSC
P.O. BOX 82521
LINCOLN, NE 68501-2521

ATTN: via email
nsc,foiafilereq

FROM: NRC FOIA/PA
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SUBJECT:  Freedom of Information /Privacy Act Request NRC2016
TIOEXXXXXXXXX
Subject Name: Reed Enright

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter,
there is a high prebability yvour office will have records responsive to the request.

¢ Please conduct a thorough search for all responsive records physically in, and within the
functional purview of your office.

¢ Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT
MAKE REDACTIONS.

Freedom of Information/Privacy Act Request, NRC20160
IOEXXXXXXXXX
Subject Name: Reed Enright

Step Sb(2): Acknowledgement letter

All closed cases or cases from others (not Attorney/Representatives nor self-
requests):

» There is no change to the Acknowledgement letter

ELIS FAQ’s

Q: The NFTS screen print says that ELIS 1s consolidated into a T-file. How do I fill out the Staffing
Sheet?

A: If ELIS 1s consolidated into an A or T-file per NFTS, do not replace the A-number with the IOE
receipt number or replace the second bullet. Create as a normal case (not in ELIS), except don't
forget to add the IOE Receipt number to the FIPS worksheet.

Q: Which FCOs adjudicate the Form [-90?

A: MSC/NBC, SSC and WSC...check NFTS for the correct staffing.
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SIGNIFICANT INTEREST GROUP
(SIG)

STANDARD OPERATING PROCEDURE
(SOP)

SIG...fulfilling the promise of openness

1/23/2014
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10.3 Request records via FIPS (Contracts and A-Files)

REQUIREMENTS FOR A VALID FOIA REQUEST...........
CUSTOMER SERVICE..........ccciiiierreiriiniiiisnnisnsan.

REFERRING AND REDIRECTING REQUESTS...............

13.1. Referring a request
13.2. Redirecting a request

MANEUVERING FIPS......ccoiiiiniininininnnnni

14.1. Changing tracks
14.2. Moving a case to another FIPS role
14.3. Changing Office Queue

DUPLICATES....cccitiviiriiriniiiiiniiei i ntsnieeseenenans

SEARCH FEE ESTIMATES.......cccciiiiiiiiiiiiiiiinnineiieinan

16.1. Calculating Search Fee Estimates
16.2. Firm Commitment to Pay
16.3. Advance Payment of Fee Estimate

SIG EMAIL BOX...ccciiiieiiieninnianiniicensecinieiissnnsnssen.

17.1. Emails for USCIS FOIA

17.2. Emails form another component
17.3. Emails from A-File processors

17.4. Emails containing responsive records
17.5. Keeping track of work completed

CONTRACTS EMAIL BOX.....coiivuiinuviisinisenisnneneanienne

RECORDS LOCATOR.......ccevriririireiiniinriiecnninneencnenes

VACANCY ANNOUNCEMENTS.....cccovviniimiimriicnnianiennaes

20.1. Creating Vacancy Announcement Requests
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20.2. Staffing for a Vacancy Announcement
20.3. Processing a Vacancy Announcement Request

21.  OPPORTUNITY TO OBJECT......cc..ccrviiiririiiinnnrcirneniceniennen 91
APPENDIX A: POC Alias List for ECN Staffing

APPENDIX B: Sample Template Letters and Memos

APPENDIX C: Component Office Codes for Vacancy Staffing

APPENDIX D: FOIA Request Description-Naming Convention
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Introduction

i

| The United States Citizenship and Immigration Services (USCIS) uses an automated system,
i Freedom of Information Act/Privacy Act Information Processing System (FIPS) to create,

i control and process all Freedom of Information Act/Privacy Act (FOIA/PA) requests. SIG

| utilizes ECN to request and receive responsive records from agency components.

; NRC FOIA Operations consists of two sides. One side, the “A-File” side, is responsible for
creating, controlling and processing FOIA/PA requests for Alien or receipt file records. The
; other, the Significant Interest Group (SIG), is responsible for all other FOIA/PA requests, to
; include certain Alien or receipt file requests deemed to be of a significant interest to USCIS.

This SIG Standard Operating Procedure (SOP) is designed to assist in processing SIG FOIA §
and PA requests. It is to angment and be used in conjunction with the existing Processing
Guide currently in use by the A-file side. This SOP contains procedures and information that
specifically concern SIG requests.

1. Correspondence

3 1.1, SIG receives correspondence the following ways:

; e  Regular mail (OA Room mail box)
i e  Fax (OA Room)
i ¢ Email

L USCIS FOIA email box
i II SIG email box
i III.  Personal email box
i
?
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L SIGNIFICANT INTEREST GROUP (SIG) SOP o

1.2. Correspondence can be: §

¢+  FOIA/PA requests

“.ﬁi}j*?ﬁl . fzt:\fr;;g_ T Rains, Dizecior §
-g R{Ibr.tt Cf].)wmm ! ( A ey 'Qﬁﬁ leimﬁ F"’Gr#m' v, Disectss :
: Hoheart (3 l{n&t}; aretate-Trapgney < - -Qk\ B =‘w o, Dame-! F Heaby, Uirecaeor i
: R S ; \\\ atrick ?ﬂﬁﬁgan. Diirector %
3_ Patex B, Joseph, l..%u‘mw” o Tt g ':’g q 'Tqm R:‘é’én!g]d M, Dixcousr :
: Email: petes Jowephi@iing.org < i Wﬂlwmi Sfmgf-{ Thaecior %
: Telephone: 7238920863 ¢~ AT Lo,
WA W g R, 1, i . Henry Licbman, .E!lmt.{ar’l?lh}e{'éms %
; Wowasing fobs Throvgh Lxmsm reast © Stephes Yabe-doely, Presddent Ementus i

Nvegnber 3. 2083 §

VIA FIRST CLASE MAIL . : §

i
i 138, Crtigenship and bomigmtion Seevices

E: Natonal Records Center. FOLATA Office

i P . Box 648010 i3
: Eeats Summi, MO 64064-3050

g MDY 15 o

Attentien: SENFOR FOIA QFFICER
RE:  Freedoe of lnformation Aet Request _ RECE] VED
Tor wins @ siay concetn %

; Purswant 1o the Precdom of Snfomaton Aci, TS0, of Seg, and ©ER. JELE ¢ Sy, 1
: Peter ©. Joseph, s Executive Divsctor on behalf of the Aesociathon v Iovest b the EBA
; {BLUSA™, am hereby making this reguest e relense of mformation,

We reapertinlly reguess that you plesse provide the felﬁwi.ng;

L. Copy uf ull opcranonat sales for the BR-5 neview board st USCIS.

MUSA is a SOHCG) notfarprofit vade orzandzasion comprised of DISCES designed
chmmﬁ Contier members who macepe, operate and promote emplovirer! vresting
investment into specified rewional assus of e United Staees A stseh HUSA has s vitad
interest in the inforsation sought 1B this Freedom of luformation Rajuest.

benuficiarics or petitkoners, Rathet we have a vested interest in the various Ssucs afsing
in conmeclion with Reglossd Center atfikiaved upplications and peritioess. The poposs of
this requast is 1o advance and maintain Regomal Ceator indastey standueds and best
JUACTCSS.

i As 2 rade srgamizalion we have oo nerest i the persoual infonnaticn penaining to

Frohudest hercie are the followimy supporling dacuments: %

Assaeiztian to nvest b tha USA (RUSAS

; . Wilths Towwerr - 208 Wankor Dy, RIE Faer

H Ot Dhino R4

i Page T vi2

i

|
i
; Page 6 of 93 %
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SIGNIFICANT INTEREST GROUP (SIG) SOP

e  PA Amendment Requests

SIG

JUN €3 20
¥ip USES Express Mail RECEIVED

Privauy Agt Amcndment

U8, Cirizenship snd Tmndgration Services
Nasional Records Center

FOLAPA Oifice

P11 Box 648010

Ler's Summit, MO §4064.8010

Re:  Regquest to Correet HSCIS Record on hehalf of

DO3:
POB:
LS, Address:
To Whom 3t May Coneern; -

Please by advised that our chiem, entorcd the United Siates In
1-] 4 status on Dwtober 19, 20072 pursuant to his employer's bianket 1. petition. The L-1A visa
wias tssued i Monterrey. Mexico (visa # Cvadid OOCTINZ 10 ROCTIE, See
aitaehed copy of Form 1-94, Visa Stamp and Passpors Biographic page,

In Becomber 2612, applicy for 8 gocial socurity number a1 the Muskogee,
Oklehome Sociat Security Adminishation office. Eventually, u souial Setunly umber was
{ssaec however, was informed that the USCIS SAVE defabase includes the

folfowing typographical ecror concerning his middle rane:
INACQCLRATE Information in LISCIS records:
CORRECT:

The fallowing enclosed doecuments demonstrawe $he comrest spelling of
full name: 1.} Passport biographic Page, 2.3 Fom 194 1) L1 Visa stamp; Stamped passpont
page endersed on {lober 19, 2012 initial adeission to the LLS. on the L]
veork vise], valid theough September 36, 2015 and 4.3 Form 1298 Nonimmigrant Petition
Based on Bianket 1. Petition endorsed by the UK. Congulate in Menterrey, Mexito.

Page 7 0of 93
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SIGNIFICANT INTEREST GROUP (SIG) SOP

e  Related to an existing FOIA request (CSD)

Frowm:
Sant: Monday, Decambar 0, 2053 1034 A4
T

Subject: - RE: B85 FOIA reguest
~oupis answars for you

Address is

Az for the regions: cunter, | believe it is Ib-5 Regionel Crnter, DUt 'm mo positive. Perhaps 1's Dest &3 Soarch i
that and any ofhers that would be wostiolied by the Related Companies, 3ased as

Thinks

me e e e i u L e e e ettt e e e e e e
Sent: Friday. November 29, 2013 £:18 AM

o

‘Sulect: £6-5 FOIA reqoest

Mr.

Fm. with the USCIS FOIA office. Fn working the FOLA requast (attached) the you
submitted related to an EB-8 regional center, .

Befora § continug working on your requést, i need 1) a mailing address (where to send the records)
and 2} can you clanify which EB-% regional center your inguiring about, is # named
or dogs the Reguongl center have another namms’?

Thenk you |

SIG. ficfitiing sie prowiss of cpenness

Page 8 of 93
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B 3. Dapariment of Justios

e vonnen Fraural Butesy of invastiantion
Wastingion., DO, 20335
To: Uscrs
?gfhﬂ‘v%siuﬂ AUG 12 213
i Depariment of Homeleh Sengrity
; Agn: Dorng Risg
130 Spadr Centes Loop

; WM Cecs S, 0 1058 . SIG
w Fropn, E'Sm\ew G[-::sfd}. Aw 25 Zmz
L o .
| e RECEIVED

Subject: FONPA Rexpues! of
FRi FOUPA S
Ra

|n pgrrecton with review of FBI fies resaorsive o the stove request, the folkowing were located:

H 4 LA uniagsifien dockmeniy which ariginated with wir sgency e being refurre ko yod Tor diregt
i : romgcnss b the requester. THe recuester hasheen advised of b referal. Pisase furmish s with 2 sopy
of o HECI50E 10HeT B3 I reguasisr.  {See Index A)

r o O HOCLERE ) Comiaimng information Eirackebed} Curmmning your Jgency.

i" We will advise the ragaeater i axpect & drect recaensa From your sgorey ragarding his
ratier,

™ Plegse roviaw this Infgrmation and retuia the documents © us. making arty FSIGRONG yOu :
daam sppogdiste.  {Sew factex B) %

; I _ chasadied doouiedntis) whigh onginarsd «iIh yaur scaney isiare haing reforad © you b dirae:
rgeeinise 12 the requestar.  Tie requesior hasf has not bean sdvised of s refamal.  Piease furnisnus

H with: B gy of yowr ackosue fette 1o e reqoestsr, and advige v 1 the chaesfioation of the & Ty
3‘ champed 5o fiat wa My amwid owr fies.  fSee fHoex G}

£ chnsded FE| documani(s) oontaining informetion {racketod) Conerming yo 3Ganty.

T Yo wit sdvise $he requestor th expect 3 divect rasponse from yopr BgenTy reyasing this
Treatier.

I Preass savisw Ui ifaemabon aad s s Comumientia) b 28, making sty dolsImRS you
e spp aiting Wb g T (s} clmett. Phsase agvive Wik Bursan I e
dacumentis) stll warart clossification.  (See indee D}

I Fiase note 113l same of the snaloserd docements contsin destions meds i.w wa FHL. The supmpdsle
i AEEMPEDR drpoears pud (o he radected information.  The reyuasist miay e @l appeal by wiiling ta the Cikecior,
Cifice of irfortgtion Policy (03P, U3, Deparbeant of Juglieq, 14235 Rew Yotk Ave,, kW, Buite 19050, Washinghon,
H 0.0. 205360001, or you may subnmt an egppeal wrolgn OIP's CFOLS POt Ak nig i (2SO Gt 2-908L VM.
i Their cppvs muot Go rocnzved by O8P within sixdy (507 darys trom tic G of thia fotlar i ondet o s considerad maey.
The envilge e b lefler shouwd Be clowks enarked “Faeedon of Sromation Appeal.” Fisise cle the FGIPA
Reguast Mymber 3 any comespindencs 1w hr propse identification of the requast.

A uopy of thi requestor's nilial letior oed ather sinificact cooespordencs 3s eaciousd far your commnence.
Wyt Bawier ARy Uesinng conesming this refere, please contant LAS Anma R Ams at (HZH43.0732. ThaFOEA
number as weif as the FBI fikz numberis) on e index Listing {see reverse} shoutd e Wihzed dunng any consultatios
with ima P8 conearning thik redereal,

{INBER LISTING NEXT PAGE) %

; Page 9 of 93
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3 ) SIGNIFICANT INTEREST GROUP (SIG) SOP §

e  Consultation

1.5, Dapartment of Justics

Federal Bureay of investipation
Washington, 0.C_ 20535 o

; Date; Apd § 2013

; T USCIS, KRC, FOIA Divisian |
Oepartment of Fomelard Secusity
: 150 Space Centar Loop

; Sifte J08

Lew’s Sormit, 830 84064

From  Devid. Hardy, Section ﬂhietj}yﬁf gy §
Recosgimommeton Dissemination Sacton : ;

R I N

Recerds Managemard Divisign

i

i

E Subject  FOIPA Raguesi o

: F& QLA &

: Re: FILE NybER HG
i

i

7 SonaeLon with feview of FBI flas responsive 1o the abave request, the llivang were loeated:
F cren ETCIRSS i dw;meni{s} which originated with your agency isjare being reterred 10 o fof Hirect i
: responsa to tha requester.  The requaster hast has rotbeen advisad of this referrs] Plagsa famish s wih %
; a copy of your disclosdre letter to S meguestar.  (Ses index A) i

¥ & re dequmenis confaiinng nidmmaton (bracketed) CONCRITHNG YR AUy

; {7 Wewil advise the Tequesier krexpec: & dvack response oM. your S0ECY regaeding this smalisr.

W #izase revigw this inforriation and refw e documerts o us, making any deletions you deen:
apprepriate.  (See indey 8]

i L Gagsifed document(sh whie ongmaiad with vouw agency sfare biing refered fo vou kv direat
HERONES 10 t!}e recuester.  The mguesier hasi has not feen acvised of 1nis tefurtel | Phease fornish 1s
with 8 copy of your disclosure btter o the sequesior, ond advies Ut iFtha sassdaation of the dactiments(s;
changed 5o that we figy amend pur fles  (See Index C) )

¢ Other (matenial misdirected to SIG)

2. Initial Intake %

3 2.1. When SIG receives correspondence it must first be reviewed to determine whether

i or not it is SIG correspondence

i e Isit §
i L a request for government records 7.e a SIG request
i I areferral §
Il aconsultation §
|
3 Page 10 0f 93 %
S %
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i IV.  Responsive Records §
V.  aremanded request §

i VL Requester documents (that SIG requested) |

i VII. or CSD for an existing SIG case?

i

?

e  Ifitis the above then 1t is SIG correspondence that SIG will intake.

: I Routine use request (Quality Control Office)

II.  An appeal of a FOIA/PA request determination (Appeals Office)

3 IIl.  A-File or Receipt-File material {A-File side)

;- IV. Interfiling-material to be placed in an A-File (A-File side) :
V. Fee payment (A-file side MSB) §

|
|
|
e  Ifitis one of the following then SIG will forward it to another NRC office: §
|
|
%

¢  SIG correspondence that comes in hardcopy in the mailbox or by fax must be date

i
i
i 2.2. Date Stamp
| stamped with the SIG stamp to show when it was received

¢  Requests that come in via email are electronically date stamped when it was
; received

3. Scanning

¢  New request (FOIA/PA, PA Amendment, Referral, or Consultation)

i

i

i

i 3.1. All SIG correspondence should be scanned as one of the below:
i

i [ Scanned in by SIG Mission Support

: e CSD
3 I Scanned in by SIG Mission Support

e  Responsive Records
I Scanned in by OA Room

e OR, Requester Documents (requested by SIG) §
I Scanned in by OA Room §
%,

; Page 11 0f 93
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i

i 3.2, SIG utilizes the four scan queues below — the nature of the
i document/correspondence will dictate which queue to use
|
i

e REM —remanded FOIA requests from the Appeals office and processing litigation
and settlement records

3 e CNT - requests for records related to a USCIS contract

¢  HQS - OPM referrals consisting solely of SAVE documents belonging to the
subject

i

i

i o COW — All other FOIA/PA requests

| 3.3. How to scan in new requests or remands that DO NOT contain responsive records

¢ Attach the approprnate queue’s scan-in cover sheet on top of the request and place
; the combined document in the SIG outbox. The order is:

3 Page 12 of 93 §
|

s D POE N L 6102838 0 (BRSEEDAOL2B LB mommsmmmmmsmsmsonsod

3838



b ot H, H, H, H, ot (T ot :.m.-.-i

I Scanin cover sheet on top §

GEoh, TER Ctenadhip
é‘,g.., e Jrmtarativn
SR Swvives

Queue to be
scanhed into

| -3:.;‘..“‘.\r

|
|
FIPS REQ Separator Shaet for COW §
|
%
|

Numbered request sequence

o Please note, the cover sheet has the Queue name and a numbered sequence

3 Page 13 of 93 §
| |

s ST DO N 1 6102838 0 A BOS EERLOL2BLLE) st

3839



II.  Request on bottom

3
A e e A A A

REQUEST

3.4. How to scan in new requests that DO contain responsive records — these will be %
referrals and consultations

; Page 14 of 93 %
3 ;
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e Attach the approprate queue’s scan-in cover sheet on top of the
referral/consultation memo package

: Quieue to be 2
scanned inte

3
A e e A A A

REFERRAL/CONSULTATION
MEMQ)

3 Page 15 of 93 §
| |
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e  Insert the FIPS Request Separator sheet undemeath the memo package

[RESREHNE R v

; Feogaanist D s engs

¢ Insert a records description cover page under the FIPS Request Separator

Description of Records

Referral/Consuiltation 4 %

i
|
¢ Attach the records underneath the cover page §
; Page 16 of 93 ;
3 ;
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e  Place the combined document in the SIG outbox. i

i
| |
i ¢  The order again is as follows
| |
i L Scan in sheet on top |
] II. Memo package :5
III.  Separator sheet %
3 IV.  Records description cover sheet %
|
|

3 V.  Records on bottom
3.5. How to scan in CSDs

i

i e  The CSD cover sheet is an individually personalized document that should contain: §
; I.  Case number (which case the documents belong to)
i II.  Indicator that it is a CSD

i III. Who sent it to be scanned

i

Example:

| SCAN AS

COW2014000XXX

LLLLL

Req number needed,

i
i
i
i X CSD
|
?

REQUESTER DOCUMENTS

; RESPONSIVE RECORDS %
; REMARES _

D JE,

Eapt NAME
£XF  Phone #

; Page 17 of 93
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3 ) SIGNIFICANT INTEREST GROUP (SIG) SOP §

| e  Attach a CSD cover sheet on top of the document and place the combined package
in the SIG outbox. The order again is §

i I Cover sheet on top

i II.  Document on bottom

i

?

3.6. How to scan in responsive records
¢ Loginto FIPS
: e  Bring the case up in standalone

o Left click the icon for the “Staffing Letter” sequence for the corresponding statfing
office the records came from

A A

Tasks DisCussions Casaachons History
i) Responsive Ferords & WS SgEnrnedUSTIe - RAIS T 2012 74308 A

] Staffim) Response 7 1 ScFnrnedwsillt - RAIG 137272013 714348 & %
; :J Staffg Latter I Printed LESCIT - PAID SI2EFZOL3 1112543 4l

x| Respongive Ragords 3 1 SranpedPerfonmanca and Guality - $PD SAFAANII S0 I AN

£ Stefhng RespLnse 4 1 scannedPerdaneance and Qualics « GFD HWAFIILS 331G AN
fring Letter 3 Frinted Perfommance and Quality - SFQ 2:25/2082 11:20:12 A
:f%gi@ﬂgement LetberFGls 2 Frinted 5{75/2013 1h339: 20 af

=] Request Lettel H 9 Seznned SAAL2013 53307 &M

¢ A box will appear with 7 possible selections

ST

e  Click*View”

; Page 18 of 93
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¢  The staffing letter will come up as a two-page word document

(RIR L B L ]

¢  Print the document

3 ¢  Place the second page {(containing the barcode) on top, first page underneath %

3 ¢  Then attach the 3-page SIG Stafting Sheet underneath the barcoded page

; Page 19 of 93
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L A completed SIG Staffing Sheet should accompany the records §

LR Soarch Aathiag Bt

e  Then attach records undemeath the staffing sheet
¢  Place 1n the outhox to be sent to the QA room to be scanned ;
3‘ ¢  Case note FIPS and ECN that records were received and from which office

3.7. How to scan in requester documents — When a Requester Doc sequence is created
and the submitted documentation is accompanied by the barcode sheet

; Page 20 of 93
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

e Aftach the documents underneath the barcode sheet

A T

bt R

] ¢  Place in the outbox to be sent to the OA room to be scanned

3.8. How to scan in requester documents — When a Requester Doc sequence is created
and the submitted documentation is NOT accompanied by the barcode sheet

¢  Loginto FIPS

¢  Bring up the case in standalone

o Left click the icon for the “Acknowledgement Letter” sequence

Tasks Cesrus sons 233e kitlong Higtory

Document Type Sag. . Fages  Status fesp Uit  A-Number

2 Imzctive  Requestsr

K Srined

2 Sranned

i
§
* A box will appear §
3 Page 21 0f 93 §
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o Click “View” i

i
i
i ¢  The acknowledgement letter will come up as a word document. The last page of the
-i letter is the barcode sheet

?

bR B B 3
L e

¢  Pnnt the barcode sheet

i
i
i
i o Attach the requester documents underneath the barcode sheet
i ¢  Placein the outbox to be sent to the OA room to be scanned

3 4. Case Creation

3 Case Creation is the process in which SIG enters new cases into FIPS. New FOIA/PA and PA
Amendments requests, referrals and consultations are the only types of correspondences that

; Page 22 of 93
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

4.1. In FIPS select which queue to work out of §

L8, itlneashi g}
and Tmmigeatlon
N 5 e

R

i

5

i e CONT

i e COW
¢ HOQS

i ¢ REM

4.2. From the Work Queue Dropdown Box select “Case Creator”

FIP S o70n 5.0 Frodutlion A e

i taers aasioneg Yo {#hige

A Ly Aesigned B Rk
Case Workfime Ouenes
Aajpmarater Tk 1

Py Queries
ERITRE R,
‘Wagk pob sompleved :
A AR e Rk
fr :

5 H

; Page 23 of 93
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4.3. The page will populate with one of the below:

New FOIA/PA Request
PA Amendment Request
Referral

Consultation

Remand

4.4. Examine the document to determine what has been scanned in, the following are
examples of documents that will populate in the FIPS right window.

A FOIA request: a request for federal government records
A PA request: a request for personal records kept by the federal government

A PA Amendment: a request to change personal information in a record (e.g.
Immigration status of the requester)

A Referral: comes from another federal government agency. A referral can be of the
entire request as a whole, which should be treated as a new request. More often the
referral is of documents that another agency’s FOIA office found in records and
identified them as USCIS records. They were referred to USCIS to process and
provide directly to the requester.

A consultation: is for documents that another agency’s FOIA office found in records
and identified them as containing USCIS equities records. They were sent to USCIS
to process the USCIS portions and to return back to that other agency. Itis a
consultation because the other agency is consulting with USCIS on how USCIS
want’s its information held or disclosed.

A remand: 1s a FOIA determination that the requester has appealed and the appeals
office has determined that it should be remanded, that is, sent back to SIG to do
additional work, e.g. perform another search for records.

What if something else was scanned in? If something other than the above populates
the screen then it was scanned in error. A case should not be created and it should be
deleted. The hardcopy of the correspondence should be located and forwarded to the
appropriate office.

Page 24 of 93

|

s S PG a N 1 6102838 0. A BRSEEDLOL2BLLE s

3850



b ot H, H,

[ Examples of this would be

b,

e Routine use request (Quality Control Office)
¢ An appeal of a FOIA request determination (Appeals Office)
e A-File or Receipt-File material (A-File side of the office)

¢ Interfiling-material

H, ot (T

SIGNIFICANT INTEREST GROUP (SIG) SOP

II.  Whatif it’s something else than the above? Review the correspondence, if it
resembles a request then continue creating the case and close it as an NA or

NR.

4.5. Enter Requester Information (name and return address)

e  Click Requester Search/Entry

R VTS Predien

finbet 3 ] Fox [nformatesn

‘COW201300137BREQ

Slannsd Cregtad

-

122742013

© Requestar Information

Feriegtad

Stami Request Case Creator jaraines

Firmak Action

afardtaae Sk

Cioged Firal Reply Dus

'equestar SearchvEntry

gk Enfry

Click “Add New Requester”

‘Requester Search
Firek Mame

i Middie Name
Last Nams

| Adddrassl

Addressz

§ Frequent Reguestar
i 3 fas
A e
L HT

i LA Bither

Search [ Cancel | Ard New Requester

F
:‘1 ;
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§L0 Farage
& Frovince

33 Tountry

i odcdrase g

HFrnitg
¥ Contry

# Phans Number

b ot H, H, H, H, ot (T

e  Enter the requester’s name and mailing address as it was provided to us in the
request. If it is a consultation enter the consulting agency’s return address. DO NOT
ENTER THE REQUESTER’S ADDRESS FOR CONSULTATIONS

Requester Informalion

MEdidis Hanms

Fostad Code

Flone tumbar
Emat

Frequisink Regrissier irves MRn

Click “Save”

: Requester Information

First Mame Madie Hame L35 hame l

ATGrEss L

tedress 3
ity

Statz

[n} Faragr

Emal

fraguant Raquaster ™ ize Mo l
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4.6. Enter description of request in the Topic line

FIPS w7040 Production ¥ york plerias v ATHENS Standatens Seavdh i

Soared Craared
12/277201%

tatls Request Case Cteator jaraines Caeb Entry

Finat actizn iinsad Finai Ragly Dus l

H H Maccio Kitebayashi Edi Fonuester
; Thsinga Requestar l
: Topy te Subject.

; First Lazt

; &P wiby

Topic!

g Track ™

Topa =

L R s

Burzgn srint To 10 ! §
B {ited l

Q’i

} I Tiroutar Search l

Referrad Sromi_

Saurce * J0% Requestss ] In Litigation

@ Expadite;

%’ Fag g

i DElmguant

3 4.7. Select Track

FIFS v7.0.5.0 Production # ok Querios ¥ AcHane Standdatone Searth l
Proceseing Fes Infarmaten

COVIZ013001378REQ Staius Request Case Creator javaines veb Entr i

Sesnnad Crazbad Fina: aomen Chezad Final Reahy Due

St
1282772313

”l.t.élinester Infermation

= Ranuestar :
w be Subject !

: sebject Int

i
i
)
| |
g e Pidde Last i

Sifea: Prick To 0 l
Raferced Fron ;

i Litigaticn an l

Lo I Clircufsr Sxarch

i Caloglate Queua Fasition
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4.8. Select Type

FIPS w7084 Productinn ¥yl nleriag O Artnns

Soared
12/277201%

Finat actizn

.R.eﬁ.ués{er.zﬁfb-nﬁn.ti&:” U
Maccio R‘;‘tabayashi

C ]

(0)6)

&P wiby

Topic!

g Track ™

Topa =

Buran
Referrad Sromi_

Sairsa ¥

standalong Seandh i

Loaeh Entry

iinsad Finai Ragly Dus l

Edit Faquester H
Chzinga Eeguestar l

Topy b Subject

Lazt l

prink To £0
Ea Cited l

Q’i

} I Tiroutar Search l

i1 e Litigation

i DElmguant

4.9, Select Source

FIPS «7.0.5.0 Production

oy Quering T ACHTRT

Proceseing Fes Infarmaten

COWID13001378REQ siatle Request Case Creator Jarvaines

Sesnnad Crazbad Fina: aomen

St
1282772313

”l.t.élinester Infermation

) 5.!-.1!:.!]&.{.1. Informntion

Michdle

First

=t o

Raferced Fron

i Caloglate Queua Fasition
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SIGNIFICANT INTEREST GROUP (SIG) SOP

4.10. Select Category (DHS Pre-review, Personnel, Other, etc.)

FIPS w7040 Production ¥ york plerias v ATHENS Standatens Seavdh i

Faz Tnd

Soared Craared
12/277201%

Finat actizn iinsad Finai Ragly Dus l

i 1 Edi FEequester
Chsinga Reqyester l
Topy b Subject ¢

¢ subject Information
First P bz Last

PR Y

Topil

R Frint To 20
: B Cited l

Q’i

7 n Tirodiar Seanch l

Referred From

i1 In Litigatian

%’ Fa@ w3

Tabsgocy

i DElmguant

P Caludate Queus Pusticn i

4.11. Click “Save”

FIPS «7.0.5.G Production w yweerk Quariog  AcHang Standatone Searh l
Proceseing Fes Infarmaten

COVIZ013001378REQ Staius Request Case Creator javaines veb Entr i

Seonnad Craabad ' a Fins: Acmien Cingad finat Ragh Due
1772772313 l

' Requester Infermation

paccio Kitabayashi Edir Raguasher l
I*l Change Requestar :
Conw ba Subjeck i

| sebject Informntion

First Middhe Last i

Prirk To OO l
Pa Citas ;

Referred From

i Litigaticn an l

@ Expedited:
1 I Cireufar S2arh

77 palinquent l

i Caloglate Queua Fasition
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

4.12. Under the Tasks tab click “Search for Duplicate Cases™ §

Casa &7tions Histary

| Contants

Cresks Cass Not Started

Search For Duplicate Tagan Fa Net Started

i

i _

i Task ' Status
|

i

. Most searches are done by requester name or topic. Be sure to click the box next to
3 the field you wish to search by. Click “Submit”

‘Pracasaing | Fea lafermation

Srabus o

A

Zentrol Mumber! T
Regquast Mumber

Trazted sffer

i

i :

i i Offce!

E: ; Requester Last Nams:

i . Raquester First Namegz.'.'.:

g 5 Bequaster Middle Mams
: Sulrjzct Last Mame

3_ Subject First Nams|

; Sulrizet Middlz Nameg"""'
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SIGNIFICANT INTEREST GROUP (SIG) SOP

. Use the % symbol on both sides of a word when searching by keyword in the topic

line.

Processing  Fee Information
 search Case !

Control Humber: ' i

Regtest Humbiar:

Crezted After

Cffice;

Paguester {ast :"\lgmeg""""

i Requester First Na!‘ﬂeg-'-'-'-
Baquester Middie ="~|3me§'h'l""
Bulject Last :“Jainei\"""'

Subjact First Name;

Subjact Middle Mam a_
A-bumbear

Teinke

¢ [F ADUPLICATE CASE IS FOUND PLEASE SEE THE DUPLICATE SECTION

4,13, Create case

Click “Create Case”

*

[ A control number will be automatically assigned to the case
Il Locate the hardcopy of the request and write the control number on it

| Contarts

Task _ Status
Not Started

Irazke Taso

Search Fer Duplicate Casas Not Starled
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4.14. Enter the case into the SIG Case Create Database found at: §
S:AFOIA\Special Interest Group (SIG) §

File Edit View Favorites Took Hep

Ctsearch i

{ archives " assigned Cases l

Bond Oblgor Case Correspandence and Weekly Report

|

EB-5 and Grant Proposals

4 Meeting Minuites L 1 Miscelaneous i

Ty

' POF Seans

i seans i gharePont upioads i

7 sratsties

 { DACADataMatri

l Dackva e Component Backiog Repart i

| IRAP Redacted Dacs { Cow2013000154 i

. Binderl Print prt5331406151441000925 %

., SIG Case Create Database l
B R SET )

g Request Letter
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¢ Click “Case Create” §

; Page 33 of 93

|

s D POE N L 6102838 0 (BRSEEDAOL2B LB mommsmmmmmsmsmsonsod

3859



b ot H, H, H, H, ot (T ot :.m.-.-i

* (o to the last entry (at the bottom) to input a new case. Enter information into all applicable
fields. The minimum entries are the: control number, date created, ack letter date, and FOIA :
specialist. And then click “save”

i
i
i 4.15, Put copy of the request in the S;
i
i
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SIGNIFICANT INTEREST GROUP (SIG) SOP

o Create folder in $:\FOIA\Special Interest Group (SIG)\PDF Scans

I.  The above S: folder contains separate folders organized by year

II.  Insertacopy of the request into the appropriate year folder

5. SIG Requests

After the case has been created the next step is to determine whether or not it’s a SIG Request.
SIG Requests are FOIA/PA and PA Amendment Requests, referrals and consultations.

5.1, SIG FOIA/PA Requests

o ltisa SIG request if:
I.  The FOIA request is for congressional correspondence;
Il.  The FOIA request is from a member of the media;
III. The FOIA request is from a member of an activist group, watchdog
organization, special interest group, etc.;
¢ Such organizations include: AILA, ACLU, CAIR, CREW, EFF
IV. The FOIA request is for a vacancy announcement
V. The FOIA request is for personnel records
V1. The FOIA request is for records related to an investigation. It may mention:
e Report of Investigation
e OSIInvestigation
e Background Investigation
These are not USCIS requests — they are redirected to OPM,
however, SIG will handle the redirect
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- SIGNIFICANT INTEREST GROUP (SIG) SOP o

i VIL. The FOIA request relates to a USCIS contract §
VIII. The FOIA request relates to a USCIS grant program §

i IX. The FOIA request mentions “EB-5" or “Regional Center” records

i X.  The FOIA request is for data/statistics

XL The FOIA request is a PA Amendment

i XII. The requester wants to correct information in their records

g XIII. The requester mentions “SAVE”

: XIV. The FOIA request is a hybrid, the requester is seeking both A-File material

i AND non-A-File material

Example:

e NP

K ocia il Prvsgn, | R e . Bkl Diestoe §
;mbmwfu ne. nf@i ' R Wiltaadhe BriSrcsne. Ditesior

. -ty . \ ‘l_\’btsme ). Heale, fdmaes

. wick Prifogan, Diroer

%ﬁ: fﬁlnfl—:ld _)mv.nx

Fannsh: gootor paoey :h@l\uﬁa e E Wlllmm g;(:rgn; imctse

Telayhone. TLISY.0983 ‘)‘ L A

W TR ‘\L W ) - Henty Lishman, I'}-'rcctoa-'ifmanms

psiing St Thecaigh foviEinon” Srepluen Yalo-l.nehe, President Timeriiw

E: \‘w

i Fetea D, foseph. L-m—ut Ve E"lrormr
Nuvember ¥, 53

g VA FIRST O1A%8 Mall

i 1%, Citresuship xed Immigmrion Seovices %
3 National Records Centor, FORAPA Oilkor i
P. 0. Bus 648010 i
Fes's Sumoci, MOHpa-B05 0

WOy 14 2y

; Artenthen: SENIOR PO QFFICER
; Ri:  Froedom of infortistion set Ruqmrst' ) RECE, &0
Py whom it esay cotcom:

Iheesiit 10 e Brendom of Taloraation Ack, U840 of Soq,, mnd O F R 103K o Beg,, L
Teter F3: Jomeph, a3 Excotitive Divectnr on badalt' ol Association i lovast B the 58
HUSATL am herchy mukimg s redaret Gor release of infonmafion.

Ve renpecEiubly reguest that you phoase provide the Folbrving:
1. Cupy of oll upcastiona! tales for the ERS ervigw ioaed w TSUIN.

Regivnal Center mewhens swhe mazage. opeeate mnd promaee emplivenien creatieg
igweshrem e spevifiad remivnat s of he Ustred Staies,  As such IRSA has o vild
imberest in tha inforsemtios sought in thes Faevdom of Information Regues.

A5 & e ﬁr{mnw.a:mn we Frgve b intenest b fle ,-uwmﬂ hfipEnadon pemaibing K
ben fictarics o petirioners  Rathor we have & vesied famerest in e vamios. Sedas :mmg i
in conmection with Bowitona) Cenler aliied H{!]"-ilhnilun' and petliions. The purpase of H
i reguesd B do advance aed mwinton Bepporal Tever indwsiey sandaeds snd best %

;‘ ractices,

_i LS A i n SOHS A pedfor profT toude organizenicn oomprizod of E50IS sdesgraied

brerdsiond henven are the Fobtow ing suppod it dociemenis:

; Aowcisken m Tovest Tn the TRA dTIISA}
Whighe Turaed - 23RS Wanlos T, Bi% Flue
Shasingh, Shaiuirn RS

Fagad il 2

5.2. PA Amendment Requests

|
¢  Under 6 CF.R. §5.26 an individual can submit a request to correct, update or §
change personal information in their file. Often times this is a request to §
|
%
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3 ) SIGNIFICANT INTEREST GROUP (SIG) SOP

change/update/correct information in an A-File such as a name. Other times it is to
change an immigration status for SAVE purposes.

Example:
SIG
M od 2w
iy USES Fapoens Mail RECEWNED

Privacy Aot Amendrricat

H 115, Chtizemship and Irnmigricn Seniees
; Nasional Recoeds Center

: FOIATA Office

H PAY. B tBE HR

; Low's Surmpmeit. MO B400H B30

Re:  Request to Correet USCES Rocaird oo beball of.

; e
H PO
5, Address:

Te Whom It Xay Cancermn: o e

i Flease be advisyd ihas wer clien, eotercd e Urited Staces in

Lot sttty o October 19, 2012 puesam 0 his eaployecs dlanket 1 petition. e L1A viss
: wig rwued s Moaterrey. Mezicn (vieg ¥ valig CTIAY o B50CT2013, Sew
i atlachesd eope of Funn |54, Vi Stunp and Passpon Bregaphic pepe.

T Brocorher 200t 2, soplical for a sosiad security mwmber 1 ibe Miskogee.
Oblerume Social Secuwiny Aduinisteagion office, Bverbwlly, & snciof sccarity oumber wes
et howeves, was initrnaed thor she LSS SAVYE dutabase: s ludes the
Ewing typoprapbicel ervor concerming his waidite mass:

ENACCERATE Tofmeation it SIS necants:
CORAECT:

; The fgawng molowd docvrnens deawnstros e comegt spelfing of

H full mares 1. Passpont baographic Pagey 2] Ponm 3-8 23 T-1 Vise steomy; Stamuped gaaspiont

H page endursed a0 Uiober 19, 20 imitial admisiaem i the 175, con e [}

; waork i, vasid Brough Sepeamber 3u, 2615, aid 4 Forn 1-1298 Norimedgeat Petition
frasac on Abwhet 1. Petition evdarved by the 115 Comubes it Moreorsy, Megio.

5.3. Referrals and Consultations Received From Other Agencies

i

i

i

o  Referrals

i I Other government agencies” and DHS components’ FOIA/PA offices will

i make the determination to refer a FOIA request to the USCIS FOIA office at

the NRC for a direct response to the requester. The referral can be complete

i_ or partial.

3 e Complete Referrals:

; A complete referral comes from another government agency or DHS
component in which either the entirety or a segregable portion of the
request falls under the purview of USCIS. Treat these as a new
request

¢ Partial Referrals:

As other agencies process FOIA/PA requests, they will sometimes
find USCIS documents within their files. These documents will be
referred to us for processing. The majority of partial referrals come
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from the Office of Personnel Management (OPM), Department of
State, and the Federal Bureau of Investigation (FBI).

Example:

vl

2.5, Depariirat of hribice

Farteeol Buregd of Srrdetlymion

LETL TR L

T UECH

L

F2HA i AUG
Mmﬂfm\nwm‘m 12 2813
amn Tenng g

. Isc B Canter | oup
W&j e aﬁm N G
s g o ALG 7§ A
XA ]
Fotondirkymatl Cscmiiion Sotbon RECEVED

et Marigetial Dbt

Siiat. EQINPA Fred-tal of
FRLFIPS §
£

Dy rraclaom welh ievier <k il v Eominsa ol KT Wi AZrtvds s 63, 0l 2000w et caned

4 ummdmdmmmubm._bmmmﬂumfwyanmmmmyaui\srdm
wmlowmnww Thie Jauyeelar b Biftia o Irs s plerrgl PoGRea durrkeh ws wikh B oofy
o o JECI0E LI BOeT b dhe egquener, ﬁlllﬂhiwaj

T ... EBLGOCUenics) Loniaineg irhuim jhuiciusted) ety vour Sy

T w0 gttt O o BTRF B OT6E 3 Tl OG0 MorT Pt RAGAGr TRGRNTG BTE
el

T Ploase eavdou tha isonralipn anch it Era Cooumacts K JE maniiy sny CeotTns yoo
s el (St M2V @)

t R i H RN el 0L e ter LR DG refariid B i Fab cline
RPN i B s ree ‘?nwm‘mrhwsrhuaedommhw:irﬂhs'v& vl Eigeese Rurmsin g

WD 3 ROy O Yopa il it G 20 e iber, et Wiy 1
aherriell Sir Wis i My o GO fHed. ndex &)
T wasaihes FEI & : Fing i i ] W pr dgeey,
T Wik il Dichvbcen 3 e ofaln R (0 m0GE S8 (TGS TIRTAMGR Tt 10 2F iy reancang Hike
Daitur,
r # FEw e 4 ar me'l"- -t W, TR 2y GeaRAnG
honis} Jesnosd, Phssa ouion s Auneots d v
uix:umu'n‘ ﬂmmﬂmﬂcm " Viow tnatere D
 p HE G it PATRNTE SRk MR T b 184 FEA T2 sgpaeaiiana
e by e C H nqheanwm}_,mimq,lbﬂaemm_ur

Do o frcamudon Petoy 4R, Us. Dear bt of h.lr_.ow.N:bNou‘(nrh\w ol
TLC. JEAWHARD . 5w iy st an mbmeas Bzt DIP7s aF O SFEat al prio 2
b (opyragt s Do TRCEIYGL by (P il bl isil; chea frism haa 3 ol I gl St ot rn-M;.
T wrlipa ao ey Weiter shaoutd be gty markes “Frteduit o infommatan Aopell®  Feaos ohe the FOIPA
o] PRGBS i Sty ST ESNGAICS. 2 et 40 LT miEeTikiatsn 4 Hig s

Arigey 1 ETp TEHan Y IvifRel ke At S ey i emnsati K1 et
i F3ve Doy GLERAHRARCS, COTHA TG T 2060i04], Firrmsd tanbict L B AdRD . Adams at (BIER88L0  The FOlen
Nunkar 25 et 55 e P31 nmbes(s) on b Soies Listeg free revese) shoule e wilzed sumeg amy congsiaiar:
et s FE1 converming thie referal,

ANDEX LISTHhE HEXT FAGE)

e  Consultations

I. A consultation 1s when another government agency or DHS component has
found USCIS equities within their decuments and then forwards those
documents to the USCIS FOIA office to make any recommended
withholdings or disclosures, The USCIS FOIA oftice processes only that
specific portion of the document that contains USCIS equities and upon
completion returns it back to the original agency/component.
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Example:

1.5, Dapartment of Justive

= . o ool 3BT Buitaay of Invougation
- WeThoiging, ¢ 4, HA0
Date:  dprid 2003

Tex UBCIE RAC, FONA Gisdien .
Depsrmant cF irelasd Securty

- 50 Space Covtm Lap

; Sure JD

: ity Suinmit RO R -

3 Fiom:  Tueid . Hardy, Be:.umChe{'b&“.'ﬂt":j""
; Recoreimotamitan Dasemiss s Seelnn
! Racanfe Mansgamar: Juslm
: Sutiecr  FOIRA ot o
; F: FOLRA B

R FILE NUMGES HY

# gananclineakh review al FBE fles rasprasiy 1 Toe ahove reauist, s Lthowng were loxaed;

17 .. uncuseiisd douienbe) woch gl wilh T Egpancy frare Eeieg rRtarme 10 gou for dtect
Fesdifioe o The Feuesr. The reue stef Hac! hat wof Deen dvised of HRg neheriat Plagse Sihah sawith
2 ey o yoir deckonize bstter to the vppeester (Bee ndlec A}

¥ g quxmmmma!;:ing L Hah tackatsd) 4 yeur gensy

F o wif selrise by :a0isetar 19 Badocta ciol sebronte 1500 poue iy ~yaxdiay iy b

i W Breagm rovics Ihid rismaaion and refies tne eoEoae ath 10 ub, Faing any dateions fou desm

H SRUETAL.  (Sok ey B;

i 1 wassifed toneTamle ) wha pigingted wilh yow operse K DRI B w6 br direst
rmsponse la frm pnuester  Tha tacuesar haw hae ot heet: stivised ol Riis inlerrt, asse furrvsh oy
with g gy Rrycur FELIIELE AP T fhe pquesler ard Sdvime ux Fihe classifoetun of Ba dorummilan)

g danged 5 thet wo may aroend 0o Hlos /S fivcia €} h

| 6. Acknowledging the request

Once it has been determine that it is a SIG Request for records the request then must be
acknowledged by creating an acknowledgement letter. The exception to this is for partial
referrals and consultations, acknowledgment letters are not sent out for those requests.

6.1, Create the acknowledgement letter

Once created, a default acknowledgement letter will come up as a word document. The default
letter MUST be edited and modified to address each unique FOIA request.

e  Enter cut-off date paragraph, below:

: In accordance with Department of Homeland Security Regulations (6 C F.R § 5 4(a)),
USCIS uses a “cut-off” date to delineate the scope of a FOIA request by treating
records created after that date as not responsive to that request. Therefore, in
determining which records are responsive to your request, we will only include records
in the possession of this agency as of January 2, 2014, the date we began the search for
records.

e  Address fee waiver
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e Address expedited treatment

¢  Enter time extension paragraph, below:

[Track 1 Use this time extension language] Because of unusual circumstances we may
not be able to process your request within the statutory time limit, therefore, it will be
necessary to extend the time limit for processing by ten working days due to the need to
search for and collect the requested records from field facilities or other establishments
that are separate from the office processing the request. Regardless of any delay, your
FOIA/PA request will be complied with as accurately as possible.

[Track 2 Use this time extension language] Because of unusual circumstances we may
not be able to process your request within the statutory time limit, therefore, it will be
necessary to extend the time limit for processing beyond the ten working day extension
penod due to the need to search for and collect the requested records from field facilities
or other establishments that are separate from the office processing the request. You may
wish to modify your request so that it can be processed within the statutory time limit or
arrange an alternative time period with our office. Regardless of any delay, your
FOIA/PA request will be complied with as accurately as possible.

7. Fee Waiver Request

7.1. Under 6 C.F.R §3.11 (k) a requester can ask for a fee waiver. To qualify for a fee

waiver the requester must establish the following:

6 C.F.R §5.11 (k)(1)(1) Disclosure of the requested information is in the public interest
because it is likely to contribute significantly to public understanding of the operations or
activities of the government; and

6 C.FR §5.11 (k){1)(i1) Disclosure of the information is not primarily in the commercial
interest of the requester,

¢  To determine whether disclosure is in the public interest the subject of the requested
record must concern the “operations or activities of the government,” with a
connection that is direct and clear, not remote or attenuated

¢  To determine if the informative value of the information to be disclosed is “likely to

contribute” to an understanding of government operations or activities please note
that the disclosure of information that already 1s in the public domain, in either a
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duplicative or substantially identical form, would not contribute to such
understanding where nothing new would be added to the public’s understanding

Additionally the disclosure must contribute to the understanding of a reasonably
broad audience of persons interested in the subject, as opposed to the individual
understanding of the requester. A requester’s expertise in the subject area and
ability/intention to effectively convey information to the public shall be considered,
it shall be presumed that a representative of the news media will satisfy this
consideration

How to determine if the disclosure is likely to contribute “significantly” to public
understanding of the government’s operations or activities. The public’s
understanding of the subject in question, as compared to the level of public
understanding existing prior to the disclosure, must be enhanced by the disclosure to
a significant extent. We do not make value judgments about whether information is
“important” enough to be made public.

The primary interest in disclosure is “primarily in the commercial interest of the
requester”. A fee waiver or reduction 1s justified where the public interest standard
is greater in magnitude than that of any identified commercial interest. Components
shall presume that where a news media requester has satisfied the public interest
standard, the public interest will be the interest primanly served by disclosure to that
requester. Disclosure to those who merely compile and market government
information shall not be presumed to primarily serve the public interest.

You must inform the requester of your determination of the fee waiver request in the
acknowledgement letter, whether it is granted or denied. If the request is denied, you
must articulate why 1t was denied, don’t simply recite the C.F.R. language.

8. Expedited Treatment Request

8.1. Under 6 C.F.R §5.5 (d) a requester can ask for expedited treatment. To qualify for
expedited treatment requester must establish the following:

6 C.FR §5.5 (d)(1)(1) Circumstances in which the lack of expedited treatment could
reasonably be expected to pose an imminent threat to the life or physical safety of an
individual; OR
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6 C.FR §5.11 (d)(1)(ii) An urgency to inform the public about an actual or alleged
federal government activity, if made by a person primarily engaged in disseminating
information. This is the most commonly received request.

A requester primarily engaged in disseminating information, if not a full-time
member of the news media, must establish that he/she is a person whose main
professional activity or occupation is information dissemination, though it may not
be his/her sole occupation

A requester primarily engaged in disseminating information also must establish a
particular urgency to inform the public about government activity involved in the
request, beyond the public’s night to know about government activity generally

Within ten (10} calendar days of its receipt of a request for expedited processing, the
component shall decide whether to grant it and shall notify the requester of the
decision.

If the request is denied, you must articulate why it was denied, don’t simply recite
the C.F R. language.

8.2. Requesters who seek expedited processing must

¢  Submut a statement certified to be true and correct to the best of that person’s
knowledge/belief, explaining in detail the basis for requesting expedited processing
(see examples next slide)
¢  Formality of certification may be waived as a matter of administrative discretion
9. DHS Pre Review

9.1, Certain requests are considered high profile and must be reported to DHS

Headquarters (HQ-DHS) for their awareness, The below FOIA requests must be
reported to HQ-DHS

A request which relates to a Presidential or agency priority;

A request in which the requester or requested documents will garner media attention
or is already receiving media attention;
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* A request for documents associated with meetings with prominent elected, business

i and/or community leaders, §
i

i ¢ A request for congressional correspondence;

i ¢ A request from a member of the media,

e A request from a member of an activist group, watchdog organization, or special
interest group;

; * A request for documents associated with a controversial or sensitive subject; or

A A

¢ A request for documents associated with a senior official of USCIS.

9.2, Draft initial write-up as a word document using proper format

Example;  On January 16, 2014, Joe Shmoe, an investigative producer with DEF News in
Washington, DC, requested from the United States Citizenship and Immigration
Services (USCIS) records pertaining to whatever on January 29, 2014, (Case §g
Number USCIS COW2014000XXX ) |

; 9.3. Create folder in S:\FOIA\Special Interest Group (SIG)\SharePoint uploads
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Insert copy of the request into the appropriate year folder

Insert the initial write up into the same folder

Set FIPS Category Tab to DHS Review

9.4. Email supervisor and mission support personnel notifying them of the request and

folder creation. The mission support personnel is responsible for reporting the

request to HQ-DHS
10. Staffing For Records
10.1. Identify the agency compenent that would likely have records

USCIS is composed of several agency components. The majority of records
requester are staffed to the following components:

L

IL.

ITL.

IV.

VL

VIL

Field Operations Directorate (FOD)
FOD will have records related to citizenship and naturalization. They will
also have vacancy announcement records if the hiring office was a Field
or District office

Human Resources (HROC)
HROC will have USCIS vacancy announcement records, such as certified
lists and resumes

Fraud Detection and National Security (FDNS)
FDNS has records concerning immigration fraud and immigration fraud
investigations

Office of Chief Counsel (OCC)
OCC will have records regarding legal opinions usually dealing with the
drafting and implementation of new policies or interpreting policies and
laws

Office of Legislative Affairs (OLA)
OLA provided records for requests for congressional ¢orrespondence,
both U.S. House of Representatives and Senate

Office of Performance and Quality (OPQ)
OPQ provides data and statistics related to USCIS applications and
petitions (forms). OPQ DOES NOT provide immigration or visa
statistics.

Investor Program Office (IPO)
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i Formerly referred to as SCOPS-EBS5, IPO provide EB5 (foreign investor %

visa) records. §
i VIII. Refugee, Asylum, and International Operations (RAIQ) |
i RAIOQ provides records related to the refugee and asylum programs, as §

well as USCIS overseas programs and offices. RAIO also provides :
i refugee and asylum application and petition data and statistics. RAIO §
g provides the hiring office records for vacancy announcements for asylum |
and refugee officer sand overseas positions. §
. Service Center Operations
3 IX. Service Center Operations (SCOPS) |
; SCOPS will have records related to employee based visa applications and
etitions. They will also have vacancy announcement records if the hirin

p They will also h y ds if the hiring :
3 office was a service center |

10.2, Create Responsive Records Slot in FIPS §

Component Office from the list (e.g. FOD, OLA, OCC, OPQ, SCOPS, RAIO)

i
_3_
i ¢  Under the Tasks tab click “Create File Request” and select the appropriate USCIS
?

FIPS ¥7.0.8.4 Production ook Gui

Fratessing | Fedinfamaatden %

A-Number

I He heNunber entzred

i | EDMS
! | ska M T
i 2C
i1 Difice of Otizernshi
z i Performarce 2nd Gualty © TP S
i Szrsorn:l Sacancy aRonTenerts
Policy snd Sbafedy - B oand 5
Pr Ciz ESSe - H

i Cortents Lagiucsionrs "235% STH0NG

Status ;

Nol rfed i §
Mot Started i
Not Started §

Siark Letter Mol Started
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10.3. Request records via ECN §

i
i e Gotothe ECN staffing request page at:

i http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA OPS/SIG/SIG
i

i

%20Case%20Tracking/Lists/Task/Allltems, aspx

¢ At the bottom click “Add new item”

R S e
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¢ Enter the control number

e k)
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¢ Enter the assigned to POCs: See Appendix A — Separate POCs with a semicolon ;

S A

; ¢ Enter the start date — the date the POC was tasked to provide records
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¢ Enter the due date — usually 20 calendar days after the start date

TR o et oo oned

: o Set Priority to 1

N B
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Enter a brief yet accurate description of the request — DO NOT include PII

¢ Enter your contact infermation
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¢ Select which track it has been assigned to in FIPS, 1 or 2

e Y B o e e e A T R e

: e Enter the staffing date — the date the staffing was created

; Page 51 0f 93

|

s D POE N L 6102838 0 (BRSEEDAOL2B LB mommsmmmmmsmsmsonsod

3877



b ot H, H, H, H, ot (T ot :.m.-.-i

¢ Attach the SIG Staffing Sheet and FOIA/PA Request §

S

: e Click “Save”

R s e
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10.4. Request records via FIPS for:

e  Contracts
I A Contract FOIA request will either reference a USCIS contract or USCIS
contract number starting with HSS. The request will be scanned into the
CNT queue using the CNT queue cover sheet. Below is an example of a
contract FOIA request.

i From; FOM GROLP ;
Sent; Sunday, December 29, 2013 1:08 PM

i Tor FOIA, USCS

! Subject: Hew 2013 FOIA Request - HSSCCGGBFWEBZ {Please Tonflrm Receipt & Procsssing} [FGIF 41275)

: Importance: High

Crond morming, under the prm"isiims of the Fresdom of Information Acl, [ bereby request a capy of the
: Toliowing decuments identifed to HSSCCGORF0297:

} Cyedit Reporting Services contraet & SOWHEWS with £ guifax Information Sexvices, Contragt
HOGR23PAMIA, Ordeck HESCOGREFGES2

. Piense confisin reccipt and processing of this request. I voa have any guestions please vontact me at
: | agree ty pay masonzhle fota fees, however, please notity me 1f thase Fees exceed 33500 fur
i approval, Thanks, -

Page 53 0f 93

R I P N

|
§
|
|

s D POE N L 6102838 0 (BRSEEDAOL2B LB mommsmmmmmsmsmsonsod

3879



b ot H, H, H, H,

SIGNIFICANT INTEREST GROUP (SIG) SOP

II.  Under the Tasks tab click “Create File Request™ and choose Contracting

Office

FrooasEing Fas Information

A-Number
Mo A-Rumib ar antered

L EDMS

Chief Financizr Cfficer - OCFO
Comwnanications - QCOMM
Conmacting Cfficesy oL File Maszng iost
Dirater :
EDHS

Entarprise Seraces - ES50

T ono Staffing Letter

Customize Lather

setatiak - X350

Exeoutive Se

MNamz
Email

CTEmai

Cisasssions Case actions History

i Cantants

Task

Soecaty Lethar Hot Started
Status Letier Mot Started
Biank Lattar Mot Started
Interest Lettar Tt Started
Exp=died Damal Letter Mot Started

¢  A-Files and Receipt Files

[ Ifthe request is for a complete A-File or Receipt file you will need CIS and
NFTS access in order to locate the files. The records are staffed via FIPS the

same way as on the A-File side
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11.  Requirements for a Valid Request

11.1. A valid FOIA request must:

e Describe the records sought
¢  Must have a mailing address

11,2, Describe the records sought

e The requester must describe the records in enough detail to enable agency personnel
to locate them with a reasonable amount of effort. A FOIA request that might seem
broad or burdensome does not mean it does not describe the records sought.
Remember, the key to determining whether a request 1s or i1s not described 1s the
ability of agency staff to reasonably ascertain exactly which records are being
requested and the ability to locate them.

11.3, The request may need to be closed at the point of creation or the requester
may need to be contacted for the following reasons:

¢  Qur office responds only to requests for USCIS records, the request may have to be
referred or redirected to another agency.

e  The request may be larger or cost more the requester realizes.

¢  The requested records may already be publicly available and the case should be
closed NA directing to the requester where to look.

12. Customer Service

12.1. We should reach out to the requester when the request is not clear,
voluminous, or costly.

¢  Contacting the requester:

[ Email contact: Email communication with the requester is preferred in order
to have the most accurate record of correspondence with our customers for
the file. However, sometimes it’s easier and faster to call them.

I.  Phone contact:
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a) Long-distance/international calling is authorized as long as it is work-
related
b) Be aware of their time zone and the proper pronunciation of their name before
you call.

Identify yourself and that you are with the USCIS FOIA Office. Tell the requester
you are calling them concerning their FOIA request.

Case note phone conversations.

It 1s up to you if you want to provide them with your work phone number/extension
or email address. Some requesters will contact you frequently or even you’re your
information public.

Effective Communication

Suggested questions for clanfying the request:

I Whatdoyoumeanby 7

I.  Tellme moreabout _ ?

III. You stated that you are requesting . Am [ correct in thinking that you
are asking for ?

IV. Do you have any idea which agency or agency component might have those
records?

V. You stated you first heard about this on/from (a particular internet site/ a news
article/ a press release). Can you tell me how I might find that? Do you have

a copy of that so that T might reference it as well?

Ask if they have attempted to locate the records in other ways:

I What other ways did you try so far?

II.  Have you looked at the Department of Homeland Security/USCIS website to
see if that information is available there?

Suggested question for narrowing the request:
I.  Isthere any particular record you are looking for?

If the request looks voluminous and the Requester has not asked for a fee waiver
and 1s not the type of requester who would automatically qualify for one you might
want to explain to them how we assess fees and your estimation of the kind of fees
to expect with this request.
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13. Referring and Redirecting Requests

While creating cases be sure that the scope of the request is for USCIS records. Many requesters

are unsure of USCIS’s mission and will submit a FOIA request for records USCIS does not have.

Keep in mind USCIS’s mission statement:

USCIS will secure America’s promise as a nation of immigrants by providing
accurate and useful information to our customers, granting immigration and
citizenship benefits, promoting an awareness and understanding of citizenship,
and ensuring the integrity of our immigration system.

As the mission statement explains, USCIS provides benefits. USCIS 1s not a law
enforcement or intelligence agency. When the request is for records that do not relate to
immigration benefits or an obvious function of USCIS then it may need to be referred or
redirected to another agency.

13.1. Referring

e When the request should go to another DHS agency (e.g. ICE or CBP) it is
closed RF-referred. This sends the request directly to that DHS agency and
also notifies the requester that the request was sent to the other agency and to
expect a response from that agency. Examples include the following;

L Apprehension/Detention/Removal/Deportation Records (beyond A-
File matenal)
. ICE or CBP
II.  SENTRINEXUS/GLOBAL ENTRY/FAST Database records

. CBP
III.  Apprehension at ports of entry
. CBP
IV.  Inspection records
J CBP
V. Entry records (beyond A-File material)
. CBP
VI Immigration statistics
. DHS Office of Immigrations Statistics
VIL. I-9 Records
. ICE

Example of a referred request:
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3 ) SIGNIFICANT INTEREST GROUP (SIG) SOP §

b 3746/
s 4
PSS

3 _ Junc 18, 2013

3 : ViA REGULAR MAIL
i {18, aaigrarion and Costems Fnforcement
; Freedom of Enformation Act Office

: 300 12:h Kireet, §.W., Stop 5009
Washington, D.C. 20336-360%

R I P N

Drear Sit/Madam:

We tepresent 1he Wortd Assembly of Mushim Youth {“WAMY"} and the Warkd
Agsemhiy of Musiim intemnstionad (OWAMY IRt i the mueltadizirict Brigation ontitlad
drre Terrorist dttaciy of September 112007, MDE 1570

This 15 @ roquest wnder the Froodom of [nfanatial Ag (FOIA™. We heroby !
; request copies of the fellowing recovds, as well as apy attschments, which wem : %
3 released to Counsel it respunse i their oreespondence reguesting the information fisted
: : below. :

i i Bisrean of Trimigration and Customs romonse o FOIA Reguest |
i Date: [ 282003 L §
:E From; - i -E
: 1. |To. o : :

i

i

i LIS Inumdgration and Custems Enfercement respoase k) FOitA

i ; Request - L {

i Date: 1041 6/26006 o

{ From: o L g
P _ IR Co ;

i including aschment, ' ' '

1F

o To Close as referred:
I Click “Final Action Letter”
II.  Select RF: Referred to a DHS Component
IV.  Select which DHS component to send it to
V. Click “Submit”
VI You will need to modify the FAL and memo to reflect the request
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FIPS v7.0.5.0 Production v wiork Suares i aghons

Srocassing Fee Infarmation

rds M2eded
insart evk of CourtsjMadona;i Archives parsgraph

f:7reakad i Error .
CiRequester's failure to comply 1 inesrt women magted to J S, citizens paragraph
LRequestor's fiure (0 10 reQords
MA:FOLA or PA not applicable
48 Rot applicabls -certifisd copy
NR:Mon-onssession of recerds
GR:Cld recorse
L Redirectad to anether 302nc
oy
T Total deniat
JT Unabi2 to lecate records
KO Raquast withdrawn

iDepartment 5 Bematand Secupicy
iFederal Emergency Management Agen
igImm;.graticm and Customs Enforcamant
Trangpoctation Sacupity admistiation
IS Custems and Bordar Protectian

Contents Ciscuszions Case dcfions Higtory

Task Sintus
Szarch Tor Duplicats Cases Lnbinnd
Treate dgditiona Cases Mot Started
Create Fils Sequsst Mok Started
ATkmgydied gement Lathzr Mot Started
Fial achiszn Lettay pot Started
Spaciafhy Leftar Hoi Started
Status father i ot Started
Blamk Laltar ot Started
Interast Latrer Hot Started
E:pediten Dznial Letiar ot Started

13.2. Redirecting

¢  When the request should go to another federal government agency outside of
DHS (e.g. FBI or DOS) 1t is closed RD-redirected. This notifies the
requester that they should send their request to the other agency. Please note,
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i the request 1s not sent to that other agency, the requester is instructed to do §
s0. Examples include the following: §
i L Records concerning prison or prison guards "
i . Bureau of Prisons (BOP) §
I,  Visa Statistics :
i o Department of State |
] Il Passport information :
. Department of State %
3 IV.  Expatrate information %
3 ) Department of State
; V. @eneral law enforcement activities (not DHS) |
. FBI |
VI Employment/personal background investigation records :
. Office of Personnel Management (OPM) §
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Example of a redirected request:

s &5 e g i T L e e R
ka A B S o C i \
[T L] - . . i s . L . PRI N

Fasatpe G trer Tis bisoe L P
S‘G o TR Avme Ry

May 14, 2013
VEA MAIL

05, CHTRZENSHIF AND | maﬂm BERVICER NATIOMAL RECOBN CENTER
EQIATA (Has

¥ - 150 Spage Canter Loog

z&s_:f Baaranit, MCE B40E1-2150

Jeg S or Mxtam:

Ta August 27, 1980, e Undied Siates Dopadment of Sca{ersweu e "Ceparimert of $iate Amgratr o Auguse 27
993 r-.agsrd;r-g wxpalisticn i [ght of Yoage v Tonpzas No. 78-1143, daciomt Sanvary 36, 19 Th document is
hereafier tefa o ae T Akgrar”  Purusnt 1o the Fropdom of sfarison Ao FOEA), 5 8.5.0. § 962 aod detglait
legrl autharity, st i pomsplance weh your putdiskad Instructons: iapplicatiy 1 SUCh MgUEsts. Wh DOICY fequis:
topies of &l of the Eliewwing tens: :

Y, ANy And BE memarands, fesaarch, moles, SommumsEien —sr‘@’cr e onds WhHLD (RS 1O thi plegaraton of e
arpgrany :

2. Ay pper o s, i1, ot COMURLACation anpiior recerDs genesasd hotwess Janvary 1, T9RS
gd Juva T3 THEB wideh dhauss Be apydlication of Afmyiare Rusk 38T U5, 253 (1067). b a 8.3, clfizer's
Frolesdich hess of sueh clisenehis Shrowgh ohtaining nehaslzation in & lonsign stole o2 taking en omh ar making
Othar foeraal dedanatinn of Allegiare W A kﬂ&?m shide o ﬁi’f:ﬁﬂ L Bubwdiviziots e,

3. Ay ond it meTorangs. e, e, SO e!nrsﬁm OO YT tnde I R0 EOmUEEEnn.
reviston, o sdapdon of the sument 22 SRR 5040 ang say piedsnessor gl wsons;

A, Ary and sk oo Jogtion Wit pther e ey ¢ ogutcies of he Uniies $ioies goveriwent andior el
terssemst AepEnans of agencies ol otk SIS elHifg © e frovisio o nonce. T moniing of e
oarence. of UB ciivens tnking pogential cxpotristing ms and which wore produced andhy merived
Leatwaen Fanuary 1, 1989 ard June 1R, 1006, and :

5. Ary gnd g

I amssseenods, arck, erten, cirmeenicatan arder rcn:cmls cotiniimg seeovds of cortfeates of boss of
ctionaity, and
i, 2y sert 3l cormsspontenoe ity LS reskisrts Telmvad !cmam natirakzes in 3 foneign country;

dnsnisd puTsLRaL I $is proviakers ol t Augram.

R I P N

: Tex wail apiveat,

5

|

i To close as redirected. §
i I.  Click “Final Action Letter”

i II.  Select RD: Redirected to another agency §
IV.  Select which agency to send it to §
3 Page 61 of 93 %
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V.  Click “Submit”
VI You will need to modify the FAL

PSR AT BRGSO T et A T s """Sisridii

Pracessing Fee Informatisn

Fidl st st GhktHs

Reqords Mesded
JCreated w Bnr " Ineert Clerk of Courts/Naticnal Archives paractaph i
‘Reguastor's Taiure 1o comphy § U Ineert wemen matfied to U.S, citizens parageaph
Pequestor's Fature 0 IG records ;
TGIA ot PA nat appdicalkie 5 i
(het applicable -certified copy
;.JR ch possm;s on of Fecords

uplicate

T«:t=| Jana
snsbie ko Wnesta recnrds
O Renuect sithdrawn

&ir Forcs
itimy
Burzall of dlochol Tobico & Fraarms
Laakral Intsliosnca Agency

:Cral Rights Division
enmarce Department

v o Reset H Caneet |

L Tontents Dizcussiong Cage Stipls Higbory I
 Task Status l

! LSearchior Qa;imta A3EE :
Create fdddinal Cageg Net Started ;
Create Fils Baguest Net Started l
Zobmnowledgermant Lathsy Net Started :
Final 4obch Letger, Mot Started i
Spatizlity Letter Not Started
Staks Lattar Not Started P
Eimk tabnar Mot Started i

interast Letier Mot Started
Espadited Benizl Letter Not Started

o 5 5 5
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14.  Maneuvering FIPS

14.1, Changing Tracks

i. Bring the case up in Standalone

|
i
. 138, Civizenship i
amd Srdgranion %
|
|
|

?_ Search Case Standalona l

3 Stzkusi
-: I Controd Numheré’cg ..
gt |

Gfice:

i

|

i Raquester Last Hameé:

: Faquestar First Name;

i Requaster Middls Hameé'

g Cubjast Last Nameé
Subyeck First Hame;

3 - Subjact Middle Nama!

; A-Numbear]

Cfoogwbme 3 [ Zmac b {  Chee 1 Ewpeaiist i
q Y !

i " Control Humber Date  Reqlast  ReqFiest  Subject i
: Recelved  Name Hame Name
i @” Cifyz0 130604884 §/23/2012  Jay atharing i
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Clogad
11,26/2013

Finat Achion
114,203

Scanned

< Firral Raply Due o
O8/232013 72442

057232013 i

Edit Reguastar : i
Change Reguester :

; ase has Refarrals

CPring To C0 _i
F3ps Citad g
% In Litigation < : i

"I Cireudar 3sarch i

Bureau

referred From

i1 Definguant
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Clogad
11,26/2013

Finat Achion
114,203

Scanned

< Firral Raply Due o
O8/232013 72442

057232013 i

Edit Reguastar : i
Change Reguester :

; ase has Refarrals

CPring To C0 _i
F3ps Citad g
% In Litigation < : i

"I Cireudar 3sarch i

Bureau

referred From

i1 Definguant
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

14.2. Moving a case to another FIPS role §

Example; moving a case to administrator role:

Reassignment

|
3_
i i.  Under the work queries tab select Admin: Case
|
?

FEPS 7 .5.8.0 Prosfuniion b Carisy B

3 i Adinistrator (eries i
Acbrin; Backloy CRse Medinion:
hehrians Case Raaseinnment

a4 Sraffing Lodattong
S umar Ol

A T

seunr Track |
e Track 7 :
il L onater %
;- H Uit CRiel ; |
¥y Qupries
; . Ovardag wrark
Yok not rowyieted

Workdiow Jueries

A Gffine Qudaiy Doang
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ii.  Enter the case Control number (no spaces before or after) §
hit enter or click “submit” §

. :Sparch Case By Contral Number Quesie tiser i

b

Zontrel Number ]

4
LT

M

i FIPS Robe
;. FIPS Lgin 1D

[TAT 7]
C

su

Narrow the Search to When the Case Was Last Moved In the Workflow

Start Dats Received;
End Dats Regeived

; Page 67 of 93
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FIPS +7.0.8.0 Production

i iSearch Case 8y Control Humber Queve User
i Seabeh Cotagia T

Control Humber

; Ciffice
: | FiFsRole
: FIFS Lagin ID

Harrow the Saarch 1o When the Case Was Las! Moved in the Workflow

Start Date F{ecej'«exj; ..................................................... §

3. Coutral Nomber Receivad Office Activity Name Locked By Lock Type Requeﬁ
W201300083

¢ Total itemis] Found (13

; Page 68 of 93
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iv.  Click the little person icon

FIPS +7.0.8.0 Production

Control Humber
Cifice

FIF3 Role

FIFS Login ID

Harrow the Saarch 1o When the Case Was Las! Moved in the Workflow

Start Date Reczived

End Date Recebved

23] Number Received Office Activily Name Locked By Lock Type Requeé
LW 201305037

¢ Total itemis] Found (13

v. ClickOK

Cancel
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H,

R I P N

|

s D POE N L 6102838 0 (BRSEEDAOL2B LB mommsmmmmmsmsmsonsod

3895



H, H, H, H,

SIGNIFICANT INTEREST GROUP (SIG) SOP

vi.  From the three dropdown boxes select the role, office, and

user you want it sent to and click “submit”

Contrel Number
(r)(6) Office

FIFS Rike
F18% Lagin IG

Start Date Receivend

Forward To Role fag,

Reassign To Officel

Reassign To User |

vil.  To confirm that the case was moved — click the submit
button. The case should show its new status

FIPS +7.0.5.0 Production T otk Quenies ¥ Erbiens Standaiors Sasrel

Saaych Criteris

Narrow the Search to When the Case YWas Last Mevad in the Workflow

End Date Recervad

Oftic

N

FIRS v7.0.8 % Production Tk Qenas T detiang standalore 3sath i

14.3. Changing Office Queue

i.  Belogged into the office where the case is assigned
1. Ifitisin COW, be in the COW office

Page 70 0f 93
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

ii.  Under the work queries tab select Admin: Case §
Reassignment §

Adwinistrator Queries
Adwss Baociiog ase Reduhon

iy s Saassignmment

: © &Y Stafieg Locahons

;— : A ser Offices

: Al Lisets astigrey Fo Dl

; 48 uisers sosigned To Fole

3 i Case Workliow Quanes

Smdnintratoy Trath 1
Achrdniatrar Tradk 2 i i
Lo Cmsedvemter §
St Proaseot Track ; | i

e NP

|

|

: A o Chge Fowiesser Tk i

i Boiords Laoilor

: : it Lvef

i sytmeries
ety etk

g VRO fit dothpiedad : : i

i ; workdlow Queries %

;' P il Dffioe Quatis Tount : " :

Sivi

; ) Avakatis Dasas
3 Avagabls Tanes in i Ddoas

Cased i Bl i pzers Mfike

Cary Tifios Quens Toung
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

iii.  Enter the case Control number (no spaces before or after) hit enter §
or click submit §

arck Case By Contral Number Quese iser

Comtrel Mumber

- 1
i Offica Fow
: FIPS Roje -
;_ FIPS Legin 1D

s}
m

?_ FIPS 7 .4.2.0 Production = yiork Quiries © ACtiomE

! iSearch Case By Control Number Queue User

(b) (6) Cnntrol Ngmbar
Cffice

i
|
i
i FIPS Kole
i
i

FIFS tognIn

start Date Regeived: T : %

; End Dtz Recsived |
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v.  Click the little person icon

FIPS +7.0.8.0 Production

Search Criteria

(b)(6)

Control Humber
Cifice

FIF3 Role

FIFS Login ID

Harrow the Saarch 1o When the Case Was Las! Moved in the Workflow

Start Date Reczived

End Date Recebved

23] Number Received Office Activily Name Locked By Lock Type Requeé
LW 201305037

¢ Total itemis] Found (13

v. ClickOK

Cancel
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

vi.  From the three dropdown boxes select the role, office, and §
user you want it sent to and click “submit” §

Farward Te Rale  ©administrator Guena
Reassign To Office!

Reassign To User |

| Sumn it rapeel i
N R o i edar md e A Ndd iy

A A

i

| vii.  To confirm that the case was moved — change office to the
i office the case was sent to. Go into the Work Queries-

i Admin: Reassignment tab. Enter in the case number click
i the submit button. The case should show its new status

3' i FIPS vT.0.5.0 Production + Work Dueries © Achions ‘Stzndzione Seardh ""-'::if'fi':'l

(b))

; Sea}[hCasMeBndﬂirﬂ%Nu;nberQl}euelisMerM l

Search Criterin O addit

Conkrad Number : i Re

Cffice
FIES Fole
FI=s5 Login ID

=
Eui
U

Start Dats Received

End Date Received

15. Duplicates

A duplicate request is a request from the same requester and the same scope of the §
request. When checking for duplicates while case creating if you discover a case that §
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appears to be a duplicate analyze both cases very closely to verify if it is indeed a §
duplicate request. §

15.1. A duplicate case is found — submitted around the time as the new request

¢  If atrue duplicate case is found check the dates on both requests to see if
they were submitted at the same time (requesters will often submit the same §
request via regular mail, fax, and email). If they were both submitted around %
: the same time close the new request as created in error ER. |
%
|

15.2. A duplicate case is found — submitted at different dates

i e  Sometimes a requester will either not receive our acknowledgement letter or forget
that they already submitted that same FOIA request. This can be determined by §

i analyzing the dates for the two requests. If this is the case then the new request “

i should be closed as a duplicate DP, informing the requester of their previous FOIA
request.

i

i

15.3. Two cases have already been created and acknowledged but are duplicates

3 e If there are two cases from the same requester with the same scope and they have

; both been created and acknowledged then close the most recent case as a duplicate
informing the requester of the duplication in our system and that the first (original)
FOIA request will be processed

16. Search Fee Estimates

Unless granted a fee waiver or media/educational status, every requester automatically agrees
to pay fees up to $25 by filling a FOIA request. Sometimes a FOIA requester will state in
their request to pay fees up to a larger amount. The requester should be notified if fees
exceed the agreed upon limit.

3_ Prior to staffing for records the nature of the request may indicate the possibility of a large

; fee total. A fee estimate from the agency component should be obtained. Either a request for
a firm commitment to pay or a request for advance payment of fee estimate should be sent to
the requester notifying them of estimated search fees,

; Page 75 of 93
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16.1. Calculating Search Fee Estimates §

i
i ¢  To obtain a fee estimate as the agency component’s POC the estimated
i search time 1t will take to locate responsive records and the pay grade of the §
individual(s) performing the search §
i L 6 CF.R. § 5111(1)ii) the below wages apply to fee calculations |
| a) Clerical personnel (typically GS 1-7) - $4.00 per quarter
: hour/$16.00 per hour. §,
3 b) Professional personnel (typically GS 9-13) - $7.00 per quarter %
] hour/$28.00 per hour.
c) Managenial personnel (typically GS 14 and beyond) — 10.25 per :
quarter hour/ $41.00 per hour. |
{ II.  The first two hours of search time is free for non-commercial :
requesters 6 CFR. § 5.11(d)}3)(i) §
i III.  After subtracting two hours, multiply the remaining search time by 55
i the approprate wage. That equals the fee estimate.
i
?

16.2. Firm Commitment to Pay

3 e Under6 CFR § 5 11(e)if anticipated fees exceed $25.00 a firm %
: commitment to pay letter may be sent to the requester.

3. ¢  Ths letter notifies the requester of the estimated fees and that before we
proceed with their request we must receive from you a firm commitment to
pay the estimated total fee amount. It must be memorialized in writing and a
deadline of receipt must be given

16.3. Advance Payment of Fee Estimate

¢ Under6 CFR §511(i)if anticipated fees exceed $250.00 OR the requester

has previously failed to pay, an advance payment may be requested. :
o This letter notifies the requester of the estimated fees and that before we %
3_ proceed with your request we must receive from you an advance payment :
3 for the entire estimated fee amount. A deadline must be given for receipt of
the payment,

17. SIG Email Box

The SIG email box is a portal in which various types of mail are received. Emails §
include, widely distributed messages such as USCIS Broadcasts and Director’s §
Messages, FOIA requests, DHS referrals, and emails from USCIS FOIA email box,
%
%
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and email from A-File side processors. Widely distributed agency wide emails can be §
deleted. Other emails should be reviewed for further action §

i

i

i 17.1.  Emails from USCIS FOIA USCIS.FOIA@uscis.dhs.goy §

|

i ¢  USCIS FOIA is the NRC’s email box that the public can email. USCIS §
orwards suspecte requests and questions .

| FOIA fi d d SIG FOIA/PA d 1

_ [ Ifthe email is SIG related print it off to be scanned as either a new §

3 request or CSD %

; II.  Respond to USCIS FOIA if a reply 15 appropriate — such as answering

a requester’s question :

3 III. Ifitis not SIG related, respond back to USCIS FOIA explaining why it |

15 not SIG
17.2, Emails from another component
e Other components such as DHS will send referrals, consultation, or new

requests to the SIG email box. Review the emails closely
[ Ifitis SIG related print it off and have it scanned in appropriately

3 II. Ifitis not SIG related (e g. FOIA request for an A-File), forward it to %
USCIS FOIA or reply to the sender that it was incorrectly sent to '
3 USCIS

17.3. Emails from A-File processors

¢ A section of the Processing Guide instructs A-File side personnel to emal
the SIG mailbox if a suspected SIG case comes up in FIPS

The email should contain the control number

¢  Using the control number, pull up the case in standalone and review the
FOIA request thoroughly

[ Ifitis a SIG request move it to the COW case create queue for the SIG %
3 case creator to review for additional actions. Reply to the processor
3 that you took care of it, CC the processor’s supervisor.
I Ifitis nota SIG request, reply to the processor that it is not a SIG
i request and why it is not a SIG request, CC the processor’s
i Supervisor.
|
i 17.4. Emails Containing Responsive Records
|
fi
i e Print the records and send them to scan |
; Page 77 0f 93 %
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e  Reply to the sender that the records were received. CC’s the component’s
POC if sent by somecne else. i

¢  Once an email message has been addressed and there are no additional

i

i

i 175,  Keeping Track of Work Completed in the SIG Email Box
i

] actions to be taken check mark it to show it is completed

; ¢ If more action has to be taken at a later time then Red Flag the message to
indicate that more action is required

o RRPTRVTERPERRTIRREY -§

Completed email messages should be moved to and stored in your named
email folder. If you don’t know where to put a completed email, move it to
the Emails to Retain folder

18. Contracts Email Box

i 18.1. The NRC Contracts email box is for receiving responsive records from
i the USICS contracting office for CNT cases, Widely distributed

i USCIS/DHS messages are also sent to the Contracts box, these can be
i
i

deleted.

¢  Responsive records received should be printed and sent to scan

3 Page 78 of 93
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

e  Tracking work done is the same as SIG emails
¢  Completed email messages should be moved to and stored in the Received :
and printed contracts folder

A FHRIGRTRATS,

; CE ok sl

e LR

e NP

sk ki §

R Bearh Foiders

19. Records Locator

Records Locator (RL) is a FIPS role that involves the duty of following up with records %
requests for pending cases. Cases will automatically reassign themselves to the RL queue ;
: once the responsive records pending date expires,

19.1. To access RL be in the correct office and from the Work Queries tab select
“Records Locator”

FI8S 700005 Prodseiin

fdoer i
; oo ey

Creechiag vtk
Er T e T
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¢  Case note that a follow up email was sent

e  Repend the records for 30 days
; I
; Records slot you wish to repend

o fragas  Shatun  Rewp it
i P Bearnait
) “ S

fandieny Thrashor

Py Diratier

b ot b ot (T

3 ) SIGNIFICANT INTEREST GROUP (SIG) SOP

19.2. A case will come up. Read the case notes very carefully to learn what

the case status is. The majority of the time you need to send a follow up
email to the staffed office(s) POC(s).

¢  Figure out which office was staffed to and the POC
¢  Send an email containing the FOIA request and staffing sheet to each POC

L Also case note any reply received from the POC
Under the contents tab, right click the icon next to the Responsive

IL.  Select Manage Document, a new screen will pop-up

III.  Enter the amount of days you wish to rend the case and click “Update

i Due Date”
i ..w..w..u..“.,..w...w..M..m..w...t.,..,,._.M..w..w..u..m..w..m....,...,.a..w..m..,,._m..w..w..u..w..w..m...,..m..w...w..,,._m..w..w..u..w..w..m...,..m..w..m..,.,._.,.,....,IU...T.-,....,.M.,....,IU...T..,.-..M...M..w..m...w.m..w..w..u..m...}
Respoasive Unit Dirattor Davs o Pend i35
i A-Hurabar Updata Due Date i
€% Date Reauastad 161172013 Cancel Request
g €% Cats of Latesh Raousas 1552013 i
; | & tuebatz 13014 l

3 IV.

¢  Cases will also pop-up in RL when:
L RRs have been scanned into a slot

Then close out of that screen and click “Pend”
V. This has to be done for each pending Responsive Records slot

a) No action needs to be taken — click “Pend”
IL.  When there is a non-records slot that is pending
a) This occurs when records were copied from ancther case
; Page 80 of 93
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b) Go into Manage Document and cancel request

20, Vacancv Announcements

Vacancy announcement related request are one of the most frequently received and
processed FOIA requests. These are FOIA requests for records related to a USCIS job
vacancy, which the requester usually asks for scores, rating, interview notes, and resumes
of the candidates and/or selectees. These requests can come in the email, as a letter, or a
(G-639. You can identify a vacancy request by reference to a nine digit vacancy
announcement number. Below 1s an example of a vacancy announcement request, note
the operative record description is the number CIS-905548-WSC:

2. Descripiion of Record(st Requested:

WNOTFE: While you are nos required to vaspond to it ema in Namber 2, failuer 10 peovide complets and specifis infoemation 3
P requestod may awsidt s dokay in provessieg oram inakdlity 1o loswre the recordin) or nfarmasion reguissted.

-} Complite Alicn Sie A-File)

[33 Urther (phavse gpeciffi: RESULTS OF GOB THTERVIEW & OUTOOMR-CIS-905548

Purpose: (Optiarad: You are v eeguired i siate the prarpnse of sty reguest, Flswever, dofng xu smay aasist USCIS in usting the i

L rreridfd meeded 1 respond o oty requst,) !

| CIE-US548-HEE, FINS OFFICSR, wse, GE1801-13, US CALIFCRNIR DEBVICE CENTER %
I WOULD LIKE TO EMOW WHO GOT BELECTED FOR THE JOB AND WRY.

20.1. Creating Vacancy Announcement Requests

¢  Vacancy requests are scanned into and created in the COW queue.

¢  They are set as Track 1 cases

¢  Insert the vacancy number in the topic line

¢  Follow all the standard case creating steps, also include the below

e Check for duplicate records by bracketing the number with % symbols
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Feguastar Last Mam
Fequsstar First kame

Requestar Kuddie Namal

Subject Middie :"éameg"-'

H, H, H,

SIGNIFICANT INTEREST GROUP (SIG) SOP

~ ProgEssing Fez Information '

ase

Status Cropan (iClnsed  GrBath
Canbeal Mumbar :

Fragquast Nurber
Created afts
iz

Subpect Last Nane

Subjert Firgt Namz

A-Nupnkes

SLibmit

If a case is found for the same records request, view that case’s
records in standalone, if the records are responsive copy them into the

new casc

.  Copying records from one case to another
a) Right click the responsive records icon you wish to copy

Tasks Digcussinns Tasa Ackions H?

1 Responsive Racords g Inaetrve |

1

affing Ragponse Inactive |

Staffing Letter Frinted |

Staffing Raspanse Scanne
i-] stafing Letoer 3 Frintag |
wd Acknewledgement Labtter-FOIA 2 Frinterd

j'j Reguast Lether i 4 Ecannedi

b) Click “Copy Document”
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3 - SIGNIFICANT INTEREST GROUP (SIG) SOP

: c) A new screen will come up on the left side

d) Type in the case number, ALL CAPS, that you want the records
copied into

€) Click “submit” :

f) Then click the left icon §

e N NN NN

(b){6) L Controd Humbsr

i Request Number

e Cragted
Ciffice
Requesters First Name

; Requestar's Last Name
: Reguesters Middle Nams
First Name
Last Mame

Middle Mame

& Mumber

i
i
i
?

2) At the bottom click the Responsive Records slot you want the
records copied into

Doc + Document Type
% Staffing Response

.5 Responsive Racords

|
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20.2. Creating Multiple Cases From One Request

Oftentimes a requester will submit one FOIA request for multiple vacancies. When
this occurs, multiple cases should be created for each vacancy.

e  Create and control original FOIA request

e Do not create a FIPS staffing request, wait until multiple creation is
concluded

¢ Under the Tasks tab click “Create Additional Cases”

Londents Cigcussions {ase Attions History
Task status
Sazrch For Duphcate Casss Not Started
Zreake addicnal Cases - Mot Started
i reabe File Requast : : :
it dmpngwledgarrant etier 5.:-
Fingt action Latter Hot Started
Specialty Letar Mot Startad
SEstus Letker Not Started
Blank Letter Hot Started

P InterastLetber Not Started :
! Ewpadted Denial Latter Not Started

¢  Enter the number of additional cases needed and click “Create”
I E.g. if three vacancies are listed, you will need two additional cases

; Create Multiple

- Number of Additi

¢  The screen will list the control numbers of the additional cases, they will be
in the Case Create queue
o  Finish the case creation as usual

20.3. Staffing for a Vacancy Announcement

Responsive records for vacancy announcements are found in two locations, USCIS
Human Resources Office in Burlington, VT (HROC) and at the hiring office that
hired the applicants, which could be any USCIS component.

¢  HR staffing
L HR provides cert lists, USAJOBS questionnaire and resumes
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SIGNIFICANT INTEREST GROUP (SIG) SOP

I.  Under the Tasks tab click Create File Request and select Personnel

Vacancy Announcements from the list

. RIS VR B BRedUCOE T i O_.l

- Progessing.... Feeffomaation.... 1

|

A-Humber

i Mo s-Humbsr =ptarsd

Ttficz of Cibzenshp
Ferformances and Guality - ORQ
Persennz| Wacancy Anneuncements
Sclicy and Strategy - P snd £
Broackive Diecieurs ~- 540 cases
SavE-verification Division

L Contents... - ass Actions.

Task Staius

P Baarch Por Buplicste Do

[ CresteFileReguest -
Fenat artion Letisr

Not Started

Speriainy Latter Not Started |
Status Latter Nt Started ;

Blank Lattar Hot Started |

H,

Staffing to the Hiring Office: See Appendix C for Office Codes

L The hining office provides all other responsive records that HR does
not have such as interview notes, selection committee names, and

scoring matrices

II.  Which component to staff to will depend on the 3-letter suffix of the
vacancy number in order to identify the hiring office component.
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a) The example below is WSC, which stands for Western Service
Center. Because it is a Service Center you would staff to SCOPS

b) RAIQ is identified by Asylum, Refugee and International office
suffixes (e.g. ASY, Z**, and MEX)

c) FOD is 1dentified by District Office suffixes and suffixes that are
short form of a city and NBC indicates Field Offices (e.g. DOI,

BAL, and NBC)
d) OCC is identified by the COU suffix
e) If the requester has not provided the 3-letter indicator you can

either ask them to provide it OR contact the HR POC and ask
them to provide it. Usually contacting HR is quicker.

III.  FDNS positions

a) Staff to the underlying component where the FDNS position will

be. For example, if the position is at a field office then you staff to
FOD, if at a service center staff to SCOPS. Only staff to FDNS if
the position is at the D.C. headquarters or if directed by the
underlying component’s POC.

IV.  All other standard staffing procedures apply

Processing a Vacancy Announcement Request

The most commonly used exempts for vacancy records are (b)2) and (b)(6).

L Exemption (b)(2) as applied by USCIS protects predominantly information
related to agency personnel rules and practices. The hiring of personnel
relates to agency personnel rules and practices, therefore (b)(2) applies.

Il Exemption {b)(6) permits the government to withhold all information about
individuals in personnel, medical and similar files where the disclosure of
such information would constitute a clearly unwarranted invasion of personal
privacy. Vacancy records contain third party PII, therefore disclosure of
such information would constitute a clearly unwarranted invasion of personal
privacy.

HR on page 3 of the staffing sheet will provide the status of the vacancy and the

applicants/candidates

L The vacancy announcement was cancelled

a) HR will inform you if the vacancy was cancelled. If cancelled then there
are no responsive records and the case can be closed as an NR

Il No selections have been made yet
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3 o SIGNIFICANT INTEREST GROUP (SIG) SOP

i a) If selections have not yet been made then no information concerning the
applicants/candidates can be released. The hiring office staffing can be
i cancelled, as the selection process has not concluded and responsive
i records do not yet exist.
III.  Selections were made but the selectees have not yet entered on duty (EOD)
i a) If the selectees have not yet EODed then no information about them can
g be released. Hiring office will need to provide responsive records because

the selection process has concluded and responsive records now exist.
3 IV.  Selectees have EODed
; a) Some information about the selectee can be disclosed. This includes name
: and relevant work and education history. PII such as contact information
3 and military services is still withheld.
; b) Only information about EODed selectees can be released, all other
applicants’ information is withheld
i ¢  Processing Cert Lists
i L HR provides cert lists that that contains information such as names, SSNs,
i veterans preference, and rating
II.  These are heavily redacted using (b)(6). Rating scores and audit codes can be
i released. Only EODed selectees and the requesters’ names can be released.

Individual Certificats Audit Repust Bepiet Cate: 923201

; i ME FEDU-ASNE et T NS (haer Activa (o
i Sagtaey 15 ADS5TY
PR NERIGS-CRAME (5 0 1
i (3t Ausd e S22
SE Farenuiry Jdd %ﬁf
i -] iyt - Pfvone W2 Code Loy
t i We Mot Scdorwd A
: R B NmBaond »
i i W MuSdeesed
i ; @ Nutfirkeosed A
i k) o Seleesed A
i Not Srhegied A
“ Mit Sebersed A
§ B NS a
H 3 T Noa beberied A
; : W NorSekoosed A
E: : 31 N Sebod A
; i @ ot Sebeowd A
: ! W6 NorScheoxd .
H W NouSeheced A
i W Nt Sdecinl A
E W NoiSefwad 3
W N Sebvesed A
i Tod Sobatled: 4 Totd Setened: 18
i Towgl Vodomue helected &
i Fow Ciictet Use Daly Page | OF 1
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SIGNIFICANT INTEREST GROUP (SIG) SOP

e  Processing resumes

L Requester’s resume is released if they provided proper VOI

Il Resumes of unselected applicants are either WIF (b)(6) or OOS depending
on the scope of the request

. Non-EODed selectees resumes are WIF (b}(6)

IV.  EODed selectees’ resumes are heavily redacted (b)(6). Veteran’s preference
is held. Only name, federal civil employment, and relevant work, training
and education history can be released. Relevant means that it contributed to
the selectee being qualified for the position. Military service 1s held (b)(6)

V. Example of an EODed selectee’s resume:

| Joe Schmos

i H Edimeation

i Mssier of Pubbic Adnaimistration, Pxpacted May 21415 Barkeiys of Axts, Corpmuicativa, Augus M08

i i Daiversty of ihem California Los Angetes, CA Liniversity of Celifornia, San Biego, 34 Jolk, CA
Specialinaiion: Public Marugement ) . Miniw: Phisgeapic:

{ Fratesionst Surtmary
Hamdiprstion Services Officer A2013-Presont

g Bepkitment uf Hontand S 192008041012
United Stztes Cifiznship sed Imigraiion Sorvices (UBCIS) Grade Lovel; G512, Satary STE54 { Annnal)
Califemnis Service Comer, Eaguna Nignek, CA Saperviser

-

b
Taained on dnd caerenaly sdjodizate the follywing forn types: Foem It 3 (Fetition fur Alien Belative), Porm §-435
{application io Regiswr Permramenl Revidence or Adjat Status), Form 3-75E i Petithon fa Remave Condeiona of
Rusifeee) and Form 632 {Appticetion for Waiver nf the Foreign Residence Reguirement), Make
foavorableiunfsvissable detcrainaions hased on the Emmigration snd Natiomlity Acton thoss fosm. upes.
Hegolady determine afmiusibility tonserns; review pyidense, ingludiog Forign dixaments; conduet reseancts snd
exsmion reeonds on faw enforcement daiotases on thise dividaals seeking immigration hepefits
Avalyze alt the Facts and esidenos for tiase sseking 2 hardship podins persecation waiver: study and indapandently
seseanch vowtry cnndations throngh A Ruitude oF smurces {j.e. Depertrumn of State, USEIS Asylum ), and report
Tindings on.sumamary repists thi are psessed by focal nnggement end Depanmens of Siote, ©
CCimnduwes figivon on & regular basis with Tiepartment of S1ate and koeal management @i 1-602 cases.
Regubnrdy procms wisvir andl ompley cated muving battory, demwestic vintence, exirome eruelty and exieeme :
Burdsitip chuens on Foeen 731 Tharsephly xstexe 8 cases for patiennl security and sgreglous publle sdety soncems. |

o ldenlfy and articelrte immisraixie foind coneerns, ypecificsl by maniaps frand soneems an 731331305, propare
anealysis on findings and refer casks for further imventipation.
v Sapponed process imprevement cifods, particularty oo Farm 1S L by reviesing policy: tim, mokiog
rerommendwions and developing, operational chang
Fmemlgracion Services Offlcer
Depaotraesd of Horoeland Socusity £ A01L-05/30013
Unitrd States Citimenskip and Inwnbgation Services {URCIS) Cieade Lowsl: GS-12, Salary 374,854 ¢ Amnual)
Dffice of Vield Upersinons, [hsicict 4, San Disgo, CA- Supeeviser!

Condar! interviews 50 & daily tusis o spptizants and petisioners s elicit stawmdnty, ursess wpplicant veedibility, and |
analyze inforeerion 1o idertify Fucts and issues, Usy statemernity'evidence fo depsrmime ¢ligibility and malre decisinm :
based ob the ENA.

Condiacd infevlews foe sppliconts secking fo sdjusi their immigeation et through Foem 185, 1o adrition,

detommine individus! Jligintisy by adiodicating/anaciaing the foblowing imetiaration fomu: Form 1130 Form 1212
{Apptication for Sermssion to Rexpply for Admission isto the United States Aflec Depowtation); Form 1-360 (Petirion :
For Amerasian, Widower), ar Spezial Immigrant); Fresa 3-601 {Application foe Waiver of Crounds of :
Inmdmissibiliny ) Forr 1540 (immignu Pefition for Afiea Wotker), and evaleate £hgibikly B those serking
uifipsienant based on recuedts [or Humsanituisn Reinstaernent, Wesiam Hemisphers Faw, TNA AcUZRS {American
{ndians Blom in Canada, The Cban Adjostment Actof 1096 (CAA ] ot trough Rofugee Atyhim Hates. :
Axsist e neiigence ify and ensors ngdionad security by rowtingly itopg dasumnentancn fr sohantidily |
ad condust backyround favestigations i accosdance with USCISTATS krws and yefices Fronide ditecs spvismice 3o
afuiais of peher Fedoral agencies in iemtifing individuals who post. o threst o ratiual/pihiic secority., :
Conduct interviows and ansess poasible martiuge fred coace s on applicants with a pending Fontt 7-781or Form [
120, Prepure Gndings on fraud whcems deough stasemen of findings and stade recommendations for furthar
invesligalion,

Condact iniervicaes and assess efiginility om applicanrs sevking o pecome United States Citizens viz Forn N0k
{Applicetion for Natarzlimtion) zad N-6D0 {Apptiation for Citizeaskip Comfiente). Admineter ta Dath of
Adleginnce o shildren aduhs ligible for civizznship Breigh their pacenss and aue Ceruficae of Citizensbip
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3 ) SIGNIFICANT INTEREST GROUP (SIG) SOP §

i VI Please note: veteran’s preference is always held (b)(6). Also College GPAs §
are held (b)(6) :
i ¢  Processing USAJOBS Questionnaire §
i L Same disclosure and redaction rules as above apply. Usually only the
individual’s email is redacted (b)(6) |
i I.  Anexample of an EODed selectee’s questionnaire: §
_ Quéstionnairo Responses E §
3 © USCIS HR Operstions Center - Report Date: 972313 %
; © Position Title: IVMIGRATION OFFICER (FDNS) Vacancy K 905549 :
' _ Artneent, Number: (iS-905848W3C :
; Mame: Joe Schmoe Email: %
i Sertion: Employment Avaliabiiry ' . §
i Fuit Time Employsment :
_ : Y - 40 Potirs, Per Wgek
i Temparaty Employment L asting
C e
3-510 12 months
g Jabs Requiring Travel Awsy Fiom Hame For ; :
: 1- 110 § nightséeronth - %
; 2 -5 10 nightssimonth i ;
3 3- 11 gius rightsimanth i ;

JA-1BO1-023 10 {FONS) 11H2MT 205548

Seclin: RESIDENCY REQUIREMENT

1, Ther is 2 residancy raguirement for alf applicante ot currenty aenployed by U.S, Ciizenship and Irrwrigration
Services. This mesidenty requiremant siales that candidates mus! have, for thiee of the last five years imenediately prigr
o applytiy for this positianta); (1] resided i the Lnited States; GR (2} wirked for Bie United Stakes Government as an
empioyee aversess in a Federy or Nilitary capacity, OR (3) baen & Jependent of a U.S. Faderal or Miltaty employes
senving owargaas, Do you meet ene of these reguirerments? -

- £ - The eeidency requirament dnss nof apgly to e tacause | am currantly a tL5. Ciizenskip and inmdgration.
Servites amployes. .

2. Selecs e statament it bast dezenbes your Federsl enipinyment stafus.

A1 at eirglopes wigt LS, Citeenstip and |mmigration Services with competitive St {Proof is nequired. 3
vopy of your SE-50, Notficanen of Fersonng] Action or equivaient, a5 stsiad i the announcemant.)

i
i
i
i Section: AREA (F CONSIDERAYION
i
?

Siction;  MIKIMUM QUALRICATIONS 11111743 %

] L 3. Which of e following Statements hast destibes your experience?

E: B -1 hava Bt leaal one year of spacialized sxpetionive aquivalent 1o he G0 grade level making final determinations
i 97 BONESENEVE, rauting immigsation heceTit requests ihal involve determining applican! admissibiity atd cradibiity, or
; i amalyzing avidenca and applying statuiory raquirements, reguisiions and judicis ang administrative pracedents; of
prepating written reports detading the detection of immigration fraud and perfent pattems.

N.You must pravide the position fiflefs} and dates of employment referencid h your feaume hat demonstrates the
expaniance rataled to your recponse. : :
IMMEGRATION SERVICES OFFICER (1 FROM 0002008 TO PRESENT. CURRENTLY 55 12 IS0 IIWITH USCIS. 3

e Interview questions are held (b)(2), answers, ratings and comments are held (b)(2)

and (b)(6)
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Raier: ' Buie of nterdiow: 7 |

3
A e e A A A

e  Scoring matrix sheets are redacted (b)(2) and (b)(6)
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i N derags Comidnnd :
H '] Rasume | Rarview Tadurvawt Bupureds Toid
'i CHTEIR& By Sewre | Rurum Yowe Mﬁ_‘ﬁt Fuore Lommeniy .
NAME : I : - T
"EQDed Person
g ENDzd Persan

|
|
|
|EODed Person %
|
|
|

: 14 §
i 11
i "
: 13
g y
g 135
£ 18-
18
; 18
i)
LRITERA juparvigar Recomimang
1) Ganom! Inenlgrafien VGR - High prefse
| #) Asiythost wnd Rapart  GIR - Positive comments bul masbe some rinar nagaiive leadbick
o 3 Comeunica 8% - Sarginally Rocommanded
4 Eialgng * NR - Noi Recommended

_ A+ Low /8 - High 1 0 N exdetlence

21. Opportunity to Object (OTO)

Under 6 C.F.R §5.8 (f), when records containing business information are processed, the :
3 submitter of the records (the business entity that provided the records to USCIS) must be given %
notice of the FOIA request and an opportunity to object to disclosure of business information. '

(£) Opportunity to object to disclosure. A component will allow a submitter a
reasonable time to respond to the notice described in paragraph (d) of this section
and will specify that time period within the notice. If a submitter has any se
objection to disclosure, it 1s required to submit a detailed written statement. The §
statement must specify all grounds for withholding any portion of the information §
under any exemption of the FOIA and, in the case of Exemption 4, it must show
why the information is a trade secret or commercial or financial information that §
|
|
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i is privileged or confidential. In the event that a submitter fails to respond to the %
notice within the time specified in it, the submitter will be considered to have no §
i objection to disclosure of the information. Information provided by the submitter "
i that 1s not received by the component until after its disclosure decision has been
made shall not be considered by the component. Information provided by a
| submitter under this paragraph may itself be subject to disclosure under the FOIA.
i

21.1. Sending the OTO

|
|
%
OTOs most often occur with contract related requests and EB5 Regional Center requests. 55
;
|
: *  Once the records are processed and business information has been found send the %
i
case 10 approver to review :
i e  The approver will then direct an OTO be sent to the submitter §
i ¢  Request a redacted copy of records from the OA Room supervisor
i ¢  Draft an OTO letter, the letter must contain
L What was requested
! II.  Who requested the records
i II. A response deadline

¢ Mail (certified) or email the redacted records and OTO letter to the submitter %
iﬁ (NOT REQUESTER)
3 e  (Case note these actions and state the due date

i ¢  Scan in the certified mail stub as a CSD

{ 21.2, Submitter has no objection to the release

|

_ ¢  Case note the response

i e  Scan in the response as a CSD

i e  Proceed with closing the case

i 21.3. Submitter has objections and requested changes %
; ¢  Closely review the objections and requested changes

o If the objections and changes are supported by the FOIA, then make the changes

i L Inform the submitter the changes were made

i e  If the objections or changes are not supported by the FOIA, then under 6 CF R §5.8
(g), send the submitter a notice of intent to disclose containing: §
i L A statement of the reason(s) why each of the submitter’s disclosure %
i objections was not sustained;
i I. A description of the business information to be disclosed; and §
; Page 92 0f 93 %
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III. A specified disclosure date, which shall be a reasonable time subsequent to
the notice.
¢  Case note all actions taken
¢  Scan in related documents as CSDs

3
A e e A A A
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Component

AAQ

AAQ
CustomerService DIR
CustomerService DIR
CustomerService DIR
CustomerService DIR
CZN

CIN

CZN

CZN Grants
Director's Office
Director's Office
Director's Office
EnterpriseSves
EnterpriseSves BIO
EnterpriseSves BIO
EnterpriseSves BIO
EnterpriseSvcs RECORDS
EnterpriseSvcs RECORDS
Equal Opportunity
EXSO

EXSQ

FDNS

FDNS

FieldOps

FieldOps

HCT

Contracting
Contracting
Contracting

MGMT

MGMT

MGMT

MGMT Adm

MGMT IMD

occ

OCOMM

OCOMM

OCOMM

OFCO

OFCO

QIDP

OEQI

o

QIT

oIT

(0)(6)

LastName

FirstName

CIS1-Alias

AILA Doc. No.

16102838.

(Posted 10/28/16)
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OLA

OLA

OLA

OLA

OPE

HROC/OPM
HROC/OPM
HROC/OPM

oPQ

OPS

OPS

0sl

osl

oTC

oT1C

oT1C

Privacy Office

RAIO

RAIO

RAIO

SCOP

SCOP

SCOP

SCOPS EB-5

SCOPS EB-5

SCOPS EB-5
Verification E-Verify
Verification E-Verify
Verification E-Verify
SAVE

SAVE

SAVE

NRC Administrative

(b))

AILA Doc. No.

16102838.

(Posted 10/28/16)

3922



APPENDIX B

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

3923



L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

[Date] [Control Number]

[Requester Address]

ACK LETTER TEMPLATE

Dear [Requester]:

We received vour request dated [Date], [state what is requested]

[FOIA Request Use] Your request is being handled under the provisions of the Freedom of Information
Act (3 US.C. § 552). It has been assigned the following control number: [control number]. Please cite
this number 1n all future correspondence about your request.

[PA Request Use] Your request is being handled under the provisions of the Freedom of Information Act
and Privacy Act (3 U.S.C. § 352 and 5 US.C. § 552a). It has been assigned the following control
number: [control number]. Please cite this number in all future correspondence about your request.

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.4(a)), USCIS uses a
“cut-off” date to delincate the scope of a FOIA request by treating records created after that date as not
responsive to that request. Therefore, in determining which records are responsive to your request, we
will only include records in the possession of this agency as of January 2, 2013, the date we began the
search for records.

[Track | Use] 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).

[Track 2 Use] We respond to requests on a first-in, first-out basis and on a multi-track system. Your
request has been placed in the complex track (Track 2). You may wish to narrow your request to a
specific document in order to be eligible for the faster track. To do so, please send a written request,
identifying the specific document sought, to the address above. We will notify vou if vour request is
placed in the simple track.

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), your request is
deemed to constitute an agreement to pav any fees that may be chargeable up to $25.00. All applicable
fees under 6 C.F.R. §5.11 may be charged.

[Track 1 Use this time extension language] Because of unusual circumstances we may not be able to
process your request within the statutory time limit, therefore, it will be necessary to extend the time limit
for processing by ten working days due to the need to search for and collect the requested records from
field facilities or other establishments that are separate from the office processing the request. Regardless
of any delay, your FOIA/PA request will be complied with as accurately as possible.

WWW,USCIS. S0V
AILA Doc. No. 16102838. (Posted 10/28/16)
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[Track 2 Use this tume extension language] Because of unusual circumstances we may not be able to
process your request within the statutory time limit, therefore, it will be necessary to extend the time limit
for processing bevond the ten working day extension period due to the need to search for and collect the
requested records from field facilities or other establishments that are separate from the office processing
the request. You may wish to modify vour request so that it ¢an be processed within the statutory time
limut or arrange an alternative time period with our office. Regardless of any delay, your FOIA/PA
request will be complied with as accurately as possible.

Thus office will be providing your records on a Compact Disc (CD) for use on vour personal computer,
The CD 1s readable on all computers through the use of Adobe Acrobat software. A version of Adobe
Acrobat will be included on the CD. Your records can be viewed on vour computer screen and can be
printed onto paper. Only records 15 pages or more are eligible for CD printing. To request vour

responsive records on paper, please include vour control number and write to the above address Attention:

FOIA/PA Officer, or fax them to (816) 350-5785.

You may check the status of vour FOIA request online, at www.useis.gov. Click on "FOIA Request

Status Check" located on the left side of the web page under "Other Services”, and follow the instructions.

Please be aware that the National Records Center no longer accepts FOIA/PA related questions directly
by phone.

All FOIA/PA related requests, including address changes, must be submitted in writing and be signed by
the requester. Please include the control number listed above on all correspondence with this office.
Requests may be mailed to the FOIA/PA Officer at the PO Box listed at the top of the letterhead, or sent
by fax to (816) 350-3783. You may also submit FOIA/PA related requests to our e-mail address at
uscis_fola@uscis.dhs.gov.

Sincerely,
T "-.\..

Director, FOIA Operations

AILA Doc. No. 16102838. (Posted 10/28/16)
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

Date Control Number

Name
Street Address
City Street

ADVANCE PAYMENT OF FEES TEMPLATE

Dear Requester Name:

This 13 a response to yvour Freedom of Information Act/Privacy Act (FOIA/PA) request received in this
office on DATE, relating to:

“Vacancy/What the request is for.”

We have obtained a fee estimate to search for the requested records. The estimated fee for this FOIA
request 1s:

Search Fees = $XXX.00.
(Search fees were calculated according to 6 CFR. § 5.11(c))

Because anticipated fees exceed $250.00 (or the requester has previously failed to pay), we are notifying
you pursuant to 6 CF R § 3 11{1) that before we proceed with vour request we must receive from you an
advance payment for the entire estimated fee amount ($XXX.00). The advance payment for the total
amount of estimated fees must be received by this office within 30 business days from the date of this
letter (Date of the letter). Additionallv, because we require an advance payment, “the request shall not be
considered received and further work will not be done on it until the required payment 1s received.” (6
C.FR. § 3 11(1)(4)). Failure to pay within the allotted time frame will result in vour request being
administratively closed. Please note your control number with any correspondence vou send.

Fees must be paid by check or money order made payable to the United States Treasury. The enclosed
copy of this letter should be returned with your remittance. Please note vour control number on vour
check or money order. When you provide a check as payment, you authorize us either to use
information from your check to make a one-time electronic fund transfer from your account or to
process the payment as a check transaction. When we use information from your check to make an
electronic fund transfer, funds may be withdrawn from your account as soon as the same day you
make your payment. A Privacy Act statement setting forth our authority for soliciting and collecting the
information from vour check, and explaining the purposes and routine uses which will be made of vour
check information. is available at the following internet site: https://Awvww . pecote. gov/pecote/index.htm.
To obtain a copy of the statement by mail call toll free 1-866-945-7920. Furnishing the check information
is voluntary, but a decision not to do 50 may require vou to make pavment by some other method.

If you wish to modifv your request please state such and a new fee estimate will be provided.

WWW,USCIS. S0V
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Sincerely,

P

o et

Jill A Eggleston
Director, FOIA Operations

AILA Doc. No.

16102838.
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CONSULTATION MEMO TEMPLATE

L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

Date Control Number
MEMORANDUM FOR:
Name
Agency
Address
FROM: Jill A. Eggleston Lo
Director, FOIA Operations
Subject: Other Agency’s Control Number

We received XXX pages containing bracketed portions that were detenmined to fall under the purview of

USCIS.

We have reviewed the three pages and we recommend [State Recommendations] [If Records Are

Redacted Enter The Following] pursuant to 3 U.S.C. § 552 (b)(2), (b)(4), (b)(3), (b)(6), (bBXTHC), and
(b)Y 7)(E) of the FOIA.

O

Exemption (b)(2) as applied by USCIS protects predominantly information related to agency
personnel rules and practices.

Exemption {(b)(4) protects trade secrets and commercial or financial information that is privileged
or confidential. The types of documents and/or information we have withheld may consist of unit
pricing, business sales statistics; research data; technical designs; customer and supplier lists;
profit and loss data: overhead and operating costs; and information on financial condition.

Exemption (b)(3) provides protection for inter-agency or intra-agency memoranda or letters,
which would not be available by law to a partv other than an agency in litigation with the agency.
The tvpes of documents and/or information we have withheld under this exemption may consist
of documents containing pre-decisional information, documents or other memoranda prepared in
contemplation of litigation, or confidential communications between attorneyv and client.

Exemption (b)(6) permits the government to withhold all information about individuals in
personnel, medical and similar files where the disclosure of such information would constitute a
clearly unwarranted invasion of personal privacy. The types of documents and/or information we
have withheld may consist of birth certificates, naturalization certificates, drivers” licenses, social
security numbers, home addresses, dates of birth, or various other documents and/or information
belonging to a third party that are considered personal.

Exemption (b){(7)(C) provides protection for personal information in law enforcement records,
which could reasonably be expected to constitute an unwarranted invasion of personal privacy.
We have withheld nformation relating to third-party individuals. The types of documents and/or
information we have withheld could consist of names. addresses, identification numbers,

WWW.USCIS. gov
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telephone numbers, fax numbers, or various other documents that are considered personal.

a Exemption (b)(7)(E) provides protection for records or information for law enforcement purposes
which would disclose techniques and procedures for law enforcenient investigations or
prosecutions, or would disclose guidelines for law enforcement mvestigations or prosecutions 1f
such disclosure could reasonably be expected to nsk circumvention of the law. The tvpes of
documents and/or information we have withheld could consist of law enforcement systems
checks, manuals, checkpoint locations, surveillance techniques, and various other documents,

All other pages not listed were not reviewed.

In the event the requester wishes to appeal our decision, please include our appeal paragraph:

“In the event vou wish to appeal this determination, vou may write to the USCIS FOIA/PA Appeals
Office, 150 Space Center Loop, Suite 500, Lee's Summit, MO 64064-2139, within 60 days of the date of
this letter. Both the letter and the envelope should be clearly marked “Freedom of Information Act
Appeal”

If vou should have anv additional questions about this request please direct vour inquiries to Roger
Andoh at 816-350-5563.

AILA Doc. No. 16102838. (Posted 10/28/16)
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
REFERRAL MEMO TEMPLATE and Immigration
Services
Date Control Number
MEMORANDUM FOR;
Name
Agency
Address
FROM: Il A. Eggleston

Director, FOIA Operations

Subject: Control Number

On Date, the USCIS FOIA Office received the attached Freedom of Information Act request seeking
[What was requested|

After review 1t was determined that responsive records fall under the purview of vour office. We have
advised the requester of this action, and to expect a direct response from your office.

You may direct any questions about this request to Roger Andoh at (816) 350-5563 or [Your Name] at
[Your contact info].
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

[Date] [Control Number]

[Name
Strect

Cit}-']
EXPEDITE DENIAL TEMPLATE

Dear Name:
This letter 1s in response to vour request for expedited treatment regarding [What Was Requested)

On the basis of nformation you provided, we have determmed that expedited processing of your request 1s not
warrauted. Standards established by the Department of Homeland Security regarding expedited processing are
very strict (6 CF R § 3.3(d)), and permit expedited treatment only when the requester demonstrates that:

a.  Circumstances in which the lack of expedited treatment could reasonably be expected to pose an
imminent threat to the life or phvsical safety of an individual;

b. Anurgency to inform the public about an actual or alleged federal government activity, if made
by a person primarily engaged m disseminating information.

For consideration under category (b) vou neither established that vou are “a person prumarily engaged n
disseminating mformation” nor demonstrated ““an urgency to mform the public about an actual or alleged
federal government activity.” You merely stated that [what their reasoning was]. Therefore, 1t has been
determined that your request does not meet the statutery requirements.

In the event you can demonstrate anv further showing as to the nature and degree of any of the above
categories, submit this additional information to this office for reconsideration.

You have the nght to appeal this determination by writing to the USCIS FOIA/PA Appeals Office, 150 Space
Center Loop, Suite 500, Lee's Summit, MO 64064-2139, within 60 days of the date of this letter. Both the
letter and the envelope should be clearly marked “Freedom of Information Act Appeal

Sincerely,

Till A. Eggleston
Director, FOIA Operations
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

[Date] [Control Number]

[Requester Address]

FEE WAIVER DENIAL TEMPLATE

Dear [Requester]:

We received vour request dated [Date], [state what is requested]

[FOIA Request Use] Your request is being handled under the provisions of the Freedom of Information
Act (3 US.C. § 552). It has been assigned the following control number: [control number]. Please cite
this number 1n all future correspondence about your request.

[PA Request Use] Your request is being handled under the provisions of the Freedom of Information Act
and Privacy Act (3 U.S.C. § 352 and 5 US.C. § 552a). It has been assigned the following control
number: [control number]. Please cite this number in all future correspondence about your request.

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.4(a)), USCIS uses a
“cut-off” date to delincate the scope of a FOIA request by treating records created after that date as not
responsive to that request. Therefore, in determining which records are responsive to your request, we
will only include records in the possession of this agency as of January 2, 2013, the date we began the
search for records.

[Track | Use] 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).

[Track 2 Use] We respond to requests on a first-in, first-out basis and on a multi-track system. Your
request has been placed in the complex track (Track 2). You may wish to narrow your request to a
specific document in order to be eligible for the faster track. To do so, please send a written request,
identifying the specific document sought, to the address above. We will notify vou if vour request is
placed in the simple track.

[Fee Waiver Denial] In vour request, you seek a fee waiver. Under the Freedom of Information Act's
(FOIA) fee waiver standard, 5 U.S.C § 552 (a)(4)(iii), two requirements must be met prior to a grant of a
fee waiver. As stated, documents shall be furnished without any charge or at a charge reduced below the
fees established, where the requester has demonstrated that;

(1) disclosure 1s in the public interest because it is likely to contribute significantly to public
understanding of the operations or activities of the government, and

(2) disclosure is not primarily in the commercial interest of the requester.

Your request for a fee waiver stated that your request “is likely to contribute significantly to public
understanding of the operations or activities of the government™ but did not ¢laborate as to how. In order
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to qualify for a fee waiver under (1) vou must demonstrate why the disclosure 1s in the public interest,
[State what was requested and why it doesn 't meet the requirement]. Additionallv, you must demonstrate
under (1) that your request “contributes significantly™ to the public understanding. [What was requested
and why did doesn’t meet the requirement]. Since you have not met the necessary requirements for a fee
walver, we are denyving yvour fee waiver request.

Due to our denial of your request for a waiver of fees and in accordance with Department of Homeland
Security Regulations (6 C.F.R. § 3.3(c)). vour request 1s deemed to constitute an agreement to pay any
fees that may be chargeable up to $25.00.

In the event vou wish to appeal this determination, vou may write to the USCIS FOIA/PA Appeals
Office, 150 Space Center Loop, Suite 500, Lee's Summit, MO 64064-2139, within 60 days of the date of
this letter. Both the letter and the envelope should be clearly marked "Freedom of Information Act
Appeal "

[Track I Use this time extension language] Because of unusual circumstances we may not be able to
process your request within the statutory time limit, therefore, 1t will be necessary to extend the time limit
for processing by ten working days due to the need to search for and collect the requested records from
ficld facilities or other establishments that are separate from the office processing the request. Regardless
of any delay, your FOIA/PA request will be complied with as accurately as possible.

[Track 2 Use this time extension language] Because of unusual circumstances we may not be able to
process vour request within the statutory time limit, therefore, it will be necessary to extend the time limit
for processing bevond the ten working day extension period due to the need to search for and collect the
requested records from field facilities or other establishments that are separate from the office processing
the request. You may wish to modify vour request so that 1t can be processed wathin the statutory time
limit or arrange an altemative time period with our office. Regardless of any delay, vour FOIA/PA
request will be complied with as accurately as possible.

This office will be providing your records on a Compact Disc (CD}) for use on vour personal computer.
The CD 1s readable on all computers through the use of Adobe Acrobat software. A version of Adobe
Acrobat will be included on the CD. Your records can be viewed on vour computer screen and can be
printed onto paper. Only records 15 pages or more are eligible for CD printing. To request your
responsive records on paper, please include your control number and write to the above address Attention:
FOIA/PA Officer, or fax them to (816) 330-3785.

You may check the status of your FOIA request online, at www uscis gov. Click on "FOIA Request
Status Check" located on the left side of the web page under "Other Services", and follow the instructions.
Please be aware that the National Records Center no longer accepts FOIA/PA related questions directly
by phone.

All FOIA/PA related requests, including address changes, must be submitted in writing and be signed by
the requester. Please include the control number listed above on all correspondence with this office.
Requests may be mailed to the FOIA/PA Officer at the PO Box listed at the top of the letterhead, or sent
by fax to (816) 350-3785. You may also submit FOIA/PA related requests to our e-mail address at
uscis_fola@uscis.dhs.gov.

Sincerely,

AILA Doc. No. 16102838. (Posted 10/28/16)
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il A.‘-Eé.gleston
Director, FOIA Operations
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

Date Control Number

Name
Street Address
City Street

FIRM COMMITMENT TO PAY FEES TEMPLATE

Dear Requester Name:

This 13 a response to yvour Freedom of Information Act/Privacy Act (FOIA/PA) request received in this
office on DATE, relating to:

“Vacancy/What the request is for.”

We have obtained a fee estimate to search for and collect the requested vacancy announcement(s) records.
The estimated fees for this FOIA request are:

Search Fees = $XXX.00.
(Search fees have been calculated according to 6 C.F.R. § 5.11(c))

Because anticipated fees exceed $25.00, we are notifying vou pursuant to 6 C.F.R. § 5.11(e) that before
we proceed with your request we must receive from vou a firm commitment to pay the estimated total fee
amount ($XXX 00), The firm commitment to pay must be memorialized by you in writing and received
by this office within 30 days from the date of this letter {Date). Failure to provide the requested
commitment within the allotted time frame will result in vour request being adnumistratively closed.
Please note your control number with any correspondence vou send.

If vou wish to modifv your request please state such and a new fee estimate will be provided.

Sincerely,

IR
. ", o, &

Jill A. Eggleston
Director, FOIA Operations
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
GENERAL MEMO TEMPLATE Services
Date Control Number
MEMORANDUM FOR:
Namg
Agency
Address
FROM: Jill A. Eggleston

Director, FOIA Operations

Subject: Control Number
[Your Message]

You may direct any questions about this request to Roger Andoh at (816) 350-3363 or [Your Name] at
[Your contact info).
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

OTO LETTER TEMPLATE

Date
Case Number
Address

Ths office has recerved a Freedom of Information Act (FOIA) request (Request information)

The FOIA requires the release of records held by the govermnment except for any portions permitted to be
withheld under varipus exemptions recognized by the FOIA .

Because vou are the submutter of the requested documents and the documents contain business
information we are giving vou an opportunity to review the information we propose to disclose. Please
review the attached records and our withholdings. After your review, inform us of any additional portions
of business information in the documents you believe should be withheld under the exemptions provided
by the FOIA by bracketing the information on the attached records, We request that you provide
justification for withholding any information that you believe should not be disclosed. Assertions that “all
information was submitted in confidence must be denied™ are not adequate justification for denial.
Remember any information already released via the INTERNET or to the public cannot be withheld.

We have found that it is often possible to make reasonable deletions in accordance with the spirit of the
FOIA, which are acceptable to both you and the requester. If that is not possible in this case, we shall
then determine whether withholding the infonnation vou specifv, in whole or in part, is defensible under
the FOIA.

Due to the bnef response time allowed by the FOIA, we must have your comments in writing no later
than 20 business days from the receipt of this letter at the above address, your information

I vou have any questions, please contact your information

Sincerely,

.........

Jill A..I.Eéglcston
Director, FOIA Operations
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

[Date] [Control Number]
[Name of Records Submitter
Street
City]
NOTICE OF INTENT TO DISCLOSE TEMPLATE
Dear [Name]:

Reference 1s made to the notice of request letter sent to you on [Date] which informed vou of the receipt
of a Freedom of Information Act request for documents relating to the [OTO subject matter].

The requested documents have been reviewed by this office and after careful consideration of your
arguments for withholding; certain information will be disclosed to the requester based on the inability to
protect portions of the requested information under the FOIA.

Information to be disclosed is as follows: [state what will be released]

Exemption 4 of the FOIA protects “trade secrets and commercial or financial information obtained from a
person that is privileged or confidential ™

The documents above are subject to disclosure because they have been previously released in the public
domain or the release of the document will not cause any competitive harm. For example, [state
supportive examples]. Based upon these facts the documents listed above can no longer be considerad
privileged or confidential and cannot be protected from disclosure under exemption 4. Unless action 1s
initiated to enjoin the agency, the information will be released to the requester 13 days from the date of
this letter.

Sincerely,
R

Jill A Eggleston
Director, FOIA Operations
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L5, Department of Hemeland Sevuvity
National Records Center

F.O. Box 648010

Lee's Summit, MO 64064-8010

U.S. Citizenship
and Immigration
Services

FINAL ACTION LETTER TEMPLATE

[Date] [Control Number]

[Name
Street

City]

Dear [Name]:

This 1s in response to your Freedom of Information Act/Privacy Act (FOIA/PA) request received in this
office [Date], regarding [What Was Requested].

We have completed the review of all documents and have identified XXX pages that are responsive 1o
your request. Enclosed are XXX pages released in their entirety, and XXX pages released in part. We
are withholding XXX pages m full. In our review of these pages, we have determined that they contain
no reasonably segregable portion(s) of non-exempt information. Additionally, we have referred XXX
pages in their entirety to the [Agency Name] for their direct response to yvou. We have reviewed and have
determined to release all information except those portions that are exempt pursuant to 5 U.S.C. § 552
(bX2), (bX4), (b)(5). (b}6), (bUTHC), and (BH7HE) of the FOIA.

Q Exemption (b)(2) as applied by USCIS protects predominantly information related to agency
personnel rules and practices.

o Exemption (b)(4) protects trade secrets and commercial or financial information that is privileged
or confidential. The types of documents and/or information we have withheld may consist of unit
pricing, business sales statistics; research data; technical designs; customer and supplier lists;
profit and loss data: overhead and operating costs; and information on financial condition.

0 Exemption {(b)(5) provides protection for inter-agency or intra-agency memoranda or letters,
which would not be available by law to a party other than an agency in litigation with the agency.
The tvpes of documents and/or information we have withheld under this exemption may consist
of documents containing pre-decisional information, documents or other memoranda prepared in
contemplation of litigation, or confidential communications between attornev and client.

O Exemption (b)(6) permits the government to withhold all information about individuals in
personnel, medical and similar files where the disclosure of such information would constitute a
clearly unwarranted invasion of personal privacy. The tvpes of documents and/or information we
have withheld may consist of birth certificates, naturalization certificates, drivers” licenses, social
security numbers, home addresses, dates of birth, or various other documents and/or information
belonging to a third party that are considered persenal.

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

3939



Page 2

a  Exemption (b)(7)C) provides protection for personal information i law enforcement records,
which could reasonably be expected to constitute an unwarranted invasion of personal privacy.
We have withheld information relating to third-party individuals. The tvpes of documents and/or
information we have withheld could consist of names. addresses, identification numbers,
telephone numbers, fax numbers, or various other documents that are considered personal.

a Exemption (b)(7E) provides protection for records or information for law enforcement purposes
which would disclose techniques and procedures for law enforcement investigations or
prosecutions, or would disclose guidelines for law enforcement imvestigations or prosecutions if
such disclosure could reasonably be expected to risk circumvention of the law. The tvpes of
documents and/or infonmation we have withheld could consist of law enforcement systems
checks. manuals, checkpoint locations, surveillance techniques, and various other documents.

In accordance with Department of Homeland Security Regulations (6 C.F R. § 3 4(a)), USCIS uses a
“cut-off” date to delineate the scope of a FOIA request by treating records created after that date as not
responsive to that request. Therefore, in determining which records are responsive to your request, we
included only records m the possession of this agency as of [Date], the date we began the search for
records.

The enclosed record consists of the best reproducible copies available. Certain pages may contain marks
that appear to be blacked-out information. If so, the black marks were made prior to our receipt of the file
and are not information we have withheld under the provisions of the FOIA or PA.

If vou wish to appeal this determination, vou may write to the USCIS FOIA/PA Appeals Office, 150
Space Center Loop, Surte 500, Lee's Summit, MO 64064-2139, within 60 days of the date of this letter,
Both the letter and the envelope should be clearly marked "Freedom of Information Act Appeal "

The National Records Center does not process petitions, applications or any other type of benefit under
the Immigration and Nationality Act. If vou have questions or wish to submit documentation relating to a
matter pending with the burcau, you must address these issues with vour nearest District Office.

All FOIA/PA related requests, including address changes, must be submitted in writing and be signed by
the requester. Please include the control number listed above on all correspondence with this office.
Requests may be mailed to the FOIA/PA Officer at the PO Box listed at the top of the letterhsad, or sent
by fax to (816) 350-3785. You may also submit FOIA/PA related requests to our e-mail address at
uscis_foia@uscis.dhs.gov.

Singerely,

lill A Eggleston
Director, FOIA Operations
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Project Leadership Team

: Agylum Division
Quality Assurance And Training
Asylurn Operations

Resource tnfo Center
Arfington Asyium Office
Chicago Asylum Office
Houston Asyium Office

Las Angeles Asvium Office
Miarni Asylum Qffice

Mewark Asylurn Office

New York Asylum Office

San Franciseo Asytum Office
. International Operations Div
Bangkok District Office

Hang Kong Subgffice

Manila Philippines Suboffice
Seou] Korea Suboffice
Singapore Subofice

Ho Chi Winh City, Vietnam So
Tokyo. Japan

Guangzhou, China

Baijing, Ghina

Mew Delh: India Subcfiice
Mexico City District Office
Port-au-prince Haill So
Konterrey Suboffice

Tijana Mexico Suboffice
Ghidad Juarsx Suboffice
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San Domingo, Dominican Rep So
Kingston, Jamaica

Panama City, Panama
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San Saivader, El Saiador
Quito, Ecuador

Lima, Perd

Rome District Office

London England Suboffice
Athens Greece Suboffice
Frankfurt Germany Suboffice
Vienna Austria Suboffice
Nairabi Kenya Sutwoffice
Woscow Russia Subofiice
Johannesburg, South Africa
Accra Ghana

AILA Doc. No.

FRERR

04
04
04
04
04
04
04
04
04
04
04
04
04
04
04

Agey Lev Ley Lev

20
20
20
20

pz0e D2

Puge ~ of 2

16102838.

U.5. Citizenship & Immigration Services
FY 2011 Organization Code Structure

Y

a0

a6

L

o)
o
0
6o
0o
00
0o
a0
g0
0o
00
00
00
00
00
0o
00
GO
0o
0
0o
ad
0
00
50
oo
g0
00

ac |

0G

oG |

00
00
00
a0
a0
00
00
G0
G0
#13]
GO
00
(0
00
(Q
00
a0
&0
00
G0
00
¥4
00
00
09
B
G50

Tops

Lev Lev Lev Lev Budget]

MEX,
MEX
MEX
MEX
RiT
RIT
RIT
RIT
RIT
RIT
RIT
RIT
IRIT

(Posted 10/28/16)

Tops
ESP
Star

l CEC  |Team

ted g

3942



U.S. Citizenship & Immigration Services Tops
FY 2011 Organization Code Structurs Tops  ESP
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Dudy Post Fishkill, Ny Cl 05 30 0030 64 00 00 00 cou  {eou 4
Dy Post Wackenhut Ny Ch05 30 0039 O% 0G GO Q0 0oy HoOU 4
Duly Post Swanion Vi Cl 05 30 0040 4t 00 DO 00 fiCOU  liCoU 4
Duty Past; Hasdford, G} Ct 05 30 0040 02 00 00 00 fCOu  jjCou 4
Ligin & Leg Adve Staf Bali Md CGlooD9 30 (ob0 a0 ab o0 00 jCou  COU 4
Bruty Post York Pa Gt 05 30 0080 ©1 a0 G0 00 jcou COU 4
Ligtn & Leg Adve Staf San Juan ¢ 05 30 0070 00 00 00 00 fiCou  j|Cou 4
Ligts & Leg Adve Staf Wash Do G DS 30 G080 H0 Q0 ot 00 §oou cou 4
Duty Post Alexandria Va Ci 05 30 G080 @1 00 00 QU jCcou COu 4
iigtn & Leg Adve Stal Atlanta CF 05 30 0080 900 OO0 0O 00 jCCU cou 4
Duty Post. Memphis, Tn €1 05 30 G080 901 Q0 00 08 Cou COuU 4
Ligin & Leg Adve Staf Cleviand Ct 05 30 0100 00 00 00 00 #ccu  leou 4
Ligtn & Leg Advc Staf Datroit Ci 05 30 Ooft0 00 00 G0 00 jCou  {Cou 4
Ligtn & Leg Adve Staf Miami Fi Cf 05 20 0120 00 00 00 00 jCOuU  jcou 4
Duty Past Bradenton FI 205 30 o120 M QD G0 Q) jJcou  (COU 4
Duty Post Orando Fi Gt 08 30 0120 02 00 G0 DO jIcOu  {ICOU 4
Duty Post Qakdale La Cl 06 30 30 o1 0D 00 00 jcou  HCOU 4
Duty Post Memphis Tenn G 05 30 0130 02 00 00 DO joouU  HCOU 4
Off Regal: Gnst Cntrl Rega Off - CGE 05400000 00 (00, 00 00 JCOU. Cot: 4
Ligtn & Leg Advc Staf £l Paso Ct 05 40 0010 G0 00 D0 0D {ICOU  jCoUu 4
Cuty Post £ Paso Tx Ch0s 40 00310 M1 00 00 00 fICou  Ieou 4
Duty Post Marfa Texas Gt 05 40 0010 02 00 00 00 jcou  {foou 4
Litgin & Leg Adv St S Antoinin €1 05 40 0020 o0 00 OC 00 pCou COU 4
Daty Past San Antonia Tx Ci 056 40 0020 0t 00 ©0 00 jCou jCou 4
Duty Pout Laredo Texas Ch 0S5 40 0020 02 0D 00 00 fCOU  HCOU 4
Duty Post Houston Tx 05 40 0030 0F 00 00 06 pCou COU 4
Budy Post Hunisville Texas Ci 05 40 0020 02 O0 0D 00 jcou Ol 4
Ligin & Leg Adv Staff Dallas Ct 05 40 0040 00 00 00 00 [COU  jCou 4
Ligin & Leg Adv Staf Hardingen Cl bE 40 0080 00 00 00 00 ECou SO 4
Duty Post Moalfen Tx Ch 05 40 0050 01 00 00 00 fcou fcou 4
Outy Post Lincaln Ne Cl 05 40 0050 02 Q0 00 00 jCOU jHCOU 4
Ligin & Leq Advc Staf Chicagn Gl 05 40 0060 00 00 o0 o0 [COU  jjcou 4]
Ligin & Leg Advc Staf Ko Gl 05 40 0070 00 00 04 0O FCOU  {ICou 4
Ligin & Leg Advc Staf (maha Ne Cl G5 40 0475 00 00 &6 00 [COU  HCOU 4
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1.5, Citizenship & immigration Services Taps

FY 2011 Organization Code Structure Tops  ESP
1512010 Star
Agey Lev Lev Levy Lev Lev Lev Lav Budget
fmaximum 30 chatacters) . Code 2 3 4 5 & 7 84 10cl OFC [eam
“Llgtn & Lag Adve Siaf St Paul ' Ci 05 40 008D 00 00 €O 00 jCOU  lcou T4
Ligin & Lag Adv Staf Helena Mt Ctoo05 40 0090 00 00 00 00 fCOU oDl 4
Lighh & Leg Adve Staf Denver Ct 05 40 0100 00 g0 Q0 G0 [[Cou  ([Cou 4
Central Reg Cosi, Twin Citias Ct 0% 43 0118 00 00 Q0 00 CQuU ool 4
Pty Post Twin Cities Mn o 0h 43 of10 OF 00 Q0 00 [COU  jlCou 4
Off Regnl Crisl Wstri Rogn OF .. b 05 50 0000 DG .98 T80 00 [cou. ooy - 4
Lighn & beg Adve Staf San Fran Gl D5 B0 010 20 00 QD DO fCOU ICou 4
Duty Past San Francisco Ca G005 50 o019 01 o0 00 00 QY jcou 4
futy Post Sacramento Ca Cl 05 50 0010 02 00 0G 00 §COU  jcou 4
Ligtn & Leg Adve Staf Monolulu Cl 05 50 9020 96 00 B0 00 §CCU  {GOU 4
Ltgta & Leqg Adv Staf Los An Ca Gl 05 50 0030 00 00 40 00 jCou  EGOU 4
Buly Pos] Los Angeles Ca Cl 08 50 0030 91 {0 00 08 jCGU  [COu 4
Ligtn & Leg Adve Staf Phoenix Cl 05 80 0040 00 00 00 04 jCou  joou 4
Duty Post Florefice. Az €l 05 50 0040 01 00 00 OO [COU JCOU 4
Duty Pos! Eloy, Az Ci 05 50 0040 02 00 00 00 [COU  {COouU 4
Duty Post Tucson Az CHoo0s 50 0040 03 00 00 00 HCOU  fICOU 4
Duty Post; Las Vegas, Nv 1 65 53 Lo4B 04 00 GO 0D [COU ficou 4
Ligln & Leg Adve Staf S Diego Ct 05 50 0050 00 G0 00 DO jCOU  {ICOU 4
Duty Post San Diego Ca i 05 60 pOSG 01 00 00G 00 jCOU  [ICOoU 4
Duly Post Bl Centro Ca €t 05 60 0050 02 00 00 00 jCQU  yCcou 4
Ligtn & Leg Adv Stf Anchorage Cl 05 80 0083 DO D0 00 00 JCOU  HCOU 4
Ligin & Leg Ady S Porlland O G 05 60 007G 00 00 00 00 JCOU  3COU 4
Ligin & Leg Adve Sif Scattle Cl 95 53 0086 00 OC 03 00 [COU jCoU 4
Duty Post Seattle Wa Cl 05 50 0080 01 €0 00 00 JCOU fcou 4
9. WJE D R .:3 PFOU R LIE] 1 HY Hi F 2z
CPolicy Bivdston . T ool 000 OPP - IORR 2
-Evaluation And- Research Bw E 9803 O HORR - OPP 2
plernrise ¥ i 131 3 )
‘Verificalion Dmsu;ﬂ;. PL T RIS 9T 020 D008, 0800 - 00 007 VER CUUNVER 4
Save Program Branch Gl 97 20 010 00 00 G0 06 [VER IVER 4
lrimigration Status Verifier Section Clooo7 20 0400 10 00 60 00 |VER  IVER 4
Los Angeles Save isv Q7 20 0400 10 0 GO 00 |VER VER 4
Sant Francisco Save Isv Cl 07 26 0100 10 20 Q0 00 VER HVER 4
Buffalo Save lsv Clo 47 20 100 10 30 Q0 00 {VER HVER 4
Daltas Save lsv Ch 0¥ 20 €100 10 40 DO 00 {VER JVER 4
Nyc Save Isv Ct 07 26 0100 10 5¢ o0 00 yVER VER 4
Real Id Branch Ct 07 206 0100 20 o0 00 00 VER  PVER 4
Nebraska Senvice Cenler Ch 07 20 0160 50 g0 o0 00 {VER jVER 4
£ - Verify Program Branch Ch 07 20 0200 00 00 00 00 JVER HVER 4
Compliance Section Choop7 20 Hzop 10 40 00 o |VER VEH 4
Meritoring Section CHoo07 20 0200 20 00 00 0O IVER  VER 4
Quireach Section Gt 07 20 0200 30 00 00 00 |VER JVER 4
Immigraiion Staius Venofier Section Ct 07 20 0200 40 Q¢ 00 00 {VER |VER 4
Los Angales Isv Ch 07 20 0200 40 10 00 00 JVER BVER 4
Buffalo fsv Ct  OF 20 0200 40 20 00 00 @WER |VER 4
Dallas isy Ct 07 20 0200 40 30 00 00 IWER JVER 4
Nyc Isv Ct gr 20 0200 40 40 00 00 [WER VER 4
Nebraska Service Center 720 00
Recorils & nformation Wanagement g 80,
07 60 00 00 00 00

National Records Center
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4.5, Citizenship & Immigration Services Tops
FY 2011 Organization Code Structure Tops  ESP
Star
Agey Lev Lov Lev Lev Lev Lsv Lev Budget
{maximar 30 characters) Code 2 3 4 5 & 7 8yL0C| OFc [Team
Admiriistration Section Cl 07 83 00 10 B0 o0 00 BNRC  |NRC ' 3
Records Operations Division Gl 07 80 010 20 00 00 00 ENRC  INRC 2
information And Freld Services Division Gl 0F 60 0100 30 00 00 00 INRC  JNRC 2
information Liaision Branch Gl 07 80 OHO0 30 10 DO 40 BNRD JNRC 2
{ase Resolution Branch Gl 07 B0 000 30 20 00 00 §NRC  NRC 2
Foia Operations Division Gl 07 60 0100 40 00 00 00 JNRC INRC 2
Harrisonburg File Slorage Facility €I 07 &80 0100 50 00 00 00 INRC  INRC 2
Foia Program Division Cl 07 60 0100 8¢ 08 00 00 JNRC  {NRC 2
Cifice OF Hecords Gl 87 60 0200 DG Q0 00 00 {R
Records Operabions Branch Gt 07 &6 0200 0 00 Do 00
Records Search & Information Section Cloor 80 0200 10 10 OC OO
Foficy And Bmplemenialtion Branch Cl 67 80 Q200 20 Q0 0O OO0
Policy Section Gl 07 60 0200 20 10 G0 Q0
Mission Support Branch Ci 07 60 0200 36 00 a0 00
Elacironic Records Branch Giog7 60 0200 40 DO 00 QO
Bystems Services Saction Cf 07 60 (200 40 10 (O 00
Digitization Section Gl 7 68 G200 40 20 G0 00
iail Management Ci 07 60 (200 53 0D 00 00
Mail Management Section G 07 60 0200 50 1 00
Historical Records And Archives Branch 107 B0 Q200 80 o0 00 GO
Genealagy Section Cooor 60 {200 80 10 0D G0
' G 0T 70 - 00 08 00 00

Appesis Fraud Branch Cl
Branch 1 Gl
Branch 2 Ct
Branch 3 Ch
Branch 4 Gi
Branch 5 il
Branch 6 Ct
Branch 7 !
) L2 Bns 3
Quirgach Section 081
Programs Section G
Satiledn . AHans

R ONeratin tiraniorata
" Ofc.0f The Dir, Nafl Benef Cte . . . . o+ €
Adiudications Division i
Visas Branch Ci
Legalization Branch G
Records Divisicn Ci
{nformation Technology Div G
Customer Relaticns o
Maznagement Division Gt

Hortheast Regionai Gilice

Operations Branch Ci
Disirict 1 Ci
Buoston Ma Field Office ¥

09
09
09
09
09
09
09
09

12
12

Tar

17
17
17
17
17
17
17

0

01 go 00 00 00 :
02 0000 00 00 00 00 {AAD  {ARAC
W 0000 00 0D 0D 00 HAAD  AAD
2 0000 00 0D 0D 00 JAAD  [IAAD
30 0000 00 00 00 00 [AAQ  [AAD
46 0000 OO 00 00 GO0 HAAD  [RAD
50 0000 06 00 0D 00 §AAO  [AAD
80 0000 GO 00 00 00 §ARO  [iAAD
70 0000 00 G0 OD 00 JAAO  fAAD
L Hit ks ol Wk 1:3 gt 3 )

10 0000 0O 0G 00 O HOFC [iOFC
20 0000 00 00 00 U0 [[OFC JOFC
(%) Fil3isaedal) | 3%) 3 i P13 HEls
il Eribd: DA al [Jt) ) )] » o
(1) E} 435 1dd] it EiL 1] » B
'40.°0300,00. 00'00 -08 INBC *NBC
4G 0100 01 90 00 00 [MNBC NBC
40 0100 01 10 060 00 [NBC ENBC
40 0100 91 20 00 00 [NBC INBC
4) 0106 ©2 G0 00 00 {NBC |NBC
40 0100 03 G0 00 00 {NBC  |NBRC
40 0100 04 GO 00 UD INBC NBC
40 0100 05 00 00 00 fNBC INBC

17 46 9200 00 00 00 00 MER] HMER

17 40 0200 0O 10 00 00 JNER NER

17 40 0205 00 00 00 00 D01 OO

17 40 0205 ©1 00 OO 00 jBOS |80S
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3 s U.S. Citizenship & Immigration Services Tops
> &,é“ FY 2011 Organization Code Structure Tops  ESP
o 12115/2010 Star
Agcy Lev Lev Lev Lev Lev Lev Lev Budget _
(maximum 30 characters) Code 2 3 4 5 B 7 8] roc| OFC [Team
Providence Ri Field Office Cl 17 40 0205 02 00 00 OO 91
Portland Me Field Office Cl 17 40 0205 03 00 00 0O 1
Manchester Nh Field Office Cl 17 40 0205 04 00 00 0O 1
Lawrence Field Office Cl 17 40 0205 05 00 00 Q0 1
District 2 Cl 17 40 0210 00 00 0O 00 1
Buffalo Ny Field Office €l 17 40 0210 01 00 OO OO 1
Syracuse Ny Fso Cl 17 40 0210 01 10 00 00 1
Albany Ny Fiel Office Cl 17 40 0210 02 00 00 QO 1
Hartford Ct Field Office Cl 17 40 0210 03 00 OO 0O 1
St Albans Vit Field Office ¢l 17 40 0210 04 00 00 00 1
District 3 €l 17 40 0295 00 00 0O 00 1
New York Cily Field Office Gl 17 40 0215 1 00 00 00 1
Meo Language Services Section Cl 47 40 0215 01 10 00 0OD 1
Garden City Nj Field Office Cl 17 40 0215 02 00 00 0O 1
Long Island Field Offica Cl 17 40 0215 03 00 00 QD 1
Queens Field Office Cl 17 40 0215 04 00 00 0O 1
District 4 Cl 17 40 0220 00 OO 0O Q0 1
Newark Nj Field Office Cl 17 40 0220 01 00 00 00 1
Mt Laura! Nj Field Office Cl 17 40 0220 02 00 00 OO 1
District § Cl 17 40 0225 00 00O OO OO0 1
Philadelphia Pa Field Office Cl 17 40 0225 01 00 0D 00 1
Dover De Fso Gl 17 40 0225 01 10 Q0 QO 1
Pittsburgh Pa Field Office Cl 17 40 0225 02 00 00 QO 1
Charleston Wv Fso Cl 17 40 0225 02 10 00 OO0 1
District 6 Cl 17 40 0230 00 OO 0D 0O 1
Baltimore Md Field Office Cl 17 40 0230 01 00 00 O©O 1
District 7 Cl 17 40 0235 00 00 09 OO0 1
Fairfax Va Field Office Cl 17 40 0235 01 00 00 0O 1
Nerfolk Va Field Office Cl 17 40 0235 02 00 00 00 1
Southeast Regional Office 17 40 0300 00 00 00 OO0 4
Operations Branch Cl 17 40 0300 00 10 Q0 OO0 4
District 8 Cl 17 40 0305 00 00 0C OO 4
Alianta Ga Field Office Cl 17 40 0305 01 00O ©0O OO0 4
Birmingham, Al Fso Cl 17 40 0305 01 10 00 00 4
Charlofte Nc Field Office Gl 17 40 0305 02 00 QO 0O 4
Charleston Sc Field Office Cl 17 40 0305 03 00 00 OO 4
Greer 5S¢ Fso Cl 17 40 0305 03 10 G0 GO 4
Raleigh Nc Fietd Otfice Cl 17 40 0305 04 00 0D 00 4
District 8 Ci 17 40 0310 €0 00 00 0O 4
Miami Fl Field Office Cl 17 40 0310 01 00 0D OO 4
Chariotie Amnalie Vi Field Office Cl 17 40 0310 02 00 00 OO 4
St Croix Vi Fso Cl 47 40 0310 02 10 00 00 4
San Juan Pr Figld Office Cl 17 40 0310 03 00 0D 00 4
Hisleah Field Office Cl 17 40 0310 04 00 00 OO 4
Kendal! Field Office Cl 17 40 0310 05 00 00 OO 4
Oakland Park Field Office Cl 17 40 0310 06 00 00 00 4
District 10 Cl 17 40 0315 00 00 00 OO0 4
Tampa Fl Field Office Cl 17 40 0315 01 00 00 00 4
Jacksonville Fi Field Office Cl 17 40 0315 02 00 00 OO0 4
Oriando F| Field Office Cl 17 40 0315 03 00 00 00 4
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maximum 30 characters)

West Palm Beach F! Field Office

District 11
New Ogeans La Field Office
Jackson Ms Fso
Ft Smith Ar Field Office
Memphis Tn Field Office
Nashville Tn Fso

Central Regional Office
Operations Branch
District 12
Detroit Mi Field Office
District 13
Cileveland Oh Field Office
Cincinnati Oh Field Office
Columbus Oh Field Office
Louisville Ky Fietd Office
Indianapalis In Field Qffice
District 14
Chicago Il Field Office
Milwaukee Wi Field Office
District 15
Kansas City Mo Field Office
Wichita Ks Fso
St Louis Mo Field Office
Omaha Ne Field Office
Des Moines |a Fieid Cffice
St. Paul Mn Field Office
Sioux Falis Sd Fso
Fargo Nd Fso
Duluth Mn Fso
Rapid City Sd Fso
District 16
Dallas Tx Fiald Office
Lubbock Tx Fso
Oklahoma City Ok Field Office
District 17
Houston Field Office
District 18
San Antonio Tx Field Office
Eagle Pass Tx Fso
Laredo Tx Fso
Austin Tx Fso
Albuquerque Nm Field Office
El Paso Tx Field Office
Harlingen Tx Field Office
District 19
Denver Co Field Office
Casper Wy Fso
Grand Junction Co Fso
Salt Lake Ut Field Office

121512010

Agcy Lev Lev Lev

Code 2 3 4 5 6 7 s8] Loc
Cl 17 40 0315 04 00 00 00 |WPB
Cl 17 40 0320 00 00 00 00 |D11
Cl 17 40 0326 01 00 00 00 [NOL
Ct 17 40 0320 01 10 00 00 {NOL
Cl 17 40 0320 02 00 00 00 |FSA
Cl 17 40 0320 03 00 Q0 OO0 [MEM
Cl 17 40 0320 03 10 00 00 [MEM
Cl 17 40 0400 C0 60 00 00 CRO
Cl 17 40 0400 00 10 00 00 [[CRO
Cl 17 40 0405 00 00 00 00 [D12
Cl 17 40 0405 01 00 00 00 [DET
C! 17 40 0410 00 00 00 00 D13
Cl 17 40 0410 01 00 00 G0 [[CLE
Cl 17 40 0410 02 00 00 00 [[CIN
Cl 17 40 0410 03 00 60 00 [[CLM
Cl 17 40 0410 04 00 00 00 [LOU
Cl 17 40 0410 05 00 00 00 [INP
Cl 17 40 0415 00 00 00 00 (D14
Cl 17 40 0415 01 00 00 00 [CHI
Cl 17 40 0415 02 00 00 00 [jMiL
Cl 17 40 0420 0D 00 GO 00 {D15
Cl 17 40 0420 0f 00 G0 00 [KAN
Cl 17 40 0420 01 10 00 00 {KAN
Cl 17 40 0420 02 00 00 00 |STL
Cl 17 40 0420 03 00 00 GO0 [OMA
Cl 17 40 0420 04 00 00 CO [[DSM
Cl 17 40 0420 05 00 00 00 [[SPM
Cl 17 40 0420 05 10 00 00 (SPM
Cl 17 40 0420 05 20 00 00 (SPM
Cl 17 40 0420 05 30 00 00 [SPM
Cl 17 40 0420 05 40 00 00 ([SPM
Cl 17 40 0425 0D 00 00 00 (D16
Cl 17 40 0425 01 00 00 00 (DAL
Cl 17 40 0425 011 10 00 00 [[DAL
Cl 17 40 0425 02 00 00 00 [OKC
Cl 17 40 0430 00 @0 GO 00 |D17
C! 17 40 0430 01 0D 00 00 [HOU
Cl 17 40 0435 00 00 00 00 {D18
Cl 17 40 0435 01 00 00 00 {SNA
Cl 17 40 0435 01 10 00 00 (SNA
Cl 17 40 0435 01 20 00 00 [SNA
Cl 17 40 0435 01 30 00 00 (SNA
Cl 17 40 0435 02 00 00 00 fABQ
Cl 17 40 0435 03 00 00 Q0 (ELP
Cl 17 40 0435 04 00 00 00 [HLG
Cl 17 40 0440 00 00 00 0O (D19
Cl 17 40 0440 01 00 00 0O [DEN
Cl 17 40 0440 01 %0 00 00 |DEN
Cl 17 40 0440 01 20 00 CO [DEN
Cl 17 40 0440 02 00 00 00 [SLC
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D16

DAL

LUB

OKC

017

HOU
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LTX

AUS

ELP

HLG

D19

DEN

CAS

GJC

IsLe

ol L L E S [N T B B T EN ] L TN E [ G S L L CS G S R S L (M N T L T T L N LN S L L T T L LR [ L T PN P PN E S NSNS

3947



1.8, Citizenship & immigration Services Tops

FY 2011 Organization Code Structure Tops  ESP
1211512010 Star
Agey Lev Lev bLev bLev Lev Loy Lev Budget

{maximum 30 characters) Code 2 3 4 5 & 7 BHIiOC | OFC [Team
Helena fk Fiekd Office Ci 17 40 0440 03 00 00 00 JHEL  BHEE 2
Boise I Field Olfice G117 40 0440 Q4 00 GO 00 §BG 301 2
tdaha Falls 1d Fso Cl 17 40 0440 04 10 00 00 IR i 2
Woestern Regionat Office G 47 45 9500 B 00 0D OOF WRO WRO 4
Operations Br Cl 17 40 0560 00 10 00 00 BARG [WRO 4
Dristrict 20 Cl 19 40 0805 00 00 00 00 D20 D23 4
Seaitle Or Fiefd Office Ct 17 40 0505 O1 O0 00 00 HSEA  [SEA 4
Yakima Wa Field Office CL 17 40 0505 02 40 0C DD {vaK YAK 4
Spckane Wa Field Dffice Ct 17 40 0505 03 40 00 00 gSPQ [P0 4
Ancharage Ak Field Office Ci 17 40 95058 Q4 D0 00 00 HANC  JANC 4
Porttand Or Field Office Cl 47 40 0505 05 00 QD g0 JPQO  HPOO 4
Bisinct 21 Gl 17 40 0510 00 00 00 00 {D21 D21 4
San Francisco Ca Field Office Cl 17 40 0510 ¢1 G0 G0 90 §SFR SFR 4
San Josa Ca Field Office Gl 17 40 0510 £2 00 00 00 jISNJ SNJ 4
District 22 i 17 40 0515 00 09 00 90 [D22 Di2 4
Sacramentn Ca Fiald Office Gl 17 406 0515 01 00 0O OD §SAC SAC 4
Fresno Ca Field Cffice Cl 17 40 0515 02 00 00 00 [FRE FRE 4
District 23 Cl 17 40 (52¢ 00 00 00 00 [ID23 023 4
Los Angeles Ca Field Office i 17 40 0520 O1 OO 0D G 11_08 1os 4
Cast Las Angeles Field Support Office Ct 17 40 0520 01 31D 90 00 |LOS LA 4
San Bernardino Ca Field QOffice Of 17 40 0820 02 0D 90 DO |[SBD  ISBD 4
El Monte Ca Field Office Cf 17 40 0820 04 00 00 D) jjELM ELM 4
Santa Ana Ga Field Office 47 40 DR20 05 00 00 0D ISAA SAA 4
San Fernando Valley Field Office Cho37 40 0520 06 00 GO 00 §SFY S 4
District 24 Gl 17 40 0525 o0 00 GO GO x4 D24 4
San Diego Ca Field Office G 17 49 0525 91 00 00 00 ISND ISHD 4
Impenal Vaiiey Ca Fso Cl 17 40 0525 01 10 00 Q0 #SNO P 4
Chula Vista Ca Field Office Ct 17T 40 0828 02 40 00 00 JCVWC  #0VG 4
{Jistrict 25 €l 17 40 0830 0D 00 00 00 {D25 D25 4
Phoenix Ar Field Giffice i 17 40 0530 01 GO DG QD ([PHO PHO 4
Phoenix Life Bidg Fso Ci 17 486 0530 01 10 00 Q0 |[[PHG {PHL 4
{.as Vegas Ny Field Office Ci 47 406 0530 02 00 0¢ 00 jkVvG VG 4
Reno My Figld Office G 17 40 0530 03 00 00 00 [[REN  IREN 4
Tucson Az Field Ofiice Ci 17 486 0630 04 080 00 OG0 {7UC  |TUC 4
District 26 ¢l 17 40 0535 D0 00 00 00 |b2s 026 4
Honoiuly Hi Fisld Office ¢l 17 40 0535 01 00 40D 00 j[HHW [HHW 4
Guam Field Office ¢ 17 40 0835 02 00 Q0 80 [AGA  JAGA 4
Saipan Field Support Office Gl 17 46 0535 G2 10 00 00 {AGA  jSAl 4
MR gagenie el g [ R T e R S 0] i 2
G000 08220000508 2

Chcet) : (] L[] ¥ £ (e 4] [} L1¢] 111
Pararmaree Ol O ana0 00 00 00500 DM (L) 2
SIIRCE Ny 3 HE ETEIG)E) i HE 113 ¥ - - 2
b Birsitarato DeE D000 N8 00 0h 0 1
+Otfice OF Ademiystigon” & 1008 001681 HADA 1
Field Support Center Burdinglon Ci 23 16 Q100 00 ¢ oo OGO Dt ALY 1
Project Management Branch GI 23 10 0100 10 G0 G0 00 [ADM  {ADM 1
Field Asset Branch Gt 23 10 0100 20 00 00 00 HADM DM 1
Facilities Mgmt [iv GI 23 16 Q200 00 00 00 G0 jADM JADM 1
Hg Space Momi Branch Ct 23 10 0200 10 40 90 00 JADM Dt i
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L.S. Citizenship & Immigration Services Tops

FY 2011 Organization Code Structure Tops  ESP

1211512010 Star

Agcy Lev Lev Lev lev Lev Lev Lev Budget
{maximum 30 characlers) Code 2 3 4 5 & 7 8§ LOC OFG  [Team

Planring And Programming Branch G 23 10 0200 20 G0 a0 OO0 §ADM  BADK
Legistics Management Div S 23 0 0300 00 00 00 B0 ADM  {ADM
Asset Management Branch 123 10 0300 10 00 60 00 JADM  {JADM
Fizet & HQ Services Branch ¢l 23 3 0300 20 00 00 00 jADM  {JADM

Ofe OFChief nformiafion Officer - G 23200 0000 G0 00 00 00 §ISM. . {isM
Chief OF Sta# £ 23 20 0100 00 06 0B 40 jISMm ISM
Enterprise Program dManagement G 23 20 0100 10 Q0 00 00 [IsMm 1SM
Operations Analysis Cl 23 20 0400 20 00 0D 40 (ISM 1S
Chief Technology Cfficer Cl 23 20 0200 00 QD 00 GO0 HISM 1SM
Enterprise Architesture Gt 235 20 0200 10 00 00 DO JISK 1SM
Sectirity Integration Division Gl 23 2D 0300 D0 00 00 OO0 HSM S
Tachoical Support ¢l 23 20 0300 18 0% 00 00 JSM 1SM
Regional issm GI 23 20 0300 20 o0 08 OO [iSM ISh]
Network Defense Ci 23 20 0300 30 00 00 OO0 §ISM 1SM
Audit Control G 23 20 0300 40 00 0D 00 HISM  {lism
Fisma Compliance O 23 20 0380 80 00 00 00 HISM 1SM
Enterpnse Infrastruciure Division Cl 23 20 0480 09 00 Q0 00 JISM tSM
Automation & Virtual Services o 23 20 0400 10 00 D0 00 §ISM {5
Neiwork Operalions Ch 23 20 0400 20 00 00 00 3SM fSh
Capacity Avaifabiity & Resiliency Gl 23 20 0400 30 Q0 0D 00 HisM ISM
Conveiged Communications Gl 23 20 0400 40 Q0 QD 00 HISM R
Engingering Opinvization Gh 23 20 0400 %0 00 00 00 jISM 1St
Transformation Support Division Gl 23 20 0500 00 00 00 00 HISM 1S
Securty Gt 23 20 0500 10 00 OO0 GO jISM IS
tnfrastructure Cho23 20 0560 20 00 D0 Q0 [ISM FSh
Enterprise Architeciure Gt 23 20 0500 30 00 D0 OC |iSM IS
Systens bnginesting Gl 23 20 0500 40 00 00 G0 [[ISM 15M
Caiminon Senvices GI 23 720 0500 50 00 $0 00 [HSM ISt
Systems Enginesring Division Cl 23 20 06800 G0 00 00 OO HSM ISM
Systems Development Gt 23 20 0800 10 00 00 00 {ISM ﬂiSM
Process Control Ch 23 20 0800 20 G0 00 00 {ISM 1SM
Esd H Pro GE 23 20 0600 30 00 00 DO fiswm S
Web Services Gt 23 Z0 0600 40 00 00 00 IBM 1}!8&1
Data Interchange Cl 23 20 0600 30 06 00 Q0 [ISW 1SM
Std Teols & Services G 23 20 0600 60 00 00 0O (ISM 1Sk
Problem Management G 23 2 0600 70 00 G0 00 [HSM ShA
Resource Management Division G 23 20 Q700 0G 00 0D 00 [ISM iS5t
Financial Management Ct 23 20 Q760 10 00 00 0OC EISM ISM
Warkforce Management Cl 23 20 Q0700 20 Q0 00 00 HSM 1S
Acsuisition And Conlract Admin Ct 23 20 0780 30 o 00 00 [HSM ISM
Tachnology Services Cl 23 20 G0 40 03 00 00 (ISM *iSM
Eod User Serviges Division Ch 23 20 0800 OO0 0OG D0 OO [ISM IShi
Product Provisioning Cl 23 20 080 10 00 00 0O [ISw jIsM
Chg Config And Rel Mgmt Suprt Ch 23 20 0800 20 Q0 0O OO [ISM ISM
National Capital Area Cl 23 20 0800 30 00 80 00 HSM ISM
Southeast Area CF 23 20 0820 40 04 D0 00 EHSM S
Northeast Area 23 20 0890 50 00 OO 0O [sSM ISM
West Area 23 0 0500 60 00 40 00 HSM iSM
Central Area 23 Z0 0808 70 00 00 GO psm iSHd
+ Oifice O Equal Gpportunity &nclusion  C1 123130, 0000.:00..00 O . 08
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{maximisrn 30 characters)

U.S. Citizenship & lmmigration Services Tops
FY 2011 Organization Code Structure Tops  ESP
Star

Agoy Lev Lev Lev Lev Levy Lev Lev Budget
Code 2 3 4 35 % 7 shLoc

Office OF Security & Integrity -
Office OF Emergency Management & Saiely
Wﬁce OF Chief Financial Officer
Duty Post Burtington
Support Services
Suppont Services-WOF
Support Sepvices - Overhead
Support Services - Shared
Suppart Services - PCS
Prior Year Funds
Prior Year Funds
!ntake & {}ocument Pmdu{:tscm
!ni&grated Documant Production
Documant Production Branch
Cartnn Prod Facility Carbin, K
Bocument Services Division
fForms Management and Design Branch
Printing and Distribution Branch
Fastern Forms Center
Western Forms Center
Intake Operations & Enhancement
Qfc Of Human Capital & Traiping -
Tramsng & Career Development Division
Training Career Dev - Buriington, VT
Academy Traininig Centar
Human Capital Stratagy Division
Warkioree Relations Divigion
Wrd-northeastem
Wrd-southeastam
Wrd-central
Wrd-westem
Human Resources Division

Human Gapital Training Byusingss Center -Burte Gl 23 70 0800 00 60 Q0 0§ |HGB  HCB
Human Resources Operal;ons Center B.m:ngtc Gi 23 70 080C 0O 00 OC 08 §HRC HRC
o G- 2303800 .0000 001109 .00 ¢ 00 JCON " |CON. "

Office:of Contracting
NS Directorate

EDNS Division. = .0 oot

Mission Support Branch

National Security 8ranch

National Secuity Adjudications Unit
Background Check Analysis Unit 1
Background Check Analysis Unit 2
fnteltgance Branch

Palicy Development And Analysis Branch
Fraud Detection Section

National Secutity Section
Qperations Branch

Program Suppert Section

Fraud Detaction Service Centers
FONS Vermont 5o

AILA Doc.

<€ 23 B0 000D .0D.-80 08, G0 HCFD . fCFO. -

el 2380 0000: 00 00 . 00 00 HiDP - DB,

Cl 23 40 0000 00 00 08 00 JSEC '|SEC
Ch 23 aD 0100 00 00 00 OO JEPC [EPC

Ch 23 50 ©160 00 00 00 08 HCFO  [BUR
G 23 580 G200 00 (0 DO G0 jCFO SFQ
G 23 50 0200 10 00 00 00 [CFO  [WCF
Ch 23 80 0200 20 00 00 CO (CFO  [OHD
Gt 23 50 0200 30 00 00 00 HCFO  |iSHS
G 23 50 6200 40 00 0O oG pGFO EBUD
Ct 22 50 0300 00 00 00 OO |FIN FiM
I 23 80 0300 10 00 DO 00 [[FIN PYF

3123 B0 0100 0O 00 0D G¢ oo BDO
Gt 23 80 0100 10 00 0D 00 (DPB [DPS
G 23 80 0100 20 00 oD oo [cRN  [loBN
Cf 23 B0 0200 00 00 ©D DO {DSD  {pDsh
Ci 23 B0 0200 0 00 00 0O {FRM  IFRM
Ci 23 BG 0200 20 00 00 o0 (PRT {FRT
G223 B0 0200 30 00 00 00 lEFC JEFG
Ci 23 B6G 0200 40 00 0O 0D {WFC IwWFC
G 23 60 0800 00 00 0O o0 [IOF  {ioE
CL 2370 0000 00 00 00 00 HCT- JHCT
Cl 23 70 0100 00 00 00 00 JTRN [TRNM
Ct 23 70 0100 10 00 90 006 [TRN  RRL
Cl 23 70 0100 20 00 o0 00 [[TRN {ATC
Ct 23 70 0200 00 00 00 00 [HCS JHCS
I 23 70 0330 DO 00 00 ©D [WRD {wRD
G123 70 0300 10 00 00 0D JWRD {WRD
I 23 70 0300 20 00 00 00 [WRD [wRe
Gl 23 70 0300 30 00 00 0D WRD R
CI 23 70 0300 40 00 00 00 [WRD [WRD
Cl 23 70 0400 00 00 00 0b [HRD JHRD

LHE: A0 G000 e i 1t [) F)
©F 24907 600000509 g9 0o {FDS - JeRs
G 24 10 0100 00 00 o0 00 FDS DS
Gl 24 10 0200 00 GD 00 o0 UFDS  FDS
Cl 24 16 D200 40 G0 OC 00 [FDS {lr-'as

Cl 24 10 0200 20 00 00 00 |FDS
Gl 24 190 Q200 30 00 QD 06 |FDS
G 24 30 Q300 G0 00 GO Q¢ IFDS  IFDS

Gl 24 40 0400 00 00 OC 00 |FDS FDS
Ci 24 10 0400 19 00 00 00 JFDS  JFDS
Gi 24 36 0400 20 00 ©OC QO FDS  [FDS

Ci 24 %0 0500 00 00 00 00 {FDS FOS
Gi 24 1 0800 10 00 60 06 §FBS  FUS
Gi 24 1D 0800 Q0 00 GO OO [FDS FDS
Gi 24 10 0905 00 00 00 00 FDS DG

b iainalsls|aibisfbiniklslalalalaialalalalalafalalalatlalalalajaisjweiafofeaife el des il e ma
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1.5, Citizenship & lmenigration Services Tops
FY 2011 Organization Code S{ructure Tops  ESP
121512010 Star
Agey Lev Lev Lev Lev Lev Lev Lev Budget
{maximum 30 characters) Tode 2 3 4 5 5 7 8| Lo¢ OFC  {Team
FDONS Texas Sc ' Cl 24 10 0910 00 00 00 0O §FDS  {FDS 2
FDNG Mabrasks S Cl 24 W 0915 00 00 GO £0 gFDS FDS 4
FONS Califarnia S¢ Gl 24 40 0220 00 00 00 00 RS FES 4
FDONS Mationat Benefit Centar Gl 24 10 0925 Q0 00 00 00 DS FDS 4
Fraud Detection Asylum Division QI 24 10 1000 00 00 00 00 §FRS [FDS T
FONS Arlingion Ao G294 10 1060 10 00 00 (0 YFDS  [FDS it
FONS Chicago Ao 24 10 1000 20 00 0D GO HFDS FOS
FDNS Houston Ao Gl 24 10 1000 30 00 0D 00 §FDS  FDS
FONS Los Angeles Ao Ci 24 106 1000 40 00 GO {0 BFDS FDS
FDNS Miami Ag Cl Z4 10 1000 30 00 €0 00 gFOB FDS
FENS Newark Ao C1 24 10 1060 80 00 00 o0 YFDS  BFDS
FDNS Maw York Ao 24 10 1000 FO 00 00 OO YFOS  IFDS
FDNS San Francisco A Clo24 3G 1000 80 00 00 00 FDS  FDS
FDNS Bangkok District Office Gt 24 10 1100 00 00 00 G0 DS FDS
FONS Beijing China Suboffice Ct 24 10 1100 07 00 00 00 {FDS  FDS
FDNS Guangzhou Chira Suboffice Ci 24 16 1100 02 00 00 00 HFOS FOS
FONS Ho Chi Minh City Vietnam Suboffice Ch 24 ¢ 300 93 09 00 00 jFDS  {FDS
FDNS Manila Philfipines Suboffice Ch 24 10 1100 04 00 0D 00 [FDS JFDS
FDNS New Delhi inida Suboffice CI 24 10 1100 05 40 00 ©OD |FRS FO3
FDNS Mexico Gity Dislrict Office S 24 10 1200 00 00 0C 0D {FOS FO3S
FONS Ciudaad Juarez Mexico Subaoffice Gl 24 10 1200 01 00 00 QD FDS FOS
FOMS Monterrey Mexico Suboffice G 24 10 1200 02 00 {0 OO jFDS FGS
FDNS Rome District Office ¢l oz 10 1300 00 00 00 00 |FDS  |FDS
FDNE Athens Greece Subaoffice Ci 24 10 1300 01 00 8O Q0 JFDS  [FDS
FDNS Frankfurt Germany Suboffica Gl 24 10 1300 02 DO 8D 60 IFDS FOS
FDHNS Nairobi Kenya Suboffice € 24 10 1306 B3 00 40 B4 DS FDS
Fraud Detection Northeast Region Cl 24 10 2000 00 00 Q0 OO0 jFDS FDS
District 1 € 24 10 2005 00 G0 00 OO [FDS [IFDS 1
FDNS Boston G 24 10 2005 01 00 00 OD DS FOIS 1
FDNS Providence Ri Gl 24 10 2005 02 G0 00 0D FDS  JFDS 1
FONS Portland Me G 24 10 2005 £83 (¢ 60 OO §FDS  (FES 1
FDN$ Manchester Nh GI 24 10 2005 04 00 00 OO {FDS  §FDS 1
FONS Lawrenca Ma Clo24 10 2005 05 00 B0 QD fFOS  FDBS 1
District 2 G2 10 2010 C0 G0 DO 6D JFDS (FBS 1
FDNE Buifalo Cl 24 10 201C o1t G0 ©OD 00 §FDS FES 1
DN 3 Hartford Ct Ci 24 W 2010 02 DO G0 DO FDS FDS 1
FDNS Albany Ny G240 2010 D3 00 0D OO FDS  IFDS 1
District 3 Ci 24 10 2015 ©O 00 00 OO {FOS  IF0S 1
FONS New York I 24 10 2015 01 G0 00 0D DS FoOs 3
FONS Garden City Ny Ci 24 10 2015 02 0C 00 CO0 {FDS §OS 1
FONS HOLTSVILLE 24 1 2015 p3 G 00 00 {FDS FBS 1
FONS QUEENS Ct 24 1 2015 04 GG £O 0D FDS  #FDS 1
District 4 Ct 24 10 2020 00 G0 00 @40 {FOS  HFDS 1
FONS Meavark Gl 24 10 2020 ©1 00 B0 0D §FDS  §FDS ]
FONS Mt Lauret Nj Cl 24 10 2020 €2 GO OO OO0 {fFDS {FDS 1
Cistrict 5 Ci 24 10 20258 €O G0 0D OO0 [FDS JFDS 1
FONS Philadelphia Ct 24 10 2835 ©1 G0 o0 DO [FDS  {FDS 1
FDNS Pittsburgh Pa Ci 24 10 2025 £2 0 o0 Q0 ¥DS  FDS E
Distnci § Gl 24 10 2030 GO OO0 ©0 0O fFDS FBS i
FONS Baltimore Ct 24 10 2030 ©1 o0 0D 00 JFDS  FDS i
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U.S. Citizenship & Immigration Services Tops
FY 2011 Organization Code Structure Tops  ESP
121572010 Star
Agcy Lev Lev Lev Lev Lev Lev Lev Bndgetll
maximum 30 characters Code 2 3 5 6 7 8] Loc | oFc fTeam
District 7 Cl 24 10 2035 00 G0 OO N 1
FDNS Fairfax Va Cl 24 10 2035 01 Q0 OO0 1
FDNS Norfolk Va Ci 24 10 2035 02 @0 00 1
Fraud Detection Southeast Region Cl 24 10 3000 GO 00 OD 4I
District 8 Cl 24 10 3005 00 00 OO 4
FDNS Atlanta Cl 24 10 3005 01 00 QO 4
FDNS Charlotte Nc Cl 24 10 3005 02 00 00 4
FDNS Charleston Sc Cl 24 10 3005 03 00 00 4
FDNS Raleigh Nc Cl 24 10 3005 04 00 OO 4
District 9 Cl 24 10 3010 00 Q0 0O 4
FDNS Miami Cl 24 10 3000 1 00 OO 4
FDNS San Juan Cl 24 10 3010 02 o0 OO0 4
FDNS Charlolte Amalie Cl 24 10 3010 03 00 00 4
District 10 Cl 24 10 3015 00 00 0O 4
FDNS Tampa Fi Cl 24 10 3016 01 00 00 4
FONS Jacksonville FI Cl 24 10 3015 02 (0 OD 4
FDNS Odando Cl 24 10 3015 03 Q0 00 4
FONS West Palm Beach Fl Cl 24 10 3015 04 00 00 4
District 11 Cl 24 10 3020 00 00 QO 4
FDNS New Orleans Cl 24 10 3020 01 G0 OO 4
FONS Memphis Tn Cl 24 10 3020 02 00 0D 4
FONS Ft Smith Ar Cl 24 10 3020 03 00 0O 4
Fraud Detection Central Region Cl 24 10 4000 00 Q0 OO 2
District 12 Cl 24 10 4005 00 00 OO 2
FDNS Detroit Cl 24 10 4005 01 00 00 2
District 13 Cl 24 10 4010 00 00 OO 2
FONS Cleveland Cl 24 10 4070 0t 00 QO 2
FDNS Cincinnati Oh Cl 24 10 401G 02 00 €O 2
FONS Columbus Oh Cl 24 10 4010 03 00 Q0 2
FDNS Louisville Ky Cl 24 10 4010 04 Q0 00 2
FDNS tndianapolis In Cl 24 10 4010 05 Q0 QO 2
District 14 Cl 24 10 4015 00 00 QD 2
FONS Chicago Cl 24 10 4016 01 00 QO 2
FDNS Miwaukee Wi Cl 24 10 4015 02 00 @O 2
District 15 Cl 24 10 4020 OO0 00 0O 2
FDNS Kansas City Cl 24 10 4020 Ot 00 QD 2
FDNS St Louis Mo Ci 24 10 4020 02 00 OO 2
FDNS Omaha Cl 24 10 4020 03 00 QO 2
FDNS St. Paul Cl 24 10 4020 04 00 00 2
FDNS Des Moines |a Cl 24 10 4020 05 00 Q0 2
District 16 Cl 24 10 4025 00 00 00 2
FDNS Dallas Cl 24 10 4025 01 00 00 2
FDNS Oklzhoma City Ok Cl 24 10 4025 02 00 OO0 2
District 17 Cl 24 10 4030 00 00 00 2
FDNS Houston Cl 24 10 4030 1 o0 00 2
District 18 Cl 24 10 4035 00 00 00 2
FDNS San Antonio Cl 24 10 4035 01 00 OO 2
FDNS Albuquenque Nm Cl 24 10 4035 02 00 QO 2
FDNS El Paso Cl 24 10 4035 03 00 00 2
FDNS Harlingen Tx Cl 24 10 4035 04 00 00 2
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U.8. Citizenship & Immigration Services Tops
FY 2011 Organization Code Structure Tops  ESP
12/1 512010 Star

Aqgey Lev Lev Lev Lev Lev lev Lev Budget

{maximum 30 characters) Code 2 3 4 5 8 7 sfirocl ofC [Team
District 19 o £ 24 10 4040 Q0 00 00 00 [[FDS  {FDS | 2
FONS Denver L 24 10 4040 01 00 00 00 DS FBSs 2
FONS Szl Lake City UL Cl 24 10 4340 02 00 40 00 jFDS FDS 2
FDONS Helena Mt Cl 24 13 4040 03 Q0 40 00 gFDS FDS 2
FUONS Boise id Cl 24 ¢ 4040 (4 D0 0D 00 JFDS FES 2
Fraud Detection Westem Region Cl 24 30 G300 00 OO0 Q0 00 FDS  IFDS 4
District 20 Cl 2 10 5005 O0C 00 00 00 YFDS FDS 4
FONS Seatfle o240 3005 01 a0 Q0 Do FDS 05 4
FONS Anchorage Cl 20 10 5005 02 00 00 {0 JFDS FOS 4
FDNS Portland Or Cl 24 10 5005 Q3 00 00 00 FDS FOS 4
fistrict 21 Cl 24 10 5040 Q0 00 00 Q0 jFDS FOs 4
FDONS San Francisco Clo24 10 6010 01 G0 OO0 00 FDS FOS 4
FONS San Jose Ca Ct 24 10 8010 02 Q0 00 GO {EDS FOS 14
Distriet 22 Ct 24 10 5015 00 Q0 GO GO |FOS FDS 4
FONS Sacramento Ca Cl 24 10 5015 01 G0 00 08 HFDS S 4
FONS Fresno Ca Tt 24 10 5015 02 00 OO 00 #FDS FOS 4
Oistrict 23 G224 10 5020 00 00 DO (0 HFDS FDS 4
FONS Los Angeles 24 10 5020 01 00 00 GO (FOIS FOS 4
FONS San Bernading Ca G224 10 4020 02 00 0D G0 jFDS FOs 4
FONS Santz Ana Ca G224 10 5020 43 00 DO 00 FDS 115 4
District 24 S 24 10 5023 00 00 00 00 {FDS DS 4
FONS San Diego ¢ 24 10 5025 01 00 00 GO JFDS FDS 4
FDNS Chula Vists Ca Ci 24 10 5025 02 00 00 QO {FDS FDS 4
District 25 Gl 24 10 5030 00 00 00 GO |FDS FIs 4
FONS Phaenix GE 24 30 5030 01 00 00 00 §FDS FDS 4
FOMNS {as Vegas Ny CEo24 30 5030 02 00 GO0 0O JFDS FOS 4
FDNS Tuscon Ar Ct 24 10 5030 03 00 00 oo lFDS S 4
F_DNS Reno Ny ¢ 24 10 5030 04 00 B0 00 {FDS FDS 4
District 26 Ci 24 10 S035 00 D0 0O GO JFDS FDS 4
FDNS Honrolufy Ct 24 10 5035 1 00 00 00 JFDS FOS 4
ore 8 a: hractorate Dk BRNg 00240 NS00 3 4
Qffice Of Policy And Coordination Gt 25 0t 0000 G0 GO O 00 BCS 1CS 4
tnfrastructure G256 02 0DOD 00 00 00 00 JICS ICS 4
Ouality Assurance 20 03 Q0o 00 00 Q0 [0 TS IC3 4
Content Mgmt Office G 28 04 0000 00 00 QO OO JICS 1G5 4
Catt Center T 25 W 0000 006 G0 G0 0O HCS 1CS 4
Eastern Gali Center Ny City Ct268 10 M0 00 g0 08 DD ETC ETC 4
Western Cali Cenier Los Angeles Ci 25 10 0200 (00 Q00 OO OB ¢ WTC 4
Cusiomer Asslstance Ofc Ci 2% 20 QOGO Q0 60 00 0 JCS ICS 4
= g antarIneratisns trectoigts g 114 eI} 00 6¥ 319 kit ) ) a
3 Vammntﬁ&rvm(tenter i b 00 00 JESC JEse :
. Nebraske Service Center -, - NSC 4
-Califoria Service Center ~ .0 4

Team 1 Team 2

Team 4
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USCIS FOIA INFORMATION BULLETIN

April 27, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated a portion of Section 7.5 Deceased subjects and the 100-year
rule, of the FOIA/PA Assistants Guide as follows (new information in red):

7.5 Deceased subjects and the 100-year rule

If the subject of a request is deceased, it 1s incumbent upon the requester to provide proof
of death. Proof of death could be any of the following:

»  Death Certificate;
»  QObituary,
*  Funeral Memorial; of
» Photograph of headstone; or
Screen print from the Social Security Death Index

If the subject of a request 1s over 100 years old, USCIS assumes he or she is deceased and
no proof of death is required.

If the requester says the subject 1s deceased and did not provide proof of death, but the
subject is not over 100, we will close the case as a total denial (TD). For TD procedure,
please refer to section 16a, TD (total denial) Case Closings.
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We have updated portions of section 5.1, Central Index System in the
FOIA/PA Assistants Guide as follows (deleted-informatron-tnrstrikethrongh, new

information in red):

5.1.4 _CIS Main Menu

Id“ AND WATURALIZATION 5 .HICE 1018705
COMMAND : CENTRAL INDEX SYSTEH - MALN HMENU 095636

SEARCH THE DATA BASE
(92) DISPLAY DRTA
(93) ADD TRANSRCTIONS
(94) RECORD NAINTEHNANCE

(95) A-FILE TRRUSFER SUBSYSTEN

aﬂ :-- SELECT TRANSACTION HNUHMBER. THEN FRESS EHNTER KEY.

CLERR EXIT PFS HELP

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
information. The transaction number “95” 15 used mainly to see the location of the alien
file (which we will frequently refer to as ‘A-file’). The only “95” menu command we use

is “9504 + F11 (CIS File Transfer Display)” to venfy if the file is Not Found (N).
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5.1.10__ File Fransfer Location Display (9504

The 9504 screen is split into two parts. This first screen shows you which File Control Office
(FCO) has the A-file per NFTS. To view the old 9504 screen, please push “FI11” (CIS File
Transfer Display).
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5,1,10,1 File Transfer Display (2504 + F11)

0og: 021

FREVIOUS FCO: KSC FCO CREATIN
CLRRENT FCO: KRG SUB-FILE t*EHTIJW INB:
REQUEST FCO: KSC

FILE LOCATED IND: € (FILE TRANSFER COMPLETE)

DATE : 10142000 {HMMDDYYYY) ACCE N HUMBER: 0000
DATE FTI: 10142045 [N5 #:
DATE FTC: 01162807

REDUEST N
PERSON/ACTION: ZND REQUEST
R0 REGUES

¥OU MAY REQUEST A DISPLAY OF ANOTHER A-FILE BY KEYING A DIFFERENT A-NU

CLEAR EXIT  PFr3 REFRESH  PF4 FTS MENU  PF3 HELP  PF6 CIS MAIN MEMY
PF11 DISPLAY NFTS FILE LOCATIGN INFORMATION

The main purpose of the 9504 screen 1s to check the location and movement of files. ¥ou

witlbeysing this-sereenin-conjunction-with NETS 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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USCIS FOIA INFORMATION BULLETIN

April 19, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have split section 16 of the FOIA/PA Assistant s Guide into 16a and 16b as
follows (new information in red):

16a. TD(total denial) CASE CLOSINGS

Create the case as Track 1.

Uncheck the Print to CD box.

Change the case category to “Third Party No Consent” and save.

Select the “Final Action Letter” from the Tasks tab. Select “TD” from the final

action codes list.

Paste in the body of the “TD No Agreement language” onto the FIPS TD final

action letter, which you may find in the Case Create Template Letters folder of

the FOIA Library or the Enterprise Collaboration, ECN Network Case Create

Library.

F. Review the letter to ensure the pasted content is in the correct format, save it and
check it in.

G. Create a Discussion: “Third Party, No Agreement.”

H. Send to Up-front Approver.

RS-

=

16b 1s failure to comply case closing procedure, unchanged from the old paragraph 16.

We have added additional explanation to Section 7 of the FOIA/PA Assistant's
Guide as follows (new information in red):

A Privacy Act Record is 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.

An A-number is an "identifying number" assigned to a single individual. That makes an
A-file a Privacy Act Record.
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A CBP incident could invelve several people. A CBP Incident Report is filed by a
number which 1s not an "identifying particular" for any individual. Even though the file
most likely contains sensitive PII, a CBP Incident Report is not a Privacy Act Record. A
USCIS contract 1s another example of a document that 1s filed by a number, but that
number is not an identifying particular for any individual.

If a person requests a non-Privacy Act Record, he or she must request it under the FOIA.
The agency will review the record and release information that 1s not exempt, including
sensitive information about individuals in the record. An individual invelved in that
record could provide a signed agreement which will allow the agency to release
information about that individual to whatever requester.

Any time a person other than the subject of a Privacy Act Record requests the record, the
subject of record must provide the agency with a signed statement agreeing that the
agency may release information in that file to the requester. We refer to that as
"certification of agreement."

A subject of record 1s not required to provide a certification of agreement signed by
himself or herself giving us permission to release information to himself or herself.

Unconsolidated petitions are not always one way or the other. An 1-360 could be
associated with only one person, an I-130 concerns two or more people, and an I-140
could be associated with 50 or more people. If a third party requests an unconsolidated
petition, we need an agreement to release information from at least one of the people
associated with the petition.

In any third party request for a Privacy Act Record, we need either:
= A certification of agreement to release information to the requester, or
»  Proof of parentage if the subject of record is a minor at the time of the request, or
= Proof of court-appointed guardianship, or

«  Proof of death.

If none of those elements are present, VOI becomes irrelevant. We will close the case as
a total denial (TD). For TD procedure, please refer to section 16a, TD (total demal) Case
Closings.
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USCIS FOIA INFORMATION BULLETIN

April 12,2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have amended section 27.11 of the Processing Guide as follows (new
information in red deletedinformatroninstrtkethrough).

A total demal 18 the w1thholdmg of all agency records responswe to the FOLMPA

Different agencies have different reasons for totally denying a FOIA request, but the only
instance you are likely to see processing a request for A-file or receipt is a request by a
third party without adequate agreement to release information from the subject of record.
Once you have determined that you have a case with inadequate certification of
agreement from the subject of record allowing USCIS to release information to the third
party, please go by the following procedure:

1. Change the case category to “Third Party No Agreement.”

2. Goto Tasks, click Final Action Letter and choose code TD-Total Denial.

3. Paste in the Total Denial letter language.

4. Add a discussion, “Third Party, No Agreement.”

5. Send the case to approver.
Do not make any redactions to the responsive record.

We have completely re-written section 27.25 of the Processing Guide as
follows (new information in red deleted-+nformation--strikethrough):

27.25 ED-158 Fingerprint Fraclking System- FBI Documents

2725a FD-258

The FD-258 Fingerprint Tracking System is owned by USCIS. The system is
used to determine the status of pending fingerprints and control the receipt and
processing of fingerprints submitted to the FBI in conjunction with an application
or petition that has been filed by an alien. Two of the screens that you may see in
A-files are the “FBI NAME CHECK RESPONSE” screen and the “FD-258
Tracking System” screen. If an FD-258 screen contains any result, whether
positive or negative, please partially redact the page, citing Exemption (b)(7)(E)
or if PA a(j}(2) and (b)}{7WE).
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(b)(7)(e)

2725h FBI Systems Check Results
Please partially redact documents containing the result of any FBI name check or

FBI response descriptor, such as or
|__L|iting Exemption (b)(TE) of (T PA 2 102) and (B} T)(E). We are not

withholding the fact that we conduct FBI name checks. Please release
administrative information that does not have to do with an FBI response, such as
a check mark beside “FBI RESULT” on a checklist, or comments such as
FINGERPRINTS SENT TO FBI, FINGERPRINTS/BIOMETRICS
SCHEDULED, and so forth. Next, there is no need to withhold a response that
does not indicate any result, positive or negative, such as PENDING. Finally,
please note that IAFIS is a fingerprint identification system belonging to FBI, and
we withhold [AFIS under the same rules as any other FBI systems check result.
You will often see IDENT and IAFIS listed together. If so, please withhold the
result the same as you would withhold TAFIS by itself.

2725¢ FBI Criminal Number

RAP sheets and our 9101 screens show what we refer to as the “FBI Number.”
FBI refers to these as “criminal numbers,” The FBI criminal number serves as a
personal identifier, the same as an A-number for us. An FBI criminal number is
nine alphanumerics and 15 usually identified as being associated with an
individual (for example 153701RK0). If you are sure the FBI number relates to
the first party requester, you may release it to the individual. FBI numbers are
based on fingerprints, so it would be extremely rare, if not impossible, that an
individual would have two FBI numbers. As a corollary, if you see two different
FBI numbers, it 15 extremely unlikely that they relate to the same person. If the
FBI number does not relate to your subject of record, please withhold 1t under
(bUTHC), or if PA, j(2) and (b THC).

27.25d FBI File Number

An FBI file number is not the same as a criminal number - a file number will
contain up to 3 digits, sometimes with an alpha ( e.g., 415M) followed by a two
letter Field office code (e.g., CG for Chicago, IP for Indianapolis) followed by the
unique case number, So, for example, 91A-CG-12345 is a specific bank robbery
investigation out of Chicago and you should withhold it under (b)(7)(E), or if PA,

j(2) and (b)(7E).

2725 RAP Sheet or TECS III screen prints

You may release an FBI RAP sheet pertaining to a first party requester to the
individual. The same is true for TECS Interstate Identification Index screen
prints, which are essentially the same thing as an FBI RAP sheet, but may contain
law enforcement identifying information. If the subject has a common name, the
III search frequently returns several pages of “sounds-like” matches for people
who are not the subject of record. If the FBI RAP sheet does not relate to your
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(b)(7)e)

subject of record, please withhold it under (b)(7)(C), or if PA, 1(2) and (b} 7)(C).
If there is any law enforcement identifying information on the TECS III screen
print, please withhold it, citing Exemption (b}{7XC) or if PA, j(2) and (b} 7)C).

2725¢ NCIC

The National Crime Information Center (NCIC) is the United States' central
database for tracking crime-related information. Since 1967, the NCIC has been
maintained by the Federal Bureau of Investigation's Criminal Justice Information
Services Division, and 1s interlinked with similar systems that each state
maintains. The database receives information from federal law enforcement
agencies, state and local law enforcement agencies, as well as tribal law
enforcement agencies, railroad police, and other agencies, such as state and
federal motor vehicle registration and licensing authorities. Since the NCIC
collects data from so many systems, there is no general rule for releasing or
withholding NCIC information. For example, we would release “NO
IDENTIFIABLE RECORD IN THE NCIC INTERSTATE IDENTIFICATION
INDEX (IIT) FOR (the subject of record)” because the information comes from
III. However, please partially redact documents containing the result of NCIC
checks, such ag ] citing Exemption (b)7)(E) or
if PA a(j)2) and (b)(7XE). We are not withholding the fact that we check NCIC.
Please release administrative information that does not have to do with NCIC
checks, such as NCIC submitted, NCIC not available, NCIC results pending, and
so forth. If the NCIC check does not relate to your subject of record, please add
(LY 7XC), or if PA, j(2) and (b)7)C).

27258 FBI Warning
There may be a document oniginating with FBI marked with the following
warning at the bottom:

“This document contains neither recommendations nor conclusions of the FBI. It
is the property of the FBI and is loaned to your agency; and its contents are not
to be distributed outside your agency.”

Please fully withhold the document, citing Exemption (b}7HE), or if PA, J(2) and
(bY7XE). If the document does not relate solely to the subject of record or
contains law enforcement identifying information, please add (b)}7)(C).

2725h Joint Terrorism Task Force (JTTF)

The Joint Terrorism Task Force (JTTF) falls under the purview of the Federal
Bureau of Investigation (FBI). Please fully withhold any documents created by
the Joint Terrorist Task Force citing Exemption (b7XE), or if PA, }(2) and
(bY7)E). If the document does not relate solely to the subject of record or
contains law enforcement identifying information, please add (b} 7)C).

27251 Questions about FBI documents
If you are unsure of how to handle FBI records, please consult a supervisor.
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We have amended section 27.42.g of the Processing Guide as follows (new
information in red deleted-nformationin-strteethroush):

2742¢g Asylum and NACARA § 203 Background Identity and Security
Checklist is used by asylum offices. There is more than one version. On the
example below, we have withheld EARM, IBIS and US-VISIT results because
they are protected systems. If there is nothing written in those blocks indicating a
result, please release them. US-VISIT has instructed us to withhold any US-
VISIT results because those results could identify KST or watchlist individuals.
We have withheld the CCD result because that block requires a response only
when there is a US-VISIT hit. If both the US-VISIT and CCD blocks are blank,
then you may release both of them. FBI has instructed us to withhold FBI name
check and fingerprint results, citing Exemption (b} 7WE), or if PA, Exemptions
a())(2) and (b)(7WE). If there is no writing indicating any type of response in the
FBI fingerprint and name check blocks, please release them, We-releasethe EB1

relatesto-the-subjeet. We do not fully withhold this form because of our legal
obligation under the FOIA to release non-exempt information when it is
reasonably segregable. Note, in the example below, we cited Exemptions
(OY7XCyand (bYX7XE). Since this case is a PA, we also cited a(j)2) to protect
the FBI results and a(k)}(2) to protect EARM, IBIS, US-VISIT and CCD.

Note: 1t was also necessary to update the illustration that follows this paragraph. The
April 12" version of the Processing Guide has the updated illustration.

We have amended section 28.01 f of the Processing Guide as follows (deleted
wformation--strtkethrough).

280Lf USCIS FOIA has been given permission to make appropriate
redactions on some documents that ori gmaled within other DHS components and
Federal agencies. Netal-documents-belongingtoFBlneedto-bereferred. The
paragraphs below outlme rhe exceptron relatmg to referrmg documenrs If you
think you have a consultation, please talk with your supervisor.

We have deleted sections 28.09 and 28.13 of the Processing Guide because they
deal with referral of FBI documents. For reference purposes, we will move the text of
those paragraphs (in strikethrough) to the Record of Revisions.
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We have replaced the word “consent” in both guides with “certification of
agreement.”
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USCIS FOIA INFORMATION BULLETIN

April 7,2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added a new section, 6.3.1.2.1, Track 1 vs. Track 2 Clarification, to the
FOIA/PA Assistants Guide as follows (new information in red):

We occasionally have confusion on whether a case should be placed in the Track 1 or
Track 2 queue. Most of the confusion centers on how we apply Blocks 2 and 3 to our
decision-making process.

Block 2: Description of Record(s) Requested:

Block 2 is where the requester decides whether he or she wants their complete A-file ora
portion of his or her records.

Consider the example below. The requester selects “Other” and specifies “Records of
departures and arrivals into the U, S, between 2010-2013,”

This request will amount to just a few pages. This is a Track 1 case.

2. Treseripsion of Recordis) Regueted:

NOFTES WiE o a0 el rediesd e ol 3 iterns i Namber 2, Tlteen B previdi sonplote and spcific dafiomatice ws

UL gy e
Parpose: (pdomafs ¥
sesteecknt opaded 6

In this next Block 2 example, “Complete Alien File” is checked.

Is it a Track 2 case? It depends. Section 6.3.3.1 tells us that if you find nothing other than
screen prints (RAFACS staffings) or a receipt file, you need to make this a Track 1 case.
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But if “Complete Alien File” 1s checked and you find the A-file or more than three
documents (Section 6.3.3.2), check the Track 2 block, no matter what is written in the

“Purpose” section.

2 Yhisrripth sF Broard(s: mq:omé .

Femcier § fadurs dn g

i zomg hebe B st infarmaig g
e H

pEe 3

In Block 3, we see what the requester gives consent to release.

Block 3: Subject of Record Consent to Release Information

You've already selected the track of the case in Block 2. In Block 3, you decide if you

have consent. Additionally, you need to consider the following:

1. If your case is a Track 1 (decided in Block 2), the subject of record confirms

what information they want released to the requester.

2. If your case 1s a Track 2 (decided in Block 2), Block 3 1s only used for
certification of agreement if you’re releasing to a third-party...nothing else.

For continuity, we'll repeat our first Block 2 example:

B i sz gt

i;;rpnsa: TEhticamal: :rnu
o .

Now in Block 3, the Subject of Record tells us specifically (gives consent) how much of

what was requested in Block 2 gets released to the requester.
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In Block 3, the Subject of Record checked “A portion of my records,” and specified that
he only wants “Arrivals and Departures in 2010 and 20117 released.

When the records are processed, we will release “Arrivals and Departures in 2010 and
2011" only.

We have updated section 5. Certification of Agreement and Verification of
Identity of the Processing Guide and section 7. Certification of Agreement, Verification
of Identity, and Description of Records of the FOIA/PA Assistants Guide as follows (new
information in red, deleted information in strikethrough):

Section 7 Certification of Agreement, Verification of Identity, and Description of
Records of the FOIA/PA Assistants Guide

Form G-28, Nofice of Entry of Appearance as Attorney or Accredited Representative, has

been revised (6228264373 (03/04/2015). As of May26:2643 April 13, 2015, USCIS no
longer accepts prior versions of the G-28.

If an applicant, petitioner, or requestor submits an application or benefit request with a
previous version of Form G-28, we will accept only the application or request as long as
1t meets the acceptance critena. In this situation, we will not accept the Form G-28 and
will send all notices and secure documents only to the applicant/petitioner/requestor.

As a FOIA/PA Assistant, this may affect your decision on certification of agreement in
the following instances:

« If certification of agreement is provided on no other place except Form G-28,
« Then the attorney must use a properly executed new Form G-28 (revision of 822843
03/04/2015).

¢ If the Form G-28 is an older version than the revision of 822843 03/04/2015, then you
will close the case FC, not TD. Please refer to section 16b of this guide.

« If the new Form (G-28 (revision of 922843 03/04/2015) is not properly executed, then

you will close the case TD (inadequate Certification of Agreement). Please refer to
section 16a of this guide.
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Section 5. Certification of Agreement and Verification of Identity of the Processing
Guide

Form G-28, Nofice of Enfry of Appearance as Attorney or Accredited Representative, has
been revised (622820433 (03/04/2015). As of May26:2013 April 13, 2015, USCIS no

longer accepts prior versions of the G-28.

If an applicant, petitioner, or requestor submits an application or benefit request with a
previous version of Form (-28, we will accept only the application or request as long as
it meets the acceptance criteria. In this situation, we will not accept the Form G-28 and
will send all notices and secure documents only to the applicant/petitioner/requestor.

If there is adequate certification of agreement someplace else in the request, such as on
Form G-639 or on a separate statement, any G-28 is inconsequential.

It certification of agreement is provided on no other place except Form G-28, then the
attorney must use a properly executed new Form G-28 (revision of 822843 03/04/2015).

» If there is no other certification of agreement except on Form G-28 and it is an older
version than the revision of 8242843 03/04/2015, then you will close the case FC. Please
refer to section 42 of this guide.

» If there 15 no other certification of agreement except on a new Form G-28 (revision of

022843 03/04/2015) but it is not properly executed, then you will close the case TD
(inadequate Certification of Agreement). Please refer to section 27.11 of this guide.
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USCIS FOIA INFORMATION BULLETIN

April 5,2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added information to section 32.7 of the FOIA/PA Assistant’s Guide as
follows (new information in red).

If the request was for specific documents, please remember to add the specific documents
sentence to the new acknowledgement letter the same as in the original acknowledgement
letter. If the specific document information sentence was done incorrectly in the original
acknowledgment letter, please add an appropriate specific document information
sentence to the new acknowledgment letter. That sentence gives us our legal basis for
providing only the specific document requested. It also gives the requester an
opportunity to clarify if the request was poorly worded or if we misunderstood. If we do
not add the specific document information sentence to the new acknowledgment letter,
the processor must process the entire file.

We have added a new section 27.49 to the Processing Guide as follows (new
information in red):

27.49 No Last Page?

In virtually every case, the end of the file is designated with a “Last Page” page. If you
don’t have a last page in your case, please follow these instructions:

1, Place a discussion in your case, saying that you are sending an email to MSB.

2. Email NRC, NRCFOIAMSB, copy your supervisor (if required) and explain the
sitnation.

3. Send the case to Admin.

MSB will investigate the situation and return the case to you for processing.
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USCIS FOIA INFORMATION BULLETIN

O: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN
April 29, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

DISCRETIONARY AUTHORITY CHECKLIST

Please fully withhold the Discretionary Authority Checklist citing Exemptions (b)(5)
(bUT)C) and (bYTHE), or (dX5)(b)5) and (N2Y (b 7)(C), (b)(THE) if the case is PA,
The checklist contains analysis, conclusions, or recommendations, and contains protected
systems check results.

o The USCIS FOIA Processing Guide will be updated to reflect this change. A

new paragraph, 27.45f , will be added and the form will be added to the
processing tables.

CBP FORM 93, UAC INITIAL PLACEMENT REFERRAL FORM

Please partially withhold CBP Form 93, UAC Initial Placement Referral Form citing
Exemption (b)}(7)(E), or (k}(2)/ (b} 7XE) if the case is PA. If there are law enforcement
officers’ names and/or badge numbers, please also withhold those, citing (b)(7)C), or
(k)2)/(bYX7NC) if the case is PA. CBP’s concern is that release of the questions would
reveal precise questioning procedures used by CBP in screening juveniles, and that
release would pose a risk of circumvention of the law (e.g., smugglers would be able to
prep juveniles on the questions they will be asked and prepare them on how to answer the
questions in order to get status in the United States as a trafficked person). This form may
contain analysis, conclusions, or recommendations, and therefore you should evaluate for
possible (b)(5), or (d)(5)/(b)(5) if the case is PA.

o The USCIS FOIA Processing Guide will be updated to reflect this change. A
new paragraph, 27.45¢g . will be added and the form will be added to the
processing tables.
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USCIS FOIA INFORMATION BULLETIN

O: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN
March 18, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

CLOSING DUPLICATE CASES

Please close all duplicate cases ER mstead of DP, except m cases where an acknowledgement
letter has been mailed. This includes system generated duplicates, duplicates created in error, and
duplicate cases received multiple times by fax, mail, e-mail.

Creators should use the same process in searching and creating duplicate cases except for the
final step. Instead of creating a final action duplicate letter, they should nsert a case note
referencing the duplicate case, set the case to ER, and put the case in Upfront Approver.

¢ The USCIS FOIAPA Assistant’s Guide will be updated to reflect this change.

SITUATION: Appeals

While case creating, vou 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, vou do not create the case.
In the upper right hand of the image portion of the FIPS worksheet, there s a printer logo:

Office: NRC Change Ofacs

AEY N

Frirt Options...

2087y 250

Dopartenent of Homaland Sceurity
8. Citizenship and Tranigration Scrvices

NOTE! Use of this form {a optional, Any weitten format S5+ a Froufon of Mxfertintion ¢
START HERE - Typs or prbxt i black Ink. Read instructions before compieth
1. Type of Request (Check approprivie box}

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 vou are sure the pages
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printed correctly and you have control of those pages, chick “Delete.” This is possibly the only
time vou ever click “Delete.”

¢ The USCIS FOIA/PA Assistant’s Guide will be updated to reflect this change.

Special legends and Sensitive Documents

Documents with instructional legends (e.g., “For Official Use Only,” “Adjudicative Work
Product,” “Law Enforcement Sensitive,” “Do Not Release Outside the Agency”) are not
automatically exempt from disclosure under the FOIA or PA. You must review these
types of documents’ content. As a rule, any document marked “Attorney Work Product”
is fully exempt under (b)(5) or (d)(5)/(b)5) if PA unless the document is blank.

If your determination is to release a specially marked page, you must line through the
marking using the line tool:
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Some types of application/petitions or investigative materials (I-589, I-360, Legalization
and SAW or investigative material} are highly sensitive. When a third party requester
specifically requests these documents, see section on “Glomar”.

o The USCIS FOIA Processing Guide will be updated to reflect this change.

RECORDS LOCATOR: DON’T FORGET THE A NUMBER

If vou are staffing for a file in records locator, be sure that vou fill in the A-Number field. This is
critical. If you do not enter the A-Number into the field, the A-Number does not populate on the
staffing sheet. Furthermore, 1t does not populate on the report submitted to our contractors to

request the file. If the file does not get requested, then the FOIA request does not get completed.

Meleile L § Crump
A-Kumbar |

o The USCIS FOIAFA Assistant’s Guide will be updated to reflect this change.
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TWO UNRELATED REQUESTS SCANNED INTO ONE FILE

If you are case creating and you notice that two unrelated requests accidentally got scanned mnto
one case, please follow these procedures:

1. Create one of the cases. Search to see if the other subject has an active case.

2. If vou find an active case, create a Discussion explaining that. You need take no further
action.

3. Tfthere 1s not already an active case, print out the request, staple the paperwork for the
second request to (/A and place it in with new requests to be scanned.

4. Create a Discussion noting all actions taken.

o The UUSCIS FOIA P A Assistant s Guide will be updated to reflect this change.

EXEMPTION MARKING PLACEMENT

When withholding a page in full, the exemption may be completely or partially hidden (see
“before™ example below) if it is placed too close to the “PAGE WITHHELD PURSUANT TO”
item.

To avoid this problem, place the exemption further to the right of or below the “PAGE
WITHHELD PURSUANT TO” item.

o The USCIS FOIA Processing Guide will be updated to reflect this change.

DO I NEED TO ADD THE APPEALS PARAGRAPH?

If vou are processing and all the subject has in our records is nothing other than a Border
Crossing card, close the case as a G1 and do not add the appeals paragraph to the Final Action
letter.
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The above situation 1s considered differently than the case of a lost file. Why? In the case of a
lost file, we know for a fact that the A-file is missing. The subject, in this case, has the right to
appeal. Close this case as a PD and add the appeals paragraph to the Final Action letter.

o The USCIS FOIA Processing Guide will be updated to reflect this change.
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SAVE YOUR WORK FREQUENTLY AND REVIEW EXEMPTIONS

If vou are processing and receive an error message, please go back and double check vour work
from the last time vou saved. In most cases, any work vou have done since the last save will not
hold. This underlines the need for all of us to save our work frequently (every 50-100 pages). In
addition, if ¥ou are having system 1ssues while processing, compare the redactions listed on the
left side with the pages on the image side.

If the listed exemptions do not match the exemptions on the image, you will have to delete all
redactions on that page and resynch the page to start redactions over. Be especially cautious of
this when you get an error message.

Please also create a Discussion explaining the what the error message was, what page number vou

were on, or what pages did not match, so that the approver can look more closely to make sure
the redactions are identified and are holding.

e The USCIS FOIA Frocessing Guide will be updated to reflect this change.

PENDING CASES AS A PROCESSOR

If vou pull up a case in processing and there is an open slot for responsive records that 1s still
pending, you must determine 1f we still need those responsive records.

For example, you open a case that has a staffing for an alien file and a staffing for a receipt. The
creator staffed for both. The alien file is ready, but the receipt file slot 1s still open. You look at
the alien file and determine that the receipt is consolidated into the A-file. At the time of staffing,
it may not have been consolidated, but you can see that between the time of staffing and the time
of scanning, it obviously was consolidated. In an instance like that, vou do not need the open
slot. Click on the icon beside the statfing response and select “Manage Document.” A screen
will open, allowing you to cancel that request. You are ready to process the case.

In another case, you may determine that one set of responsive records is scanned in but the other
set 15 still pending. In that case, there 1s no need to send it to admin, Please click the PEND
button on the screen (see screen shot below).
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o The USCIS FOIA Processing Guide will be updated to reflect this change.

CORRECTLY FORMATTING THE FINAL ACTION LETTER

Often in an effort to save space, processors trv to squeeze all information into one page.
Unfortunately, the attempt to fit everything into one page prompts an error which causes the Final
Action letter to not print. When the Final Action letter does not print, two sets of responsive
records could be madvertently sent to the requester, causing a PII leak.

Bottom line: Don’t worry about sending a three-page Final Action letter. Please move the final
paragraph and signature to the next page.

¢ The USCIS FOIA Processing Guide will be updated to reflect this change.

UNIT CHIEF AND CONTROL NUMBERS
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Please do not send anything to Unit Chief (U/C) unless the case has a control number. If you
send a case to U/C without a control number, it puts the case at the bottom of the U/C queue with
no control number and no way to move or even view it until vou get to the bottom. Files that are
not controlled can only be placed into the Research queue.

o The USCIS FOIAPA Assistant’s Guide will be updated to reflect this change.

CHANGE TO RAFACS STAFFINGS

When opening a RAFACS staffing slot (ex. screen prints only); select the “Customize Letter”
option, not “No Staffing Letter.” The staffing letter produced will have a barcode near the bottom
of the page. This barcode, when scanned into FIPS with the documents, places the responsive
record 1n the correct file. This 1s a new feature of FIPS 7.

£1 HWo Statng Letter
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Lg’%ée fMissmgilost
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RECORDS &LIEM FIE
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o The USCIS FOIA/PA Assistant’s Gnide will be updated to reflect this change.

RESEARCH: ATTACHING DOCUMENTS IN THE APP, HQS AND
PPO QUEUES

Access to the APP, HQS, and PPO queues 1s restricted. As a result, FIPS 7 will not allow you to
attach a document from any other queue, such as NRC.

Example: Let’s say vou are in the NRC queue, look in Research and find a document that belongs
to an APP case. How would you attach the document to the APP case? You would need to click
Change Office, select APP, and then return to the Research queue. FIPS 7 will bring up the
document—attach it now—then change your office back to NRC.

o The USCIS FOIAPA Assistant’s Guide will be updated to reflect this change.
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QUESTIONS, SUGGESTIONS AND COMMENTS

Your supervisor 1s the first person you contact when you have a question that 1s not covered in a
guide. Supervisors relav comments, questions and suggestions to the Program Office fairly
regularly. In order to respond to questions most efficiently, the Program Office responds to e-
mails via supervisors, especially when it 1s an issue that may impact more than one person.

ACD FOIA/PA Operations and vour Supervisors direct how Paralegal Specialists, FOIA/PA
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 of Chief Counsel. After consultation, Program Office will either amend the Guide or
propose a modified rule to ACD Operations.

You, the processor, may notice something in the Guide that 1s awkwardly worded, or contains a
tyvpographical error, or something that simply is not true. You contact vour supervisor and then

Program Office amends the guide.

Before we amend the guide, we may first publish a FOIA Information Bulletin {the exception
being a misspelled word, a missing punctuation mark or a grammatical error).

Bullgting and the latest version of this Guide are always available at-
http://dhsconnect.dhs.gov/uscis/org/ESD/NRC/Pages/FOIAQperationsDivision.aspx

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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USCIS FOIA INFORMATION BULLETIN

August 31, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin 1s to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

FIRST — The record of revisions section was getting so long that we moved it to the
end. It's now Appendix L of the Processing Guide. You will still be able to review
information we deleted or revised by going to Appendix L. We hope this will cut down
on page numbers changing every time we revise the guide.

We have amended section 43 of the Processing Guide as follows, new
information in red:

If the case you are processing contains a CD, cassette, tape or any kind of media except
Dictaphone, Gray Audograph, Steno-Disc or floppy disk, please follow the instructions
below.

Once a case is processed, the processor should send an e-mail to the NRC,
NRCFOIAMSB mailbox with “Media” in the subject line. Include the control number,
A-number, and page(s) number where the media can be located.

Modify the final action letter by inserting the following sentence:

“The copy of the located in your file will be sent to you under a
separate cover’

In the Summary Discussion, annotate that the file contained media and that you have
notified MSB.

2, If the file contains a photograph of a Dictaphone, Gray Audograph, Steno-Disc or
floppy disk recording, we cannct reproduce it and send it to the requester because we do
not have the equipment. Please do not tell the requester we will. Do not redact the page
with the image of the recording, and do not mention it in the Final Action Letter.

We have amended several paragraphs in Appendix H of the Processing
Gide as follows, new information in red:

I-129F, Petition for Alien Fiancé(e)
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The I-129F is completed by a petitioner on behalf of another individual/s. This form can
be released in part to the petitioner. Redact all third party information and any exempt
information listed in the section titled “For USCIS Use Only.”

If the requester is the beneficiary (the ﬁance(e)-)—eﬁaﬂ-mdﬁﬁéual—éﬂéer-)%ﬁed-eﬂ—p&ge%
Sectron-B-of-theform; and if the case 1s a FOIA, and if you do not have consent from the

petitioner, you would release only information relating to the beneficiary. Please protect
any highly personal information. If the petition has been consolidated into the
beneficiary’s A-file, the petitioner must have consent from the beneficiary to obtain a
copy of it. If the petition has not been consolidated, the petitioner or beneficiary may
obtain a copy of it. For an unconsolidated petition, you should fully release to the
petitioner, other than protected system check results or possibly deliberative process. If
the beneficiary has not provided the petitioner’s consent, you should withhold any of the
petitioner’s PII that has not been released elsewhere in the file.

1-130, Petition for Alien Relative

The 1-130 is completed by the petitioner for a beneficiary. Other information that may be
exempt from release to the petitioner or the beneficiary on this form wall be located in the
block “FOR USCIS OFFICE ONLY.”

If the requester 1s the beneficiary,and if the ¢ase is a FOIA, and if you do not have
consent from the petitioner, you would release only information relating to the
beneficiary. Please protect any highly personal information. If the petition has been
consolidated into the beneficiary’s A-file, the petitioner must have consent from the
beneficiary to obtain a copy of it. If the petition has not been consolidated, the petitioner
or beneficiary may obtain a copy of it. For an unconsolidated petition, vou should fully
release to the petitioner, other than protected system check results or possibly deliberative
process. If the beneficiary has not provided the petitioner’s consent, you should withhold
any of the petitioner’s PII that has not been released elsewhere in the file.

I-140, Immigrant Petition for Alien Worker

Form I-140 1s used to petition for an immigrant visa based on employment. This form
can be completed by a person or company/organization. If the petitioner is an
individually owned or closely-held business, you need consent from the petitioner to
release the petitioner’s information. Companies in general do not have personal privacy

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

3982



protection, so if the petitioner 1s a company, you do not need the company’s consent and
you may release most information about the company. You should still protect any
information that would reveal information about the owners’ personal finances, citing
Exemption (b)(6). If the subject who requests the file worked for the company, release
the TIN to the subject. Otherwise, if you are processing under FOIA, you will withhold
the employer s TIN citing Exemption (b)(3) and § 6103 of 26 USC, but release the

remammg 1nformat|on o thrs form to the requester I-ﬁt-he—requesteHs-a-t-lm-rd-pm
(eompaﬂyfforg&nizat%eﬂ)—e&r%eleesed— If the petrtroner is an 1nd1v1dually owned or

closely-held business, and if the case is a FOIA, and if you do not have consent from the
petitioner, you would release only information relating to the beneficiary. Please protect
any highly personal information. If the petition has been censolidated into the
beneficiary’s A-file, the petiticner must have consent from the beneficiary to obtain a
copy of it. If the petition has not been consolidated, the petitioner or beneficiary may
obtain a copy of it. For an unconsolidated petition, vou should fully release to the
petitioner, other than protected system check results or possibly deliberative process. The
block titled “For USCIS Use Only” could contain exempt information.

I-589, Application for Asylum and for Withholding of Removal

The Form 1-589 is used to apply for asylum in the United States and for wathholding of
removal. This application may include spouses and unmarried children under 21 who are
physically present. If a copy of the Form I-589 is in a rider’s file, please withhold third-
party information on requests made by the petitioner or by an attorney/representative of
the petitioner where consent is present. If the requester is a party to or rider on the
application, release the form in part to that individual. Release only the top of each
document and the rider’s information. Redact all other third party information from the
I-589. For more processing instructions, please see section 27.16 of this guide.

The block titled “FOR USCIS USE” may contain exempt information, such as IBIS
results, law enforcement initials and/or identifying numbers, and possibly deliberative
commentary.

Form I-730 is filed if a person has been admitted to the United States as a refugee or if
asylee status has been granted. If the subject of record 1s the primary asylee, please fully
release the 1-730, unless there are protected systems check results on the flrst page Hthe

p&rtﬁ-&formatren—ﬁrem—the—l—?é@- Proeessmg of Form I- 730 18 essentrally the same as
Form I-589, except that you should withhold the name of any Refugee Officer, citing

Exemption {(b)(6), if the case 1s FOIA The block titled “FOR USCIS USE ONLY™ may
contain exempt information, such as IBIS results, law enforcement initials and/or
identifying numbers, and possibly deliberative commentary.
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USCIS FOIA INFORMATION BULLETIN

August 28, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated Section 6.3.1.2 of the FOIA/PA Assistant’s Guide as follows
(new information in red):

6.3.1.2 Track 2 - Requests for entire copy of alien file, detentions, deportations or
removals, asylum or refugee requests, and requests from news media or special interest

groups.

We have changed Section 12.18.6, No Record, of the FOIA/PA Assistant’s Guide
as follows (deletednformationrr-stricathroughy:

12.18.6 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, do the queries and-provide-sereenpaats of all
CIS and PCQS or CLAIMS searches as directed. Thereshould-benoless-thantwo-pages

Prepare a Fmal Actlon Letter with closmg code NR. Inserta Dlseusswn nammg the
systems you searched. and-statingthat-you-have-sent-the-documentationto-OAtor
seanntigas-CSB- Send to Up-front Approver.

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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If you do not have PCQS, perform following searches in CLAIMS. Otherwise, go to
PCQS and search using last name with an asterisk and first name with an asterisk. Select
<> 90 days in relation to the DOB unless this provides too many responses. If you get
too many responses select <> 30 days or exact date. If subject has two last names search

each one with an asterisk. ¥-ne-records-are-found-print-sereenprnts

When conducting a search in CLAIMS (Computer Linked Application Information
Management System) run alien’s name as the beneficiary/applicant (3} AND as petitioner

(6).

Genealogy is exempt from this process.

We have updated Section 25.2.4, Status Letters of the FOIA/PA Assistant’s
Guide as follows (new information in red, deleted-information-in-strikethrough):

25.2.4 Status Letters

The public has the ability to check online the status of their FOIA request(s) with NRC at
(WWW.USCis. gov).

From www.uscis.gov, findthelinlnearthe-bottom-of-theleficolumnunder—Other
Services—mared-FOIA-R t-Status-Cheele™ click on the “Check your Case
Status” icon.

Clicking the icon mentioned above will take you to the “My Case Status” page.
Enter the Control or Receipt number, and click “Check Status.”

The online 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 1s 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.
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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
closedi.e. DP, G1, PD etc, however it does address cases closed for Failure to Comply.

If the control number entered 1s 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
EOA-Reguest status check every time a status 18 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 EOA-Request status check. ¥eou-should
Do not provide status to the requester using the Calculate Queue Position 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 the Tasks tab in FIPS.

Note: The Status Letter will always state the track as “Track One.” If you are not
processing a Track one case, please make sure you change the track.

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

We have updated Section 8.1, Foreign Consulate of the FOIA/PA Assistant’s
Guide as follows (new information in red, deleted-information-n-strkethrongh):

8.1 REQUESTS Forelgn Consulate

Please malce-sure venify 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).

¥ After vou've verified that the request is from a consulate, please do the following;

Print out the entire request.

Attach a cover sheet (“Request from Foreign Consulate™)
Take the printout to your supervisor.

Add a discussion, “Request from Foreign Consulate.”

Send an email to NRC, FOLIAOA with the case information.
Create the case and close it, ER.

Send to Up-front Approver.

R e
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A person may be using the consulate’s address, and that is not the same thing as a
request from a foreign consulate. If the subject mailed the request and wrote the
consulate’s address on the G-639, then vou should use the subject’s address from the

envelope and set it up as a self-request. If you are unsure about which address to use,
please consult your supervisor.
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USCIS FOIA INFORMATION BULLETIN

August 26, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

REORGANIZATION: We have reorganized PII processing instructions in the
Processing Guide by moving them from Paragraph 25.06, which is the description of
Exemption (b)}(6), to a series of new sub-paragraphs under Paragraph 2731, which is
processing instructions for PII within files. These new sub-paragraphs are 27.31g
through 27.31 0.

Sub-paragraph 27.31j has been changed (new portion in red)

2731 If the subject’s name is listed on a birth certificate (i.e., the child or
parent), release it in full. Otherwise, withhold it in full. Release documents
relating to a minor child of the subject of a request, as long as that individual 1s
still a minor at the time the case is processed. These documents may include
school documents, medical records, etc. If the subject of record is listed
anywhere on a Chinese or Korean family registry, please fully release it. If the
subject of record 1s not listed on a Chinese or Korean family registry, please fully
withhold it, if the case is FOIA, citing Exemption (b)(6). You may see two family
registries if both the petitioner and beneficiary come from China or Korea. The
Chinese or Korean version usually follows the English translation. The family
registries are written in a logical fashion, and you may normally tell which
registry you are looking at by the dates of birth which are listed beside the names.
If in doubt, please consult your supervisor.

REORGANIZATION: Because of a new sub-paragraph concerning referral of “IFS
Search Results” screen prints to ICE, we have reorganized Paragraph 28.14 of the
Processing Guide to include all documents we refer to ICE. 28.14 now has three sub-
paragraphs, and Paragraph 28.15 has been changed to “not used.”

New Sub-Paragraph 28.14¢ reads as follows:
28.14.c IFS Search Results

We refer any IFS Search Result screen print to ICE.
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Paragraph 27.27 b of the Processing Guide has been modified as follows (new portion in
red):

2727b Redact all initials, signatures, user ID’s, telephone numbers, fax
numbers and extensions of law enforcement personnel and personnel performing
a law enforcement function citing Exemption (b}(7)C) in a FOIA and (k}2) and
(bY7XC)ina PA, If the telephone number shown is not a law enforcement
person’s direct line number, release it. If a signature protrudes into the narrative,
protect only that portion of the signature which does not go up into the narrative.
The principle is that we should not withhold possibly important information
because of a signature. If the text is insubstantial or inconsequential, such as a
form number or a paragraph that does not bear on the subject’s situation, then
redact the whole signature.

We have added a new Appendix K to the Processing Guide and a new Appendix I to the
FOIA/PA Assistant’s Guide, Alien Number Assignments. This 1s the Alien Number
assignment chart from the USCIS Records Operations Handbook.

Paragraph 28.06 U.S. Department of State documents of the Processing Guide has
been modified as follows (dele%eel—m@m&&ea—t—a—s&n—kethfe&gh— new portion in red):

+ Refer asylum related documents, such as interagency communications, advisory
opiions and deliberative material, including the any documents entitled “Country

Conditions ~ ard-Commrents-on-Arerchm—Appteatons—

We have deleted the following paragraph entirely:

+  There may be documents similar to Country Conditions and Comments on
Asylum Applications we would not refer. For example, Profiles of Asylum
Claims and Country Conditions are available on the U.S. Department of State
website and we do not generally refer them,

We have modified paragraph 28.06.b as follows (deletednformattontistrtcethroush):

28.06b  We refer advisory opinions, as well as other documents originating with
State which are related to asylum claims, and Country Conditions, and-Comments-en
AsytamAppheatrons as well as any document that refers to the subject by name.

We have deleted the following paragraph entirely:

Note: there may be other documents with titles like Profile of Asylum Claims and
Country Conditions. These documents are available on the U.S. Department of State
website and we do not generally refer them. We refer State Department documents
that provide recommendations to asylum officers, but not documents that provide
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only a profile of asylum claims. Generally speaking, if the document title is not
exactly “Country Conditions and Comments on Asylum Applications,” we will
probably release it in full. If in doubt, please consult your supervisor.

We have added a new paragraph to the FOIA/PA Assistant’s Guide:

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 biclogical 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, [taly and the United States are typically willing to pay as much as $25,000 to
adopt a child. (This information comes from kidsofkathmandu.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. 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 teo young to give consent.
3. Congress has substantial interest in this matter.

If you decide you need proof of parentage after a full search, please send your case to

Admin for supervisor review.
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USCIS FOIA INFORMATION BULLETIN

August 24, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have amended Appendix H of the FOIA/PA Processing Guide as follows,
deleted-informationnstrtcethrotgh, re-written section in red:

Eaw-enforcenrent k) 2and
Departure Record 1-94 narmes—badge BHFHESRelease t
| P Release

We have amended Paragraph 6.1.1.14 of the FOIA-PA Assistants Guide as
follows, deleted-informationin-strikethrough, re-written section in red:

6.1.1.14 If the requester does not provide a valid address use: 123 Main
Street, Washington, DC 12345,

Send-an-e-mat-to-your supervisorand-asstenthe-caseto
Unit-Chief-without-any-staffingoracknowledzementletter-  Close the case as FC, blank

out FC letter, then send the case to up front approver. Be sure to add a Discussion note to
the case titled “Missing address,” explaining the illegible mailing address.

We have amended Paragraph 28.06 (U.S. Department of State documents) of the
FOIA'PA Processing Guide by adding an additional bullet as follows:

« Refer all documents belonging to the United States Information Agency (USIA).
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USCIS FOIA INFORMATION BULLETIN

August 17, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tocl regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have added a new paragraph 40.01.g of the FOIA/PA Processing Guide, as
follows:

4001 g If you do not refer any pages, please delete the following
sentence from your final action letter:

~Additionally, we have referred [# of pages] in [its/their] entirety to [government
agencies name] for their direct response to you.”

If you do refer pages, you will have to modify the sentence to reflect the agency
and number of pages, for example:

“Additionally, we have referred 3 pages in their entirety to US-Visit and 1 page in
its entirety to the Department of State for their direct response to you.”™

In that paragraph, please do not mention Immigration and Customs Enforcement,
or how many pages you are referring to them. Your final action letter will contain
the following paragraph:

“Dunng our review, USCIS located potentially responsive documents that may
have originated from U.S. Immigration and Customs Enforcement (ICE). USCIS
has sent the document(s) and a copy of your FOIA request to the ICE FOIA
Office for consideration and direct response to you. Should you wish to contact
ICE concerning the status of the processing of the document(s), please contact the
ICE FOIA Office via phone at (866) 633-1182 or via e-mail at ICE-
FOIA@dhs.gov. The ICE FOIA Office mailing address is 500 12M Street, SW |
MS 5009, Washington, D C, 20536-5009 ~

If you are referring no pages to ICE, please delete that paragraph. If you referred
any pages, please leave the paragraph exactly the way it is.
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We have amended Section 28.01 b of the FOIA/PA Processing Guide as follows,

deleted-nformaton-strteethroush, re-written section in red:

2801b Release the names of all referred agencies except when the referred

documents come from the agencies listed below. invelve-inteHigenceresords;
sueh-as-Chreeords. Generally speaking, you will almestabways release the

name of the agency.

(b)(7)(e)
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USCIS FOIA INFORMATION BULLETIN

August 7, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated section 27.08 Misfiled Documents of the FOIA/PA Processing
Guide as follows (new information in red):

Section 27.08 Misfiled Documents

Complete processing of case and send for approval. In the Summary Discussion, annotate
the pages of the misfiled documents and that you have notified FST. If both files are not
at NRC, omit sending an e-mail to FST, but still include the pages of the misfiled
documents and the reason you did not notify FST in the Summary Discussion.

We have updated portions of section 45, Discussions, of the FOIA/PA Processing
Guide as follows (deletedinformation-in-strkethrough, new information in red):

45.01.d Moved to 45, 02 a.l %wlp—pfareﬂ%&eerde&mele&se-eﬁﬂmd—paﬁy—m

42,02 The Summary Discussion

45022 Summary Discussions should include, if applicable, the information
shown below as well as anything that 1s unique to the case.
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¢ The type of case (FOIA or PA). If the case is a PA, please include page
number for proof of PA. If the subject has lost PA status, please include the
page number.

The total number of pages of responsive records {print total)

The number of pages released in full

The number of pages withheld in full

The number of pages partially released

What exemptions have been applied in withholding information

The number of documents referred to another agency

The number of duplicate pages marked

The number of pages that were out of scoped (other than the last page).

* & & & & & &

4502.a.1 To help prevent accidental release of third party PII, please ereatea
Diseussien e#ing cite the page numbers in your discussion where you matched each item
below from the request to verify that it is the correct file. If there are two sets of
responsive records, your discussion should show how you positively identified the
subject of record by page number for each set of responsive records:

Signature

Parents names (if available)

Country and date of birth (if available)

Any alias names you find

Anything else you used to positively ID the file as belonging to the subject

R S

Diseussien- The goal is to have one case summary that includes verification info and all
other pertinent info regarding the processing of the case.

We have updated section 8.15 Congressional Correspondence of the FOIA/PA
Assistants Guide as follows (new information in red, deleted information in

strikethrough):

Section 8.15 Congressional Correspondence

Reference section 28 CONGRESSIONAL REQUESTS AND APPEALS.

When the unit receives correspondence from a member of Congress, we may need to create
the case as a frack two case, mark the category as Congressional, request the requested
documents and send an e-mail to NRENRCFOMAMSE congressionalnre@uscis. dhs. gov
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 1s not in the request, please contact a member of
the FST for more guidance.
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USCIS FOIA INFORMATION BULLETIN

August 3, 2015

The FOIA Information Bulletin is a publication 1ssued by the FOIA Quality Assurance and
Customer Service Group as a communication tool regarding current information of use and
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and
timeliness of information. See your supervisor if you have any questions about bulletin
topics.

Quick summary of changes with Form G-639 (dated 3-31-2015)

1. The Certification of Agreement (COA, or consent) and Verification of Identity (VOI)
sections are merged into one. Only one signature 1s needed (notarized or under Penalty of
Perjury) on this new form.

2. Do not close any cases as Total Denials (TD) based on the 3-31-20135 version of the G-

639 Failure to Comply (FC) still applies.

The block to check “Complete Alien File” or “Other” no longer exists.

. The block to check “All of my records” or “A portion of my records,” no longer exists.

oW

We have added section 5,02, Verification of Identity (G-639 dated 3-31-2015), of the
Processing Guide as follows (new information in red):

5.02 Verification of Identity (G-639 dated 3-31-2015)

Note: On this version of the Form G-639, Certification of Agreement {consent) and Verification
of Identity are combined. You still need a name, current address, date of birth and place of birth.
However, you only need one signature, either notarized or signed under Penalty of Perjury.

Do not close any cases as Total Denials (TD) based on the 3-31-2015 version of the G-639.
Failure to Comply (FC) still applies.

If a requestor 1s 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 retrnieve by the person’s name, identifying number, symbol, or other
identifying particular assigned to that person. This information 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 § 5.21(d) Verification of Identity, says the requestor must provide us:

Providing the Alien Registration Number may not substitute for any of the four items of

¥

Full Name
Current address
Date of Birth

Place of Birth

information required by ¢ CFR § 5.21(d).

Next, it says the subject of record must sign the request and his or her signature must either be
notanzed or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature).

Netarized Affidavit of Identity (Do NOT sign and
datre below unti] the notary public provides
instencions te yoml }

By iy signature. I consent o USCIS releasig the
requestad recarids 5o the requestor (it applicable}
named in Part 2. 1 alsoe consent 10 pay all cosis
inciured for seareh, duplication, and review of

docurnents up 10 328 Gf hiling this request for mryvselfs,

Signature of Subject of Record

Diate of Signature (num-ddivyyy)

Supbseribed and swor to before me on tlus

day of 1z the year

Daytine Telephone MNumber

Sigizanme of Notarv

Ay Consimssion Expires o
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S.b. \ Declararion Under Penaliv of Perjury
By my signsture, I consent 1o UUSCIS refeasing the
requested records to the reguestor (if applicable)
named i Part 2. T also consent o pay all costs
mcurresi for search, duplication, and review of
dociments nup ta $28 {:f filing flas request for myselt),

feernfy. swear, or affim, vnder penalty of perpwy
under the laws of the Untted States of America. that
the information i1 this rasguest 15 completa, f1ne, ansd
corrEct,

Signature of Subject of Recond

Date of Signoture (o' ddryyy’

The notarized signature of the subject or the signature under penalty of perjury does not need to
be on the G-639. If a requestor 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 part 4, either notarized or under penalty of perjury.

»  DOJ-361, Certificate of Identity: we may not suggest or require that a requestor use a
DOJ-361, but we can accept one as certification of agreement with a signature under

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

“Verification of Identity” for purposes of FOIA/PA does not include a Form 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 of 28 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 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 form:

(DIf executed without 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 commonwealths: “T declare
(or certify, verify, or state) under penalty of perjury that the foregoing is true and correct.
Executed on (date).(Signature)”.

We have added section 7, CERTIFICATION OF AGREEMENT, VERIFICATION OF
IDENTITY, AND DESCRIPTION OF RECORDS (G-639, dated 3-31-2015) of the FOIA/PA
Assistants Guide as follows (new information in red):

7  CERTIFICATION OF AGREEMENT, VERIFICATION OF
IDENTITY, AND DESCRIPTION OF RECORDS (G-639, dated 3-
31-2015)

Note: On this version of the Form G-639, Certification of Agreement (consent) and Verification
of Identity are combined. For Verification of Identity you still need a name, current address, date
of birth, place of birth, and a signature.

However, you only need one signature, either notarized or signed under Penalty of Perjury. If the
any of the above items are missing, close the case as a failure to comply.

Do not close any cases as Total Denials based solely on the Form G-639 (3-31-13).
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A Privacy Act Record is 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,

An A-number is an "identifying number" assigned to a single individual. That makes an A-file a
Privacy Act Record.

A CBP incident could involve several people. A CBP Incident Report is filed by a number
which 1s not an "1dentifying particular” for any individual. Even though the file most likely
contains sensitive PII, a CBP Incident Report is not a Privacy Act Record. A USCIS contract 1s
another example of a document that is filed by a number, but that number is not an identifying
particular for any individual.

If a person requests a non-Privacy Act Record, he or she must request it under the FOIA. The
agency will review the record and withhold information that 1s exempt, including sensitive
information about individuals in the record. An individual involved in that record could provide
a signed agreement which will allow the agency to release information about that individual to
whatever Requestor.

Any time a person other than the subject of a Privacy Act Record requests the record, the subject
of record must provide the agency with a signed statement agreeing that the agency may release
information in that file to the Requestor.

Unconsolidated petitions are not always one way or the other. An 1-360 could be associated with
only one person and an [-130 is associated with two or more people. If a third party requests an
unconsolidated petition, we need an agreement to release infermation from at least one of the
people associated with the petition.

If a person is not requesting a Privacy Act Record, then there is no requirement to establish
Verification of Identity by mail, fax or e-mail, and do not require a signature. Requestors must
provide name, mailing address and adequate description of the records they are seeking By
submitting the request, the person is agreeing to pay fees up to $25.00, unless they specify more.

Additionally, if a Requestor establishes that the subject of record is deceased, or if the subject of
record is more than 100 years old, then the Requestor is not required to establish his or her own
Verification of Identity. The same requirements apply to a request for the file of a deceased
person as apply to a request for a Non-Privacy Act Record.

In any third party request for a Privacy Act Record, we need either:
= Verification of Identity to release information to the Requestor, or
+  Proof of parentage if the subject of record is a minor at the time of the request, or
+  Proof of court-appointed guardianship, or
= Proof of death.
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We have added section 7.2, Verification of Identity (VOI) (G-639, dated 3-31-2015) of the
FOIA/PA Assistants Guide as follows (new information in red):

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15)

If a requestor 1s asking for a Privacy Act record, he or she must provide verification of identity.

A Privacy Act record, for USCIS purposes, 15 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 information includes, but is not limited to, a
person’s nationality, immigration status, education, financial, medical, criminal, or employment
history.

By 6 CFR § 5.21(d), we must have five items — name, current address, place of birth, date of
birth and signature. The signature must be notarized or signed under penalty of perjury. If the
requestor does not provide all five items, we will close the case as FC and insert the unperfected
request language in the FC letter. We are required to conduct a thorough search as long as we
have the required information.

Ifwe have verification of identity, but are unable to confirm a match because of multiple matches
or a possible match, we may need more information to verify that we have the right file (i.e
parents names, alias names, alien number/receipt number). If we ask them for additional
information, the information they send back to us does rot have to be signed under penalty of
perjury or notarized. Do not request any information that has been marked as unknown or
otherwise indicated that they do not know it. The requestor may indicate that he or she does not
know date of birth or place of birth, and we will still conduct a search. If the requestor declines
to provide us with date of birth or place of birth, we will close the case FC. Please refer to
section 16b, FC (failure to comply) CASE CLOSINGS of this guide.

In addition, on February 17, 2011, we started accepting the required PII if provided via a birth
certificate or other document if not written on the G-639. We will continue to accept these as
long as they are notarized or signed under penalty of perjury or include a sworn Jurat/Affidavit.

6 CFR § 5.21(d) Verification of Identity, says the requestor must provide us:

Full Name

Current address

Date of Birth

Place of Birth

Signature under penalty of perjury or signature notarized

Mo oW
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When you review the case and determine the requestor did not provide all five required pieces of
information, you will close the case as a failure to comply (FC). Please refer to Section 16b: FC

Case closings. Some examples of failure to comply (FC}) are listed below.

A. Arequestor who provides full name, current address and alien number only has not
provided sufficient verification of identity. The date and place of birth are missing. If
any of the five required items 1s missing, close as a failure to comply (FC).

(G-639 Self Requests when the subject has not signed under Penalty of Perjury or

Vernification of Identity. Close as a failure to comply.

. If the requestor is asking for records concerning a /iving individual and it has not been
signed under penalty of perjury nor notarized, close as a failure to comply.

Notrized Affidavit of Identity (Do NOT sz and
date beilow uinil the notary public provides
TR LTS $0 o)

By myy signature, § consent 1o UISCIS relensiug the
revpuested records o the requestor Gf applicabley
named i Part 2. T also consent 10 pay all ¢osts
meurred for search, duplicanon, and review of
documnents up 1o $25 (of hling this request for myselts

Sgnature of Subject of Record

Drare of Signatore (murddyyyys

Subseribed and sworn to before qie on this

day of i1 the vear

Davtae Telephons Naunber

Signature of Notaay

Xy Conmmssion Explres on
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S.b. \ Declararion Under Penaliv of Perjury
By my signsture, I consent 1o UUSCIS refeasing the
requested records to the reguestor (if applicable)
named i Part 2. T also consent o pay all costs
mcurresi for search, duplication, and review of
dociments nup ta $28 {:f filing flas request for myselt),

feernfy. swear, or affim, vnder penalty of perpwy
under the laws of the Untted States of America. that
the information i1 this rasguest 15 completa, f1ne, ansd
corrEct,

Signature of Subject of Recond

Date of Signoture (o' ddryyy’

Closing as Failure to Comply (FC) for inadequate Verification of Identity: Please refer to
section 16 of this guide.

More information about VOI: The signature of the subject of record must either be notarized
or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature).

A The notarized signature of the subject or the signature under penalty of perjury does not
need to be on the G-639.

B. If a requestor has inserted the penalty of perjury statement on ANY document, and the
subject of record has signed the document, it fulfills the requirement to verify identity.

C. The subject of record may have signed 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.

D. DOJ-361, Certificate of Identity: we may not suggest or require that a requestor use a
D0OJ-361, but we can accept one as verification of 1dentity with a signature under penalty
of perjury or a notarized signature.

E. For venfication of identity, we will accept a statement containing the subject's name,
current address, date of birth, and place of birth that is signed under penalty of perjury or
notarized, or a sworn Jurat/Affidavit.

A current photo ID, if not notarized or accompanied by a declaration under penalty of perjury
specifically attesting to the information on the photo ID, is for information purposes only and is
not verification of identity.
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statement made under penalty of periury 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 of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which
reads as follows:

Wherever, under any law of the United State s or under any rule, regulation, order, or
requirement made pursuant to law, 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 cath 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
form:

(DIf executed without the United States: “I declare {or certity, 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 commonwealths: “I declare
(or certify, verify, or state) under penalty of perjury that the foregoing is true and correct.
Executed on (date).(Signature)”.

We have added section 6.3.1.1.2.1, Track 1 vs. Track 2 Clarification (G-639, 3-31-2015), of
the FOTA/PA Assistants Guide as follows (new information n red);

6.3.1.1.2.1.  Track 1 vs. Track 2 Clarification (G-639 dated 3/31/2015)

We occasionally have confusion on whether a case should be placed in the Track 1 or
Track 2 queue. Most of the confusion centers on how we apply Part 3 to our decision-
making process.

In the latest version of the Form G-639, there is no “Subject of Record Consent to
Release Information.” You only have Part 3, Description of Record(s) Requested to
decide what to release to the requestor.

Part 3: Description of Record(s) Requested:

Part 3 1s where the requestor decides whether he or she wants their complete A-file or a
portion of his or her records.
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Consider the example below. The requestor wnites in “I would like to have a copy of my
I-130.

This request will amount to just a few pages. This is a Track 1 case.

bt

ey e

5

Is it a Track 2 case? It depends. Section 6.3.3.1 tells us that if you find nothing other than
screen prints (RAFACS staffings) or a receipt file, you need to make this a Track 1 case.

However, if the person asks for all records and you find the A-file or more than three

documents (Section 6.3.3.2), you are going to make this a Track 2 case.

We have updated section 16b., FC (failure to comply) CASE CLOSINGS, of the FOIA/PA
Assistants Guide as follows (new information in red):

16b. FC (failure to comply) CASE CLOSINGS

A. Create the case if you have not done so already.
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B. Select the “Final Action Letter” from the Tasks tab. Select “FC” from the final action
codes list.

C. Paste in the body of the appropriate “Unperfected Request Letter” onto the FIPS FC final
action letter, which you may find in the Case Create Template Letters folder of the FOIA
Library or the Enterprise Collaboration, ECN Network Case Create Library.

D. Select the “Unperfected Letter for Older G-639 version™ for all requests submitted on a
(G-639 date prior to the revision dated 01/29/12 or

E. Select the “Unperfected Letter” for all new requests and requests submitted on the newly
revised (G-639 revision date 01/29/2012 or

F. Select the Unperfected Letter for G-639 dated 3/31/2015,

G. Review the letter to ensure the pasted content 1s in the correct format

H. Create a Discussion to the Up-front Approver with your findings and reasons for closing
as a FC case.

Replace the contents of the letter using

Q:\Foia\lFOIA LIBRARYCase Create References\Case Create References Unperfected
Letter_for G-639_dated 3 - 31 - 13

Or

O \Foia\FOIA_LIBRARYYCase Create References\Case Create References Unperfected
Letter

Or

O \Foia\FOIA LIBRARY'Case Create References\Case Create References Unperfected
Letter for Older G 639 version if an older version of the G-639 was submutted.

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e-mail to
NRC, FOIASafe with the case number, A-number and name of subject of record. The classified
document control point of contact maintains the files in the FOIA Safe until the case is

closed. Once she is notified the file is no longer needed, she will return the file to the original
FCO.
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USCIS FOIA INFORMATION BULLETIN

August 3, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have amended section 28.14. g of the Processing Guide as follows, eld
paragraph--sirtkethrongh, new paragraph in red:

Detamee Classification System forms to ICE. Do not hide the name of the agency.

We have amended Appendix C — Processing Tables of the Processing Guide as
follows, deleted-informattinstitcethrotngh, change in red:

Detainee Classification System —Pemary Assessment Forms

We have amended Section 8.7 of the FOIAPA Assistant’s Guide as follows,
deleted-informatin-instrikethroagh, re-written section in red:
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Other government agencies’ and DHS components™ FOIA/PA offices will make the
determination to refer a FOIA request to the USCIS FOIA office at the NRC for a direct response
to the requester. The referral can be complete or partial.

8.7.1 Complete Referrals

A complete referral comes from another government agency or DHS component in which
either the entirety or a segregable portion of the request falls under the purview of
USCIS. If the referral 1s a request for an A-File or A-File matenal (petition, application,
etc.) create the case as if the request came directly to the NRC. If the referral 1s a request
for anything else please see section 6.3.4.4 as the request may fall under SIG.

8.7.2 Partial Referrals

As other agencies process FOIA/PA requests, they will sometimes find USCIS
documents within their files. These documents will be referred to us for processing. The
majority of partial referrals come from the Office of Personnel Management (OPM),
Department of State, and the Federal Bureau of Investigation (FBI). SIG processes all

A consultation is when another government agency or DHS component has found USCIS equities
within their documents and then forwards those documents to the USCIS FOIA office to make
any recommended withholdings or disclosures. The USCIS FOIA office processes only that
specific portion of the document that contains USCIS equities and upon completion returns it
back to the original agency/component. SIG processes all consultations, Follow the procedures in
section 6.3.4.4.2 for consultations,

We have deleted the following sections from the FOIAPA Assistant's Guide:

6.3.4.3 Personnel

L
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8.9 REQUESTS: Official Personnel File

8.13 REQUESTS: Privacy Act Amendment (A request to
correct/amend records etc.)
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We have amended section 6.3.4.4 of the FOIAPA Assistant’s Guide, etd-vession
w-stitkethrongh, new version in red.

asa-bpectal-huerest-Lreoup—create-the-ease-t-track —assormalk
Seareh fordupl [ ] o the NRC :
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thetre-mattaddress 1 NRC, FOIASIG-

6.3.4.4 Significant Interest Group (SI1G) Requests — SIG processes Non-A-File
FOIA requests except A-File requests from the Media or A-Files belonging to
high-profile individuals. If the request is not for USCIS records, then it 1s not a
SIG request and should be handled accordingly (refer, redirect, etc.).

6.3.4.4.1 It is a SIG request if:
a. The FOIA request is for congressional correspondence;
b. The FOIA request 1s from a member of the media;
¢. The FOIA request is from a member of an activist group, watchdog
organization, special interest group, etc.; Such organizations
include: AILA, ACLU, CAIR, CREW, EFF
d. The FOIA request is for a vacancy announcement
The FOIA request is for personnel records
f. The FOIA request is for records related to an investigation. It may
mention:
a. Report of Investigation
b. OSIInvestigation
c. Background Investigation (These are not USCIS requests —
they are redirected to OPM, however, SIG will handle the
redirect).
The FOIA request relates to a USCIS contract
The FOIA request relates to a USCIS grant program
The FOIA request mentions “EB-5" or “Regional Center” records
The FOTA request is for data/statistics
The FOIA request is a PA Amendment
a. The requester wants to correct information in their records
b. The requester mentions “SAVE”
1. The FOIA request is a hybrid, the requester is seeking both A-File
material AND non-A-File material (for example: “My child’s A-
file and all USCIS adjudication policies for Vietnam adoptions™)

o

A S

Items listed above are suggestive and not exclusive.

6.3.4.4.2 If you believe a request qualifies as a SIG request, Create the
case in the NRC queue, but do not staff or create an acknowledgment
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letter. Create the case as follows: Track 2; Type: FOIA Request; Source:
Others; Category: Others. Do Not enter subject’s name or A-Number.
You must enter a short description inte the Topic block. Send an e-mail to
NRC, FOIASIG and enter a discussion note into FIPS explaining the
situation. Send the case to Unit Chief.

A SIG processor will review the case and move it to their queue if it 1s
truly a SIG case. A SIG processor will then finish the creation, create the
staffing and acknowledgment letter. If you have questions or need to send
information regarding a possible SIG case send it to their e-mail address:
NRC, FOIASIG.
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FOIA INFORMATION BULLETIN

August 1, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

A cross reference has been added to Appendix C, Processing Tables, of the
Processing Guide:

Numeric Cross-Reference for commonly seen forms

1-90 | Application to Replace Alien Registration Card
1-94 | Departure Record
I-200 | Warrant for Arrest of Alien
1-203 | Order to Detain or Release Alien
1-203A | Order to Detain or Release Aliens
1-205 | Warrant of Removal/Deportation
1-210 | Notice of Action - Voluntarv Departure
1-213 | Record of Deportable/Inadmissible Alien
1-217 | Information for Travel Doc or Passport
1-218 | Record of Persons & Property Transferred
1-220 | Order of Supervision (Multi Pgs)
1-220A | Order of Release on Recognizance
1-221 | Order to Show Cause and Notice of Hearing {Multi Pgs)
1-229 | Warning for Failure to Depart (Memo w/other Doc¢ Attached)
1-246 | Application for Stay of Deportation or Removal
1-247 | Immigration Detainer - Notice of Action
1-259 | Notice to Detain, Remove, or Present Alien
1-264 | Notice to Consular Qfficer Conceming Detention
1-265 | Notice to Appear, Bond & Custodv Processing Sheet (Multi Pgs)
1-274 | Notice & Request for Disposition (Multi Pgs)
1-275 | Withdrawal of Application for Admission/Consular Notification
1-286 | Notice of Custody Determination
1-294 | Waming to Alien Ordered Removed or Deported
1-296 | Notice to Alien Ordered Removed/Departure Verification
I-305 | Receipt of Immigration Officer US Bonds (Multi Pgs)
1-323 | Notice of Immigration Bond Breach
1-340 | Notice to Deliver Alien
1-352 | Immigration Bond (Multi pgs)
1-385 | Alien Booking Record
1-387 | Report of Detainees Missing Property
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1-391 | Notice of Immigration Bond Cancelled (Multi pgs)
1-395 | Affidavit In Lieu of Lost Receipt of US INS for Collateral
Accepted as Security
1-485 | Application to Register Permanent Residence
1-696 | SAW
I-770 | Notice of Rights and Request for Disposition (Mult1 Pgs)
1-751 | Petition to Remove Conditions
1-826 | Notice of Rights and Request for Disposition (Multi Pgs)
1-830 | Notice to EOIR: Alien Address
1-851 | Notice of Intent to Issuc a Final Administrative Removal Order
1-851A | Final Administrative Removal Order
1-860 | Notice & Order of Expedited Removal
1-862 | Notice to Appear (Multi Pgs)
1-871 | Notice of Intent/Decision to Reinstate Prior Order
CBP 93 | Unaccompanied Alien Child Initial Placement Referral Form
G-56 | Letter of Appointment
(-391 | Official Assignment Sheet
G-589 | Property Receipt
G-600A | Investigation Preliminary Work Sheet
N-400 | Application for Naturalization
N-600 | Application for Certificate of Citizenship

Paragraph 27.31 ¢ of the Processing Guide has been amended as follows (addition in
red):

27.31 ¢ If we cannot tell if a third party photograph of a person’s face has been
provided to us by the subject of the file or the requester, please withhold the photograph
citing Exemption (b){6). One exception would be a third party photograph that has
appeared in a newspaper article. Such a photograph would be considered “public
domain” and should be fully released. If the subject of record 1s in a group photograph,
such as a wedding or family event, fully release the photograph.

Paragraph 27.36, Choicepoint/Discovery Plus/CLEAR Documents of the Processing
Guide has been amended as follows (additions in red):

Choicepoint and Discovery Plus (there could be others such as CLEAR, LexusNexis
Faces of the Nation, and Accurint) are research tools used by adjudicators or
investigators. Fully withhold documents from systems such as these citing (b)(6) for
third party PII, (b){7)(C) for information relating to law enforcement and (b)(7)E). If
you are processing a Privacy Act case, vou will need to apply Exemption (kX2). Apply
only the applicable exemptions.
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Paragraph 28.09, Federal Bureau of Investigation documents of the Processing Guide has
been amended as follows (additions in red):

When processing an A-file that contains documents that originated from the FBI’s
Criminal Justice Information Services (CJIS) Division, including the FBI “rap sheets”,
National Crime Information Center (NCIC), and Interstate Identification Index (III) print
outs, we should ensure that the documents belong to the subject of the file, consent is
present and the identity of the person has been confirmed before processing. This rule
does not include TECS/IBIS screen prints referring to NCIC.

If you positively identify the document as belonging to the subject of the file, you would
normally release the documents fully, however, there may be exempt information on

them. Fhe-intormation-on-thesedocnmentsthatis-exemptiromreleaseisa Azent names.

third-party names, or any personally identifying information relating to others are all

exempt under (b)}(7)(C). Any mention of “KST,” “known or suspected terrorist,” NAILS,

or IBIS status would be exempt under (b)(7E).
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USCIS FOIA INFORMATION BULLETIN

February 29, 2016

The FOIA Information Bulletin is a publication 1ssued by the FOIA Quality Assurance and
Customer Service Group as a communication tool regarding current information of use and
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and
timeliness of information. See your supervisor if you have any questions about bulletin
topics.

We have updated section 6.1.1.10. RULES FOR ENTERING INFORMATION ON THE
FIPS WORKSHEET of the FOIA/PA Assistant’s Guide as follows (new information in red,
toleted-inf o striked by

6.1.1.10 If the request came to us on Form G-639, you should use the name and address
of the Requestor in Section, “Reguestor Information.”

If you have a conflict between addresses on a properly filled out G-639 and G-28, please use
the address on the G-28.

If the request is not on Form G-639, please use the address that 1s on the letter unless the
Requestor specifies a different address. If you are unsure, please consult a supervisor and add a
Discussion explaining your decision.

If the Requestor included a G-28, please look to see if the Requestor is an attorney. If the
Requestor 1s an attorney, please look at the name of the firm. If the name of the firm includes
the attorney’s name, please make the second line of your address “Attorney at Law.” If the
name of the firm does not include the attorney’s name, please make the second line of the
address the name of the firm_ If the Requestor is not an attomey, then simply use the address
that is in the Requestor information block of the G-639. For further guidance, please refer to
section 6.1.1.17 of this guide.
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We have updated and changed the name of section 20 Requests for Certified
Copies or Certificate of Non-Existence to Request for Certified Copies of the Processing Guide

as follows (new information in red, deletedinformationin-strtkethrough):
20. REQUESTS FOR CERTIFIED COPIES OR-CERTHHICATE-OFNON-

If you have a request for certified copies, and it has not been addressed in the Case Create role,
please perform the following actions:

Certification of record:
Insert a Discussion “certified documents requested.”

Process the case as normal. If you are closing the case as no record, total denial or failure to comply,
there 1s no need to address certification of record in the final action letter.

If you are not closing the case NR, TD or FC, and if the Requestor does not want a copy of the whole
file, but specifically requests only a certified copy of a particular document, you will be closing the
case NB.

According to the situation, please add the following paragraph(s) into your Final Action Letter:

NB Situation 1: If a request 1s only a request for a certified copy of a Name Change document, insert
the following paragraph:

“Regarding your request for a certified copy of Name Change document, you may check with
the Court that 1ssued and certified the Name Change document.”

NB Situation 2; If a request 1s only for a certified copy of Certificate of Naturalization of a hiving
person and not a request for the whole file:

“This is in response to your request for a certified copy of your Certificate of Naturalization.
To request a “Certified True Copy”™ of your Certificate of Naturalization, and if you have the
original document, you must make an appointment at your local USCIS office by using the
on-line InfoPass Appointment Scheduler. If you do not have the original document, to
request a replacement of your Certificate of Naturalization, you must fill out Form N-565,
Application for Replacement Naturalization/Citizenship Document. Please see
www.uscls.gov for more information about these processes and the downloadable Form N-
565.
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If you have additional questions, you may contact your local USCIS Office or call the
National Customer Service Center at 1-800-375-5283 (TTY 1-800-767-1833).”

If the request s for a copy of the whole file, and there 1s a request for certified copy of a
naturalization certificate of a deceased person or if it is a request for any other documents that may
be within the file, you will not close the case NB,

Please add this paragraph to your Final Action Letter:

“You requested a certified copy of a U.S. Citizenship and Immigration Services (USCIS)
record. The National Records Center does not certify documents and 1s responding with a
copy of these records as required under the Freedom of Information Act/Privacy Act.”
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DRAFT FOIA INFORMATION BULLETIN

February 25, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated Section 6.3.1.3.3, Already Approved Requests for Track 3
Processing with Pending Cases of the FOIA/PA Assistants Guide as follows (new
information in red, deleted information in strikethrough):

6.3.1.3.3 Already Approved Requests for Track 3 Processing with Pending

Cases

Before you create the case, look at the documentation and/or check for a duplicate.
Sometimes you will find a current, open pending case which is already approved for
Track 3. If you find another case and it 1s not a DP case, simply click “Send to
Research” and you are finished with the case, Add a Discussion to the original case,
“Research, original case already approved for Track 3 processing please attach as CSD”.
If it is an exact duplicate request to the existing pending case and already approved for
Track 3 processing, you will close this case as final action DP: ER— Duplicate ease. Add
a Discussion to the original case, “Research DP Case closed as DP ER and provide the
NRC control number.” (See section 6.4 for information on Searching for Duplicates.)

We have updated Section 6.3.6.1, Letter C of Reviewing Expedited Treatment
Requests of the FOIA/PA Assistants Guide as follows (new information in red, deleted
information in strikethrough):

6.3.6.1 Reviewing Expedited Treatment Requests

C. If you find a recently closed case with the final action codes of RD, RF, or DP, e+ER, it
may also be a duplicate request with a request for expedited treatment. Refer to section 6.4 if
you determine 1t is, but otherwise refer to section 6.3.6.2.3.

We have updated Section 63.6.2.3, Search for Duplicate Cases of the FOIA/PA
Assistants Guide as follows (new information in red, deleted information in

strikethrough):

6.3.6.2.3 If the expedited treatment request refers to a case that kas already been closed,
elther close it as DP and send a duphcate letter or create it as a new case. —er—&ttaeh—as—BP—

sitation. 5Fe—e¥ese—a—eese—EPrpl-e&se+efeH9-seeﬁeﬂ—lé—ef—bkﬂ-s—ga+de- If in doubt consult

your supervisor. Please refer to the section 6.4 on DP (duplicate) Cases, and the previous
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guidance listed above on reviewing expedited treatment requests. Create a Discussion
with your findings on the original FOIA case prior to sending to Research or closing as a
DP case.

We have updated Section 6 4, Search for Duplicate Cases of the FOIA/PA
Assistants Guide as follows (new information in red, deleted information in

strikethrough}:
6.4 SEARCH FOR DUPLICATE CASES

Betore 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, of was
inadvertently scanned into FIPS multiple times, or are cases that we previously
processed. To be considered a duplicate, a request must be from the same requester,
include the same request documents dated on or about the same date and is seeking the
same information about the same subject. If there is a request wath an ICE or CBP
referral letter, the letter should have been attached to the open pending original case as a
CSD. Please do not close this case ER. Send the case to research.

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, send these requests to NRC. These are
true duplicate cases when an office has already processed this request with a final action
code of either PD or (1. If the original case is ready to be processed, send to research to
attach as a CSD. If we closed a previous case FC and the requester is now providing
additional information, it is not a duplicate.

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. Fellew-the-guidancet-section-6-4- Set this case as a DP (duplicate) case to

the open pending original case and modify (insert the “Upon review” statement. ) your

Final Action Letter. and-close-yourcase-with-s-fnal-actioncode-of ER.

If the date of the request is either the same as your request or within a very few days and:
A. The requester is the same, and
B. The information being requested is the same in both requests,

Penot Close this case as a duplicate. Attach the case as a duplicate case by selecting
“Set this case as duplicate to original case”, next select “Create Case” and close the case
with a final action code of ER DP and modify (insert the “Upon review” statement. .. )
your Final Action Letter. Next, enter a case Discussion and send the case to the Up-front
Approver.
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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.

We have updated Section 32.9, Wrong Records of the FOIA/PA Assistants Guide
as follows (new information in red).

32,9 Wrong Records. Occasionally you will pull a case in Records Locator queue and
there 1s a Discussion stating the wrong records have been scanned into the case. This will
require some investigative work before a solution can be determined.

32.9.1 Did the Case Creator use the wrong alien number? If so, please request the
correct file. You must then send an e-mail to NRC, FIPS Problem, FOIA PROGRAM,
and Tracy Bellisime and ask that the wrong records be removed.

32.9.2 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 only if
you have the beneficiary’s PII and VOI If not, close as FC. For Procedure, please see
section 16.

32.9.3 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:

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

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

32.9.3 3 If the responsive records are not scanned into the case, send an e-mail to
NRC, FIPS Problem, FOIA PROGRAM, and| and ask them to
(b)(6) move the responsive records from your case over to the correct case. Also ask

them to remove the responsive records from your case and staffing response to
“pending.”
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USCIS FOIA INFORMATION BULLETIN

February 25, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have revised sections 12.5 and 12.7.12 of the FOIA-PA Assistant s Guide, as
follows (deletednformattontsirtcethrough, new information in red):

Do not request receipt files with a prefix from any-effiees other than one of the five
Service Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). District
offices issue work authorizations, but we cannot request those. For instance, you cannot
request receipt number LOS0530775120, no matter where it is. However, if you find an
unconsolidated receipt file LINOS30775120, and it is at LOS, you can request it.

We have revised section 7 of the FOIA/PA Assistant s Guide, as follows (deleted
wformationn-strrkethrough, new information in red):

This includes requests for any consolidated petitions the requester or petitioner submitted
or provided on behalf of the beneficiary (subject of record, SOR). If the petitioner is the
requester, and if the petition has been consolidated into the beneficiary’s A-file, then we
must have the beneficiary’s consent. ffwe are staffing the subject of record’s A- file, and
if the requester is not the same person as the subject of record, then we need consent
Jrom the subject of record. 1f the petition has not been consolidated into the beneficiary’s
A-file, and the petitioner or the beneficiary is the requester, we may staff for it.-with

oithortl " B boncficiory

We have added 2 clarification to section 12.1.1.6 of the FOIAPA Assistant’s
Guide, as follows (new information in red):

A. If “Retire” had been blued in, it would have been important. We would have used
that inquiry screen to staff from the FRC or RDF if it was retired at RDF. If the
Center in the Accession Data is other than Kansas City, staff to Non-FOIA for the
FCO. Please refer to the notice at the bottom of this section.

Notice - the file below is retired to the Washington FRC, but you should not staff to
WAS. The FCO 1s BAL, so you should staff to Non-FOIA Office BAL. The same
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principle applies if a file 1s retired to the SFR FRC - if the FCO 1s LVG, then you should
staff to Non-FOIA Office LVG, and paste in the screen shot of the Retired Inquiry.

REQUESTED FILE
Offiee Code; NRC Control Number: NRC20136 Brate: Februagy 12, 2013
Alien Number: & ' Smhjoct:

We have revised section 6.3 4.3 of the FOIA/PA Assistant’s Guide, as follows
(deletednformationin-strikethrough, new information in red):

There are 38 35 different categories of requests. However, the most commonly used ones
are:

We have added section 6.3.4.3 to the FOIAPA Assisiant’s Guiide, as follows (new
information 1n red);

6.3.4.3 Deferr_ed Action for Childhood Arrival
Catenory

Please select Category: Deferred Action for Childhood Arrival in any of the following
circumstances:
o If the subject of record mentions DACA or Deferred Action for Childhood Arrival
» If the subject mentions being a child on arrival in the United States
+ If the subject mentions the "DREAM Act" and you can tell he or she is referring to
DACA
o If you see evidence that the person filed Form 1-821D in CLAIMS or PCQS.

We have added instructions to sections 16 and 25.2.5 of the FOIAPA Assistant’s
Guide, as follows (new information in red):

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e-
mail to Cindy Holt, our classified POC. Cindy holds on to the files in the FOIA Safe
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(b)(€)

until the case 1s closed. Once she is notified the file 1s no longer needed, she will return
the file to the original FCO.

We have added instructions to section 42 of the Processing Guide, as follows (new
information in red):

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e-
mail to [ Jour classified POC. holds on to the files in the FOIA Safe
until the case is closed. Once she is notified the file is no longer needed, she will return
the file to the criginal FCO.
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USCIS FOIA INFORMATION BULLETIN

February 24, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

Section 7, DECISION TQ PROCESS AS FOIA OR PA has a small addition, in red:

¢ Anapproved [-129, I-129F, 1-130, I-140, I-360 or any other document with the
word “petition” in the title does not mean you process the case as a PA — The
approved petition is the first step, but there still has to be an approved I-485 or I-
181 in order for you to process as PA.

We have added a new paragraph to the processing guide, as follows:

2745h Please partially withhold the Report of IBIS Query (ROIQ) citing
Exemption (b }(7XE), or (k)}2)/ (b)(7)(E) if the case is PA. If there are law enforcement
officers’ names and/or badge numbers, please alse withhold those, citing (b)(7)(C), or
(K)2) (b)Y TNC) if the case is PA. Examples follow:
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USCIS FOIA INFORMATION BULLETIN

February 18, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have changed Section 27.08, Misfiled Documents of the Processing Guide as
follows (new information in red del-eted—ﬂzrfeﬁmﬁeﬂ—m—sfcﬁkefhfeﬁgh)

+ If both files are at the NRC, send an e-mail to the FST mailbox (NRC,
NRCFOIAMSB) to have the file corrected. Please copy and fill out the “Misfiled
Document Form™ located 1n the Case Processing References Folder on O dnive in
the FOIA Library, or on the Operations ECN Processor library.

We have added information to Section 28.06 a, which deals with State Department
Referrals, in the Processing Guide as follows {(new information in red deletedinformation

n-strtkethrough):

U.S. Department of State will make a direct response to requester on documents that we
refer. “U.S. Department of State” is the referral choice in FIPS for Department of

State. Generally, if a State Department document pertains to an investigation or a
nonimmigrant visa, we refer the document to State. We do not hide the name of the
agency. State Department has given us the following guidance for documents that are not
third party:

« Process statements, acknowledgements, visa stamps, passports or visas the person
has, or has received, or has signed.

+ Process any immigrant visa paperwork excepi Report 71, investigative,
deliberative or law enforcement related documents.

» Process documentation the alien would have filed to support immigrant visas,
letters, or documents the alien would possess.
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Process any form that begins with an “I” (for example, 1-130, [-140) even if it was
filed overseas.

Process the Report 24.

Process the Immigrant Data Summary.

Refer messages, letters, e-mails, checklists and cables having to do with visa
determination or investigations. This includes any Visa Lookout System,
FLASS/SAO Name Check Results as well as “VISAS” + any animal or number.

-

, .a‘rlﬁwi elugee Admivsions Procog gﬁi\s-’si’

CLASS/S A0 Nuime Chock Revatr Kipore
J’/".T»-N\\
Fhose gaiechechs were combuciud whdio the auspives of the: taloed States Depardment of Stite af i Refugee
Provesviny Comar fo Ardiaglon, Virgisis

| ;
Uhuss Name Cheek Rosudis l‘\__‘ /

5 Case Nusober Bogglierss Ny Eadividual Xame 1

Refer nonimmigrant visa {NIV) applications.

Refer Embassy/Consulate fraud investigations.

Refer State Department law enforcement related documents.

Refer Refusal Worksheets

Refer alt documents belonging to the United States Information Agency
(USIA), unless the document deals with the former USIA’s broadcasting
function, If it has anything to do with broadcasting, you should refer it to the
Broadcasting Board of Governors (BBG), which has its own FOIA operation, at
the following address:

BBG FOIA Office

Room 3349

330 Independence Ave. SW
Washington, D.C. 20237
(202) 203-4550

Refer asylum related documents with State-originated material, such as
interagency communications, advisory opinions and deliberative matenal,
including any documents entitled “Country Conditions.” (Examples follow this
paragraph.)

Refer electronic database prints with information owned by State, if it has to do
with NIV or law enforcement.

Refer Report 71 — Case Accountability Report, as it may be investigative or
deliberative,

Refer TECS 1II screen prints marked State Department.

Refer any State Department document, whether it pertains to a nonimmigrant visa
or an immigrant visa, if it bears the following warning;

Sensitive But Unclassified (SBU) - information Protected under INA 222(f) and 9
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FAM 40.4
This record cannot be transferred or reproduced in ifs entirety without the
permission of the Department of State - Bureau of Consular Affairs (Visa Services)

+  State Department does not wish to review third party documents. If you would
ordinarily refer a page to the Department of State, but it pertains to a third party
from whom we do not have FOIA consent, please place the page out of scope. If
we do have FOIA consent from the third party, please note that in your summary
discussion and in the referral letter to Department of State.

We have added instruction to Appendix C with reference to Form 1-217

Refer to ICE if there
1s any ICE or Legacy
INS ICE function
signature. Otherwise, Release Release
release.

Information for Travel Note: there may be a

Document or Passport, I-217  continuation sheet
signed by a CBPO,1in  (b)}(7XC) (k)(2) and
which case, you (b)(TKC)
should withhold the
CBPO’s identity.
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USCIS FOIA INFORMATION BULLETIN

February 10, 2016

The FOIA Information Bulletin is a publication 1ssued by the FOIA Quality Assurance and
Customer Service Group as a communication tool regarding current information of use and
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and
timeliness of information. See your supervisor if you have any questions about bulletin
topics.

We have updated section 7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) of
the FOIA/PA Assistant’s Guide as follows (new information in red, deleted infermation in

strikethrough):

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15)

In addition, on February 17, 2011, we started accepting the required PII if provided via a birth

certificate or other document if not written on the G-639. We-will-continue-to-aceept-these—as
oneas-they are potanzed or stenedundernenalby of nenurorincludeasworn-Jurat/ At davit

- - -

aet can be used for verification of identity.

We have updated section 7.2 Verification of Identity (VOI) of the FOIA/PA Assistant’s
Guide as follows (new information in red, deleted information in strikethrough):

7.2 Verification of Identity (VOI)

In addition, on February 17th, 2011, we started accepting the required PII if provided via a birth
certificate or other document if not written on the G-639. We-waill-continue-to-aceepithese—as
ofte-as-thev-are-notarred-orstened of-perfurv-or-ineludeaswornTarat At idavit

A current photo ID, ##e

aet can be used for verification of identity.
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We have updated paragraph 9.2.2, under section 9.2 Redirection (RD) of the FOIA/PA
Assistant’s Guide as follows (new information in red):

9.2.2 If it is a general request for “My Complete A-File” or “All my records,” you must conduct
a search for responsive records. If you find an A-file, you should create the case and staff for the
file. If unable to find the A-file, we are still required to provide any other records we find,
including any applications, petitions, etc... However, unless receipt files are specifically
requested, we will not produce receipt files in responding to an “All My Records” request. Please
refer to the flow charts at Appendix H. Before you redirect the case, you must verify we have no
responsive record. When conducting research, do the queries and provide screen prints of CIS
9103, CIS 9102, CIS 9104 and PCQS or CLAIMS searches. There should be no less than two
pages and may be lengthier if the subject has provided multiple names. If the receipt is located at
the NVC, do not redirect to the NVC. Have the screen prints of the receipt scan in as responsive
records. Make sure the track 1s TRACK I Create the request using RAFACS (not
RAFACS/CIS). Find the information from the archived receipt in PCQS and print that
information. 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 to OneNote and send an email to
FOIAPROGRAM NRC(@uscis.dhs.gov. On the subject line, put the control number and SOR’s
name. Pend the case.

We have updated section 32.8.2 The Requestor/subject may not return the VOI or
certification of agreement we asked for of the FOIA/PA Assistant’s Guide as follows (new
information in red, deleted information in strikethrough):

32.8.2 The Requestor/subject may not return the VOI or certification of agreement we
asked for, If so, generate a FC letter and replace the contents of the letter with the appropriate
FC letter depending on the version of the G-639. Create a Discussion explaining the FC. Send
the case to the Up-front Approver when you are finished.

The twe three versions of the FC letter:

O:\Foia\FOIA LIBRARY'Case Create References\Case Create References G-
639_Unperfected Letter_for_3-31-2015 or
O:\Foia\FOIA_LIBRARYYCase Create References\Case Create References Unperfected
Letter or

O:\Foia\FOIA LIBRARYCase Create References\Case Create References Unperfected

Letter for Older G-639 version

We have updated all unperfected letters by deleting the following sentence as follows
(deleted information in strikethrough):
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We have updated section 21, CLASSIFIED RECORDS of the Processing Guide as
follows (new information in red, deleted information in strikethrough):

21. CLASSIFIED RECORDS

We do not process classified records containing National Security Information (NSI) in FIPS.
However, if there is an inadvertent classified data spill and you encounter a document bearing a
security classification marking (Confidential, Secret, Top Secret, Sensitive Compartmented
Information[SCI], or Department of Energy[ DOE] Restricted/Formerly Restricted) immediately
stop processing, lock (but do not turn off) your workstation, and contact one of the following
people in this order:

The person authorized to handle classified documents will verify the document is classified NSI
by viewing the document(s) on the employee’s computer screen. If the document is determined
to be classified, the employee who is cleared for NSI will contact their supervisor and one of the

following +adividnats: either of the NRC Field Secuwm
Maﬂagei: the Local Security Officer, =01 the National Benefits

Center (NBC) Field Security Officef fe Natronal Benefits-Center- INBCY. In
addition, the NSI cleared employee should print out the FIPS history and provide it to Fimbuke

eFMrke-Wr}seﬂ an NRC Field Security Manager.

If you are teleworking and encounter a document bearing a security classification marking
(Confidential, Secret, Top Secret, SCI, or DOE Restricted/Formerly Restricted) in FIPS, please
immediately stop processing, save the responsive record, exit FIPS and power down your
workstation. Next, call your supervisor and one of the above NSI cleared individuals to notify
them of a potential classified data spill. This is the type of statement you should use when
making notifications, “I may have run into NSI information while processing.” When instructed,
undock the laptop and proceed immediately to NRC with your laptop to have the documents
reviewed by a NSI cleared employee.
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Once the NSI cleared person confirms the document is classified, you must call the Citizenship
and Immigration Services Netwere Security Operations Center (EFSSNOE CISSOC)
immediately at 3633-542-856+ (228) 689-0663. Explain that classified information has been
found in a non-secure environment, answer their questions if you can, and ensure you obtain the
incident remedy ticket; it should be a number preceded with INC — INC#xxxxxx. After you have
the incident number, you should immediately call local OIT staff so they can start local
remediation efforts.

After EISSNOE CISSOC notification, the discoverer asd with his or her supervisor must draft a
Secunty Violation Report (DHS 11000-10). For the employees that have accessed the file
without the appropriate security clearance, an Inadvertent Disclosure Agreement Statement
(IADS) is also necessary. The NSI cleared employee and/or your supervisor will discuss it with
you.

We have updated section 42, FAILURE TO COMPLY (FC) CASE CLOSINGS of the
Processing Guide as follows (new information in red, deleted information in strikethrough):

42. FAILURE TO COMPLY (FC) CASE CLOSINGS

In-addition-When the Form G-639 changed on 01/29/2012, the blocks for certification of
agreement and VOI are-now changed from 3 and 4 instead-of to 7 and 8, respectively.

To solve both these issues, we have two letters that we copy and paste in place of the FC letter,
called Unperfected Request letters.

One letter, simply called “Unperfected Letter,” is for unperfected requests on the 01/29/2012
version of the Form G-639. ¥ou-canfind-thisleterat

http:/een-useis-dhs-goviteam/esdPivisionNRCBranches/FOLA--ORS/Casede20C reate%20L ibres
rviEormsiAlltems-aspx

Fhe-other Another letter, called “Unperfected Letter for Older G-639 version” is for any other
version of the Form G-639 older than 01/29/2012. ¥eu-can-alse-findthisletteratthe hakshown
A

In addition, we had a change to the Form G-639 on 03/31/2015 conceming VOI and Certification
of Agreement.

Adternatively—youmay-ge-+o You can find each of these letters at O:\Fo1a\FOIA LIBRARYCase
Create References\Case Create References.
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USCIS FOIA INFORMATION BULLETIN

February 3, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

FST has updated the Staffing Sheet Guide — it can be found in the
Common drive at O:/FOIA/FOIA Library/Case Create References/Staffing Sheet Guide —
1-23-2015

1. A section on digitized files was added.

2. MSC/NBC now scans files directly into FIPS, along with the other Service
Centers. This means that you must make a separate staffing if there are any NRC
related T-files. Before this change, any NRC related T-files would automatically
be scanned on site.

We have updated and changed the name of Section 8 4, REQUESTS:
Bond obligor, no certification of agreement required, not USCIS FOIA of the
FOIA/PA Assistants Guide as follows (new information in red, deleted information in
strikethrough):

8.4 REQUESTS: Bond obligor, no certification of agreement, closed as a
Total Denial requiredrnot ESCIS-EOIA

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-
immigration violations of the law.

Immigration bond obligors are surety companies who have posted an immigration bond
(Form 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. Erderthe-courtcasertmmrests~

S — T O - - 3 O

These requests are previously were processed by Immigration and Customs Enforcement.
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We will now create bond obligor requests under FOIA.

Singe there 15 no certification of agreement provided with bond obligor cases, we will
close these as a TD.

Please refer to Section 16a, TD (total denial) CASE CLOSINGS.

We have updated Section 43, A-FILES CONTAINING MEDIA of the

FOIA/PA Processing Guide as follows (new information in red, deleted information in
strikethrough):

43.  A-FILES CONTAINING MEDIA

Once a case is processed, the processor should send an e-mail to the NRC, FOIAMEDIA
mailbox with “Media” in the subject line. Include the control number, A-number, and the
page number(s) where the media can be located.

Modify the final action letter by inserting the following sentence; “The copy of the
media located in your file will be addressed under a separate cover.”

If you believe the media has a transcript, please process and when you e-mail the FOIA
Media mailbox, state you believe 1t is a transcript and also note the page number(s) where
the transcript is located in the file.

In the Summary Discussion, annotate that the file contained media, the page number(s)
and that you have notified NRC, FOIAMEDIA. This should be done in every
circumstance.

All files that contain media will be addressed. A separate letter is sent by the employee
processing the media.

We have updated Section 12.18.11, T-files of the FOIA/PA Assistant’s Guide as
follows (deleted-informationin-strikethrongh, new information in red):
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12.18.11 T-files

The exception to this rule — We do not receive A-files from ESC, SSC, NSC,
WSC, NBC 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 15 a T-file anywhere else, including at the NRC,
you will have to staff for the T-file. This includes any digitized files. MSCis-the
onbyserviee-center-that-sends-the-A-file-to-the NRCHorscanning: Another
example of when we staff for an in-house T-file is when the responsive records
are scanned 1n simultaneously with the request.

We have updated Section 12.5, Service Centers of the FOIA/PA Assistant’s
Guide as follows (deleted-information-n-strikethrough):

12.5 Service Centers

The Service Centers {exeeptMSEANBEG scan the responsive records into FIPS when
they are the FCO for that file. Please see the Staffing Sheet Guide for more instructions
on requesting these types of Service Center files.

We have updated Section 8.18, Subpoena or court order of the FOIA/PA
Assistants Guide as follows (new information in red, deletedinformationih
strrkethrough):

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.

A, Create the case.

B. Create a Discussion with findings for the Up-front Approver to close as ER

C. Send a message to NRC, FOIA PROGRAM: and the current OCC Paralegal
Camerep—teekb, providing the REQ NRC control number and information
indicating the request was a subpoena or court order. The Chief Counsel’s
Office 1s currently addressing these requests. Subpoenas or court orders are a
high priority. Please notify NRC, FOIA PROGRAM as soon as possible.

D. If you aren’t sure, please contact your supervisor for guidance on how to
proceed.
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USCIS FOIA INFORMATION BULLETIN

February 1, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have revised section 12.7.12.4 of the FOIA-PA Assistant s Guide, as follows
(deletedinfonmationin-strHcethrough, new information in red):

12.7.12.4 If the requester specifies a receipt file, and the receipt has not been
consolidated, you may have VOI (and consent, if necessary) from either party and you
may staff for the file if it is available in records. If you are unsure of whether you need
consent, please refer to section 7 of this guide. If the receipt is not available in records,
please refer to sections 12.7.13 and 12.7.14. If it is available in records in NFTS, first
verify the receipt number belongs to the subject, searsh-NEFES and then staff for that
receipt file. O

If the receipt has been consolidated into an alien file, the situation is different. If you
have VOI (and consent, if necessary) from the person whose alien file the receipt has
been consolidated into, then you should verify the alien number belongs to the subject

and staff for that alien file. lﬁthe—sabjeepeﬁﬂmwiespm—me-peuﬂeﬁemm—pmaww

beﬁeﬂer&w—sea*ehms-aﬂd—staﬁlfeﬁhMeeerpt—ﬁ}e- If there 1$ no consent from the

benefietary person whose alien file the petition has been consolidated into, you will close
the request as FC. Refer to 16. “FC (failure to comply) CASE CLOSINGS.”
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USCIS FOIA INFORMATION BULLETIN

December 20, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added to Section 12.7.16, Staffing ELIS, of the FOIA/PA Assistants
Guide as follows (new information in red):

Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and
copy [ the subject of the e-mail should be “ELIS staffing” and the body

of the e-mail should be the case number.

We added a table to Section 7, CERTIFICATION OF AGREEMENT,
VERIFICATION OF IDENTITY, AND DESCRIPTION OF RECORDS, of the
FOIAPA Assistant’s Guide as follows (new information in red):

R

. _— . . . qus _
LA Self ...\.........NOt lleeded If lnadequate FC Sec. 16'3
'_3"' Party (mcl Atty) If adequaxc If adequate No close - staff 3
37 Party (incl Atty)  Ifinadequatethen Doesmotmater TD -Sec l6a |
39p Party (mcl Atty} Other proof (death Must establish No close - staff 3
cert, proof of identitv of subject of :

i __ guardianship) record i M;

We have added instructions to Section 7.1, Certification of agreement of
parents or guardians, of the FOIAPA Assistant’s Guide as follows (new information in
red):

Please note: if the request references a baby from Vietnam, Cambodia, Guatemala, Nepal
or Ethiopia, please refer to section 8.23 of this guide. If the requester is a prospective
adoptive parent, we will provide any documents concerning them. If unsure, please
consult a supervisor.
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USCIS FOIA INFORMATION BULLETIN

December 14, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated section 6.3 4.3, Deferred Action for Childhood Arrival of the
FOIA/PA Assistant’s Guide as follows (new information in red):

6.34.3 Deferregl
TRy

Please select Category. Deferred Action for Childhood Arrival in any of
the following circumstances:
+ If the subject of record mentions DACA or Deferred Action for
Childhood Arrival
+  If'the subject mentions being a child on arrival in the United States
o If the subject mentions the "DREAM Act" and you can tell he or she
is referring to DACA
+ If you see evidence that the person filed Form I-821D 1n CLAIMS or
PCQS.

Exception: If the FCQ is SFR, please select SFR as the category. SFR has priority.

We have updated section 19.3, Deferred Action for Childhood Arnival of the
FOIA/PA Processing Guide as follows (new information in red):

193 Deferred Action for Childhood Arrivals

Please change the Category to “Deferred Action Childhood” if you see Form 1-821D in
the file or other evidence that the person filed for consideration of Deferred Action for
Childhood Arrivals (for example, an approval notice).
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Click “Save” and then nsert a Discussion with the page number where you found the
Form I-821D or other evidence.

NOTE: If the category “SFR Cases at NRC” is selected, but you determine that you
have a DACA case, please change the category to DACA for inclusion in our annual
report.

We have updated various sections that referred to 12.7.12, 12.7.13 and 12.7.14,
none of which exists. Changed all to the correct references in the FOIA/PA Agsistant’s

Guide as follows (new information in red, deletedinformationtasirieethroush):
12.14 EAD numbers (100,000,000 through 199,999,999)

If the alien number provided by the Requestor is 100,000,000 through 199,999,999, it is
an EAD (Employment Authorization Document) card number. There 1s 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 sections 42742 12 16 and
127131218123 for additional information. If the receipt has been destroyed, follow
instructions in 244 12.18.14.

12.18.12.4 If the Requestor specifies a receipt file, and the receipt has not been
consolidated, you may have VOI (and certification of agreement, if necessary) from
either party and you may staff for the file if it is available in records. If you are unsure of
whether you need certification of agreement, please refer to section 7 of this guide. If the
receipt is not available in records, please refer to sections 4243 12.18.6 and or +2+H4
12.18.14 Ifitis available in records in NFTS, first verify the receipt number belongs to
the subject, then staff for that receipt file.

32.11.2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or
Rejected, please refer to section 42744 12.18 14, Receipt files; Lost receipt file, File
destroyed, File cannot locate or File Rejected.

12.12.4 Empty Jackets

If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file
request. The only time you ever staff for an empty jacket is if the FCO is HAV. If you
are unsure, please contact MSB. If the FCO is not Havana, and the only A-number you
found is an empty jacket, your next step 1s probably to conduct a no records search,
depending on the situation (No Record instruction 1s at Section 12.18.6). If you found a
receipt file, please refer to Section +2742-12.18.12
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12.18.14 Receipt files; Lost receipt file, File destroyed, File cannot locate or File
Rejected

If NFTS shows a receipt has been “Deleted,” please refer to section 9.2, Section
12.18.14 is only for files that show Lost, Destroyed or Rejected in NFTS or if we
receive a staffing response saying “File cannot locate.”
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USCIS FOIA INFORMATION BULLETIN

December 14, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

Based on guidance from Office of Chief Counsel, absent consent by the records subject,
we will no longer provide documents to a third party requester. While generally we have
followed this approach, if the requester is an individual who may have submitted or
otherwise be aware of information in the records subject’s A-file (such as a petitioner or a
former representative of the subject) we would, in some instances, release the
information. In accordance with this guidance, Section 12, THIRD PARTY
REQUESTS of the Processing Guide has been changed as follows (new information in

red, deleted-nformatton-th-sirtcethronah)

A third party requester is any person who asks for access to another individual’s record
without that individual’s wntten 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. Upon receipt of a third party request, close the case as a Failure to
Comply. This includes a petitioner who may be asking for a photocopy of the Affidavit
of Suppert he or she filed for an estranged spouse. If we do not have consent of the

subject of record we will not dlsclose themformatlon %d—p&ﬁﬁeqﬁeﬁ%efs—ﬁe

Paragraph 7.4, Third party requests of the FOIA/PA Assistant’s Guide has been changed
as follows (new information in red, deleted-information-in-strikethrongh)

Third party requesters are not entitled to any public documents that may be in the file
they are seeking, aswelas 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 1s or says
she cannot get his consent, do not send a request back to her for her husband’s consent.

Ina sntuatlon lnke thlS close the caseasa Failure to Comply &mﬁ-y—sequ—es{—the—ﬁ%e—&ﬂd
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Additionally, any section in the guide pertaining to release of documents originally
supplied by a petitioner will be changed. In the interim, please clarify any uncertainties
through your supervisor.
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USCIS FOIA INFORMATION BULLETIN

March 29, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added a new section 8.13 to the FOI4/PA Assistant’s Guide as follows
(new information in red):

8.13 REQUESTS: Inmate in Federal Custody

The Bureau of Prisons (BOP), an agency of the U.S. Department of Justice, will not
deliver incoming mail to a person housed in their custody unless it contains the
subject’s Register Number. Upon entry into BOP custody , each inmate is assigned an
eight digit Register Number (i.e. xxxxx-xxx)by which he/she is identified throughout
his/her commitment. The first five digits are unique identifiers for that specific inmate,
the last three digits, separated from the first five by a dash, indicate the jurisdiction from
which the inmate originally entered the corrections system. It is imperative that the
correspondence contain the Register Number in the proper format. BOP Register
numbers are created for the subjects in the name in which they received a conviction
sentence from a federal court or a legal document charging them of an immigration
violation and/or removal. This name could be their birth name or an alias name.

ICE will not deliver mail to an ICE detainee unless we include the alien number in the
address. Please include the alien number in the address of an ICE detainee, if you are
addressing correspondence to the alien in the ICE detention facility. In order to avoid PII
spills, OA will prepare an outer envelope without the alien number and mail it in that.

We have changed section 12.2 of the FOIA/PA Assistant’s Guide as follows (new
information in red, deleted-portion-in-strikethrough):

Cheose-the-track-accordineto-what the requesieraskedfor- Create as Track 1, category
OTHER.

We have changed section 12.7.14 of the FOIA'PA Assistant’s Guide as follows
(new 1nformation in red), deleted-pertoninsirkethroush):
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the-ease-creator-wihneed-to-follow-the-stepsonthined-below- create as Track 1, category
OTHER

We have added a new section 27.48 to the Processing Guide as follows (new
information in red):

| of Information Disclosure (Privacy Act), Form G-658

Xt

Please mark Form G-658 Out of Scope if the “Disclosed to” agency is law enforcement
or intelligence community. If the “Disclosed to” agency is for purposes of obtaining a
benefit, please fully release. A listing of intelligence community agencies is at section
28.01.b. If you are unsure of the nature of the disclosure, please consult a supervisor.

We have made a change to Appendix H of the Processing Guide as follows
(new information in red, deleted-portoninstrilcethroush).

1-483, Application to Register Permanent Residence or Adjust Status

If you are processing under FOIA and the subject of record filed the [-485, please fully
release it, unless there are proteeted systems check results on the first page swithhold-third

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

4047



USCIS FOIA INFORMATION BULLETIN

March 28, 2016

The FOIA Information Bulletin is a publication 1ssued by the FOIA Quality Assurance and
Customer Service Group as a communication tool regarding current information of use and
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and
timeliness of information. See your supervisor if you have any questions about bulletin
topics.

We have updated and changed the name of section 12.18.16 Creating Staffing
and Acknowledgement letters for ELIS cases to Creating Staffing and Acknowledgement letters
for ELIS2 cases of the FOIA/PA Assistant’s Guide as follows (new information in red, deleted
information 1n strikethrough):

NOTE: All forms have either migrated to ELIS2 or are handled outside of Legacy ELIS.
Any references from this point on refer to ELIS2.

Any time you create an ELIS2 staffing, please send an e-mail to NRC, FOIA QA-CS and copy
Tracy Bellisime. The subject of the e-mail should be “ELIS 2 staffing” and the body of the e-
mail should be the case number.

12,18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases

12,18.16.1 Deleted

Step 1: Find the IOE Receipt Number

Whenever you create a case, please check both the EEIS-and ELIS2 blocks in PCQS to search
for EHIS information the IOE Receipt number.

=
| seah Tage & gy -
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If you get a response of “Person Found In: ELIS2,” please elieletswiee check the box and click
“Search Selected Persons” to get your IOE Receipt number.

508 R

You will come to the page below, “Activities Search Results.” Please copy the IOE Receipt
number.

Copy IOE queipt number

P icgliont Rensa Remes)-

12.18.16.2 Deleted

Step 2: Is the case open or closed?

Using this same Activities Search Results section, check the box on the ELIS2 line, then click
“View Selected Activities.”

2]

[
i
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On the ELIS2 details screen, find the “Case State” in the “Account Header” section.

If the case state 1s accepted, optimized or reopened, your case is open. Closed-means-closed.

Name Reed Enright

AlienNumber A2
Account ID 0

Date of Bith 0

Country of Birth

Flace of Birth

Gender

Case ID

Cage State )-{ccepted

Case Status

Case Sub Status Pending Prior Case Card Expiration

NOTE: The Case State can also be found in the Case Details section of your screen print.

Case Det:

Case ID

Receipt Number IOE020

Receipt Date

Case Status

Case Status Date y————
Case State Date 0
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12.18.16.3 Deleted

Step 3: Create the Case/Put IOE Receipt Number in Topic Line

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number into the
“Topic” line on the FIPS worksheet.

Sebied Information

e ke Lk

NOTE: Putting the IOE Receipt number in the Topic line is the only way we have to track ELIS
and ELIS2 cases.

Next, etther create an SS€-e+ESC staffing to the correct File Control Office.

Step 4: Is your requestor an attorney/representative or is this a self-request?

If you answered “yes” to either choice, go to Step Sa(1) to create your Staffing and
Acknowledgement letters. You will be inserting specific language into both letters.

If the requestor is other than an attorney/representative or a request from the subject of record, go
to Step 5b(1) to change your Staffing letter only. There is no change to the Acknowledgement
letter.

A wife requesting her husband’s file is an example of an “other.”

If the case is closed (see example below), it doesn’t matter who the requester is.
Go to Step 5b(1).
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C_a_sé__lb_ o

ReceiptNumber . I0E090 . .. . .
Receipt Date

Case Status

Case Status Date 0

Case State Closed
Case State Date 0

Step Sa(1): Staffing letter
Open cases from Attorney/Representatives or self-requests:

¢ Replace the Alien number at the top and bottom of the page with the IOE Receipt number

* Replace the first part of the second bullet which reads “Send a copy of all responsive
documents to the FOIA office in their entirety,” with the sentence, “Send a copy of the
Case Details and Case History tabs {expand all), any restricted content, and any risk
resolution memo.”

e Do not replace “DO NOT MAKE REDACTIONS.” Leave it at the end of the second bullet.

Before:
MEMORANDUM FOR:
NSC
P.O.BOX 82521
LINCOLN, NE 68501-2521
ATTN: via email
nsc folafilereq
FROM: NRC FOIA/PA

SUBJECT.  Freedom of Information /Privacy Act Request NRC2016
Alien #: 2
Subject Name: Reed Enright

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter,
there is a high probability your office will have records responsive to the request.
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¢ Please conduct a thorough search for all responsive records physically in, and within the
functional purview of your office.

¢ Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT
MAKE REDACTIONS,

Freedom of Information/Privacy Act Request, NRC2016
Alien #: 2
Subject Name: Reed Enright

After:
MEMORANDUM FOR:
NSC
P.O. BOX 82521
LINCOLN, NE 638501-2521
ATTN: via email
nsc,folafilereq
FROM: NRC FOIA/PA

SUBJECT:  Freedom of Information /Privacy Act Request NRC2016
IOEXXXXXXXXX
Subject Name: Reed Enright

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter,
there is a high probability vour office will have records responsive to the request.

» Please conduct a thorough search for all responsive records physically in, and within the
functional purview of your office.

* Send a copy of the Case Details and Case History tabs (expand all), any restricted
content, and any risk resolution memo. DO NOT MAKE REDACTIONS,

Freedom of Information/Privacy Act Request, NRC2016
TOEXXXXXXXXX
Subject Name: Reed Enright

Step 5a(2): Acknowledgement letter

Open cases from Attorney/Representatives or self-requests:
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¢ Add the paragraph, “From the USCIS Electronic Immigration System (ELIS) you
may download the case intake snapshot, case evidence, and correspondence (e.g.
any (3-28 Representation or Withdrawal request) from your Case Details screen,”
between the fee and CD paragraphs.

Example:

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), your
request is deemed to constitute an agreement to pay any fees that may be chargeable up to
$25.00. Fees may be charged for searching for records sought at the respective clerical,
professional, and/or managerial rates of $4.00/87 00/$10 25 per quarter hour, and for duplication
of copies at the rate of $.10 per copy. The first 100 copies and two hours of search time are not
charged, and the remaining combined charges for search and duplication must exceed $14.00
before we will charge you any fees. Most requests do not require any fees; however, if fees in
excess of $25.00 are required, we will notify you beforehand.

From the USCIS Electronic Immigration System (ELIS} vou may download the case intake
snapshot, case evidence, and correspondence (e.g. any G-28 Representation or Withdrawal
request) from your Case Details screen.

This office will be providing your records on a Compact Disc (CD) for use on your personal
computer. The CD 1s readable on all computers through the use of Adobe Acrobat software. A
version of Adobe Acrobat will be included on the CD. Your records can be viewed on your
computer screen and can be printed onto paper. Only records 135 pages or more are eligible for
CD pninting.  To request your responsive records on paper, please include your control number
and write to the above address Attention: FOLA/PA Officer, or fax them to (816) 350-5785.

Step Sb(1): Staffing letter

All closed cases or cases from others (not Attorney/Representatives nor self-
requests):

+  Replace the Alien number with the TOE Receipt number at the top and bottom of
the letter only. Do not replace the second bullet.
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Example:

MEMORANDUM FOR:
NSC
P.O. BOX 82521
LINCOLN, NE 68501-2521

ATTN: via email
nsc,foiafilereq

FROM: NRC FOIA/PA

SUBJECT:  Freedom of Information /Privacy Act Request NRC2016
TOEXXXXXXXXX
Subject Name: Reed Enright

The attached FOIA/PA request i1s forwarded to your office for action. Due to the subject matter,
there is a high probability vour office will have records responsive to the request.

¢ Please conduct a thorough search for all responsive records physically in, and within the
functional purview of your office.

o Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT
MAKE REDACTIONS.

Freedom of Information/Privacy Act Request, NRC20160
IOEXXXXXXXXX
Subject Name: Reed Enright

Step Sb(2): Acknowledgement letter

All closed cases or cases from others (not Attorney/Representatives nor self-
requests):

# There is no change to the Acknowledgement letter

ELIS FAQ’s

Q: The NFTS screen print says that ELIS 1s consolidated into a T-file. How do I fill out the Staffing
Sheet?

A: If ELIS is consolidated into an A or T-file per NFTS, do not replace the A-number with the IOE
receipt number or replace the second bullet. Create as a normal case (not n ELIS), except don’t
forget to add the IOE Receipt number to the FIPS worksheet.
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Q: Which FCOs adjudicate the Form [-90?

A: MSC/NBC, SSC and WSC.._check NFTS for the correct staffing.
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USCIS FOIA INFORMATION BULLETIN

March 28, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added additional instruction to section 7.1 of the FOTA/PA Assistant’s Guide as
follows. {Deleted information in Strcethreteh, new information in red):

7.1 Certification of agreement 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 the requester as a legal parent. If guardians file on behalf
of their wards, they must submit proof of guardianship. No certification of agreement is
necessary from the minor child or the person judicially determined 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 [6CFR. § 5.21(e)].

Please note: if the request references a baby from Vietnam, Cambodia, Guatemala,
Nepal or Ethiopia, please refer to section 8.23 of this guide. If the requesteris a
prospective adoptive parent, we will provide any documents concerning them. If unsure,
please consult a supervisor.
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USCIS FOIA INFORMATION BULLETIN

March 23, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

Added a new bullet to the “Note:” list of Section 7. DECISION TQ PROCESS AS
FOIA OR PA of the Processing Guide:

¢ Please look for documentation other than form 1-551, the Permanent Resident
Alien card, since there is frequently a counterfeit or photo-substituted I-551 that
CBP has confiscated within a file. If there is no other documentation of lawful
permanent residence, you may process the case as PA if the CARD information in
CIS or PCQS matches the information on the I-551 AND your supervisor has
seen the information and agrees with you. If you are processing as PA under
those circumstances, please add that information to your summary discussion.

We have made two changes to Appendix C, Processing Tables, as follows:

Initials {not law enforcement

function or refugee officer) Release Release
Names and initials of refugee
officers (except on b)6) Release

correspondence mailed to the
refugee)
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USCIS FOIA INFORMATION BULLETIN

March 22, 2013

The FOIA Information Bulletin is a publication 1ssued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics,

We have added a new section 27.43 i to the Processing Guride as follows (new
information 1n red):

27431 PCQS records — sometimes you will see PCQS screen prints as
responsive records. If the system the PCOS record ¢

(B)(7X

?__‘_Card Expires Date
Vio! Flag
EADSFlag o
LAPS Flag
\EARM Fiag
INACS Flag
Mother's First Name
Father's First Name

We have changed Appendix C of the Processing Guide as follows (new
information 1n red)-

Withhold in full if

document has not (b}5) and (d)(3), (k) 2),
been served - or if (bHTHCO) 1f (b)(5) and
prepared by ICE, applicable (MI(THC)
refer to ICE

Notice to Appear, [-862
{multi page document)
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If not ICE and
documents have been  Release Release
served

We have again re-written Section 27.31.a of the Processing Guide as follows
(new information in red ){deletedtnformatonti-sirHcethronsh ).

2731a Most files contain third party supporting documents and PIL. If
you are processing a Privacy Act case, third party supporting documents and PII are
not an issue because you will be releasing the information.

If you are processing a FOIA, generally, the rule is to fully release supporting
documents which the subject of record is a party to, which were completed by the
subject of record, or which the subject of record signed. The rest of section 27.31
deals with specific types of supporting documents and exceptions to the general
rule.

If you are processing a FOIA, generally, the rule is no consent = no
information. The two major exceptions to the general rule are:
i.  Information released elsewhere in the file, and
.  Marked court exhituts. There are exceptions, which you can find in
section 27 31,1,

We consider applications and petitions differently than we censider supporting
documents. For specific instructions on applications and petitions, please refer to
Appendix H.
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USCIS FOIA INFORMATION BULLETIN

March 21, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added additional instruction to section 27.23.b of the Processing Guide as

follows {new information in red):

27.25.h FBI Systems Check Results

FBI uses the following result codes which you should redact:

No Record: NR, ND or NP
Positive Response. PR, DS, RP, OC or RF
Unknown Response: UN

The following codes do not indicate any result, and you may release them:

Pending: IP or H
Duplicate: DDorD
Request Cancelled: RC
Error: E
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USCIS FOIA INFORMATION BULLETIN

March 15, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have revised section 27.31.a of the Processing Guide as follows (new
information 1n red { deletednformattonti-strikethrousgh):

2731a Most files contain third party documents and PIL

If
s the case is a FOIA and
if the document was provided by the subject of record, and
s if'it is a first party request or
if it is a third party request with consent from the subject of record,

» then you may release third party PII on decuments provided by the subject of
record, and

that also constitutes release of those elements of PII throughout the file.

At the same time, we must consider clearly unwarranted invasion of personal privacy.

If

the case is a FOIA and
+  if the document was not provided by the subject of record, and
if there is sensitive third party PII on that document, and
if we do not have FOIA consent from the third party, and
s if the PIl is not already released somewhere else in the file,
then we should withhold sensitive third party information, citing Exemption

(b)(6).

We have added a new section 27.42 g to the Processing Guide as follows (new
information in red):
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2742 g Asylum and NACARA § 203 Background Identity and Security
Checklist 15 used by asylum offices. There is more than one version. On the
example below, we have withheld EARM, IBIS and US-VISIT results because
they are protected systems. US-VISIT has instructed us to withhold any US-
VISIT results because those results could identify KST or watchlist individuals.
We withhold the CCD block, first because the information belongs to State
Department, and second, because there is a check box for derogatory visa
application information. We release the FBI results because we have a
Memorandum of Instruction from FBI telling us we may release FBI information
about a subject after we have confirmed that it relates to the subject. We do not
fully withhold this form because of our legal obligation under the FOIA to release
non-exempt information when it is reasonably segregable. Note, in the example
below, we cited Exemptions (b 7}C) and (b)(7WE). If the case is a PA, please
also cite (k)2).
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We have added a new section 27.43 h to the Processing Guide as follows (new
information in red):

2743 h SEACATS — Before DHS, the Seized Asset and Case Tracking
System was owned by Department of the Treasury, US Customs Service. After
2003, SEACATS passed under CBP control. Usually, these screens will belong
to CBP, and if so, you should redact the TID as well as any law enforcement
names and identifiers, ¢iting Exemption (bX7)(C) or if PA, Exemptions (k}2) and
(bY7XC). If the SEACATS record belongs to ICE, please refer it to ICE.
Examples below:
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USCIS FOIA INFORMATION BULLETIN

March 10, 2016

The FOIA Information Bulletin is a publication 1ssued by the FOIA Quality Assurance and
Customer Service Group as a communication tool regarding current information of use and
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and
timeliness of information. See your supervisor if you have any questions about bulletin
topics.

We have updated section 15. BOND OBLIGORS - IMMIGRATION OR CRIMINAL
BONDS of the Processing Guide as follows (new information in red, deletedinformationin

strtkcethroush):

15, BOND OBLIGORS — IMMIGRATION OR CRIMINAL BONDS

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration
violations of the law.

Immigration bond obligors are surety companies who have posted an immigration bond (Form I-
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.

These requests previously were processed by Immigration and Customs Enforcement.

We will now process bond obligor requests under FOIA.

Since there 1s no certification of agreement provided with bond obligor cases, we will close these
asaTD.

Please refer to Section 27.11 Total Denial.
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USCIS FOIA INFORMATION BULLETIN

March 8, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have revised section 6.3.1.1 of the FOIAPA Assistant s Guide as follows
(deletednformationtn-strtkethroueh { new information in red):

6.3.1.1 Track 1 -

Select Track 1 1f the request is for: requests-forreeetptfiles-and-requestsfor
partial-records-sueh-as

¢ aspecific document, or

e if your search yields only a receipt file or

o if the only responsive record is screen prints.

Any time you have a RAFACS-only staffing, you should create the case as
Track 1. A specific document request consists of three documents or less
(except asylum or refugee requests, which you must evaluate more carefully —
please refer to section 8.24 SITUATION: Requests for Asylum or Refugee
documentation).

6.3.1.1.1 If the request is for a specific document, please select the
category Specific Documents and make the case a Track 1. The third
paragraph of the acknowledgement letter sent to the requester must
contain the following paragraph and 1t must be modified to show the
specific documents requested;

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 information here]. If vou would like a copy
of all vour records, please send a written request to the address above, otherwise
you will receive only the documents vou specified.”

You should modify the specific document language in the
acknowledgement letter should to be as close as possible to the way it was
stated in the request.
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6.3.1.1.2 If the request 1s for a specific document, continue to create the
case in Track 1 as Specific Documents. If the requester responds that he
or she needs the whole file, a FOIA/PA Assistant or Public Information
Specialist working in Records Locator (which we will refer to as RL) or
the Research queue can change 1t to Track 2 at that time. See section 34
for instnuctions on how to change tracks.

We have revised section 6.3.4.2 of the FOIAPA Assistant s Guide as follows
(deleted-informatton-in-strikethrough)(new information in red):

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 1s a Track 1
caseand-viceversa. As arule, you should create a case as Specific
Documents if the requester 1s asking for up to three documents, If a
requester is asking for an asylum application and supporting documents,
or refugee documents you should create it as Asylum, Track 2, ora
refugee request as Alien file, Track 2.

You must update the language in any Frael—-ease Specific Document
request to specify what documents have been requested. See section 9 for
CBP and ICE referrals.

We have revised section 7.3.4.6 of the FOIA/PA Assistant s Guide as follows
(deleted-informationin-strikethrough }(new information in red):

7346  The acknowledgement letter has a third page. Do not change the wording
on the acknowledgement page without specific supervisory instruction to do so unless
it is a Fraele+ Specific Document Request. h+F+eele—t-eases For Specific Document
Requests we modify the acknowledgement (ack) letter by adding the specific
documents language. You may add information after the “Other” checkbox to clanify
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.

We have revised section 9.1 of the FOIA/PA Assistant’s Guide as follows (deleted
informatonti-strteethroush)(new information in red):

REF to ICE (Please note: refer to ICE if you found no other record and this is not a
Records Indexing Staffing situation — see section 12.7 5)

ininal s
Drugsmugeling
Human-trafhelang
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Beportation
Information about SEVIS
F, ], or M Visa requests

We have added the following guidance to section 12 of the FOIA/PA Assistant’s
Guide:

If the requester asked for Complete Alien File and provided an A-number, we will staff
for that A-number only, unless
# The number they provided was wrong, or
»  The A-number they gave us is for a file that has been lost for more than nine
months, or

% The number they provided was between 86 million and 86,900,000, or
¢ The number they provided was a 100 million series.

We have revised section 18 of the FOI4/PA Assistant’s Guide as follows (deleted
informattont-strtkethrengh)(new information in red):

You may have some modifications to make to the letter. Hyou-haveselectedTrackHf it

is a request for Specific Documents, please delete the words “Specific Doc Information”
and specify what they are requesting. Word it as closely to their description as possible
while maintaining proper grammar and punctuation.

We have revised Appendix ] of the FOIAPA Assistant’s Guide as follows (deleted
mformationi-strdcethrongh)(new information in red):

Make sure you are marking the correct track and it matches the category. Specific
requests for 3 documents or less are track 1 cases, except in asylum or refugee cases.
You must add the specific language on the request (or as close as possible to their
language) to the #raek—+ acknowledgment letter if it is a request for Specific Documents,

We have rewritten section 27.30 of the Processing Guide as follows (new
information in red):

If you are processing a case under the Privacy Act, you may not hold information under
FOIA Exemptions (b)(3) or (b)(6), and so you will be releasing tax returns.

If you are processing case under the FOIA and you see a personal tax return, (not a
corporate tax return), the following rules apply:

1. If'there is a joint tax return in the file and the subject of record 1s party to the
return, we release it in full, including worksheets. If there is a joint tax return in
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the file and the subject of record is party to the return, we release all W-2’s that go
with that year’s joint tax return in full.
2, Ifthere s a joint tax return in the file and the subject of record 1s not party to the
return and we do not have FOIA consent from that individual (for example, it was
filed w/I-864 affidavit of support or possibly with an I-140) then we must PD the
return and only release the name of the person who filed the 1-864 or I-140. We
fully withhold the spouse’s information, including their W-2’s if they are not part
of the 1-864/1-140.
Fully withhold the Earned Income Credit sheet of a third party when there 15 no
consent, Release of any part of the form would provide sensitive information
about the third party’s economic status.

LS )

If you are processing a case under the FOIA and you see a corporate tax return, IRS Form
1120 (but not a personal tax return with an attached Schedule C), the following rules

apply:

1. Companies in general do not have personal privacy protection, so if the petitioner
1$ a company, you do not need the company’s consent and you may release most
information about the company. You should still protect any information that
would reveal information about compensation of officers, citing Exemption
(b)(©6).

2. If you find evidence that the subject who requested the file worked for the

company, release the Employer Identification Number to the subject. Otherwise,

you should withhold the employer’s Employer Identification Number citing

Exemption (b)(3) and § 6103 of 26 USC, but release the remaining information on

this form to the requester.

Even if the subject worked for the company, the company’s tax return may have

been prepared by an accounting firm that lists their Employer Identification

Number. Please withhold the accounting firm’s Employer Identification Number,

citing Exemption (b)(3) and § 6103 of 26 USC. If you are processing under

FQIA, and if the accountant is an individual who lists his or her social security

number, you should protect that number, citing Exemption (b)6).

4. The Preparer Tax Identification Number, or PTIN, is a number issued by IRS to
paid tax return preparers who do not wish to disclose their social security number
on returns they prepare. A PTIN is a letter followed by eight digits. You should
release that number. However — if they do not have an IRS-1ssued PTIN, IRS
requires that paid tax preparers enter their social security number in that block. If
the number in the PTIN block is nine digits, please withhold that number, citing
Exemption (b)(6).

L)
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We have revised Appendix C of the Processing Guide as follows (deleted
wformationn-strrkethroush)(new information in red):

unserved document,
Law enforcement
names and 1dentifiers

If ICE, refer to ICE.

TYPE OF FOIA PA
TITLE/SUBJECT INFORMATION  EXEMPTION EXEMPTION
CBPaw-enforcement
aamres—orWHthe
results-do-netrelatete
the-subject—HICE
i\I’ICIC;’NLETS View Law enforcement L}TKC) ?8%((3)
eesages names and identifiers
TECS II External Message
: Law enforcement (k)2),
Display, Interstate L (L}7HC)
Ldentification Index names and identifiers L)}TKC)
If not ICEand itis a
continuation of a
served document,
release.
Continuation Page. Form I 1¢ ot ICE and itisa  (G)7)C) ®Q).
continuation of an ()(7NC)
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USCIS FOIA INFORMATION BULLETIN

March 7, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added additional instruction to section 6.3.1 1.1 of the FOIA/PA Assistant’s

Guide as follows (new information in red);

Y ou should modifv the specific document language in the acknowledgement
letter should to be as close as possible to the way it was stated in the request.
Otherwise, if the request 1s Track 1, but 1s not a request for specific documents,
please delete the two sentences that address spemﬁc documents (belded in the
10 S b = Specific Doc

We have added anew section 7.6, Power of Attorney, to the FOIA/PA Assistant™s
Guide as follows (new information in red):

A power of attorney is a document in which one persen appoints another person to act as
an agent on his or her behalf. A requester may submit a power of attorney with a request,
and we may consider it.

The requester may have provided adequate certification of agreement on the Form G-639
or elsewhere in the request, and if so, we do not need to evaluate the validity of the power
of attorney.

A power of attorney cannot override either the requirement for verification of identity in
6 CFR § 5.21(d) or the requirement for certification of agreement in 6 CFR § 521(f).

The subject of record must have signed the power of attorney In order to meet the 6
CFR § 5 21(d) requrrement the power ofatto B EIHAED BT SRR RIT O OO0 b B

netanzed or made under penalty of perjury

If the requester did not provide certification of agreement on the G-639 or on some other
document, only then we should look for certification of agreement on a power of
attorney. The wording on the Power of Attorney must meet the 6 CFR § 5.21(f)
requirement, for example:
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record pertaining to me that appears in any system of records of USCIS, USCBP,
If you are unsure if the wording 1s sufficient to meet the requirement, please contact a
SUPEIvISOr.

If the subject of record is not alive, a power of attorney is irrelevant. If the requester
states that the subject of record 1s deceased, please refer to section 7.5 of this guide.

We cannot consider a power of attorney describing blanket authority without specific
mention of delegated authority to request USCIS records. We cannot consider a power of
attorney with no expiration date or a power of attorney with an indefinite expiration date.

If it is expired, the power of attorney is invalid, even if it met all the § 521 requirements.
We are not legally covered if we honor an expired power of attorney.

If the requester provided adequate certification of agreement and verification of identity
elsewhere in the request, such as on Form G-639 or on a separate document, any attached
power of attorney is irrelevant, whether or not it is valid.

We have added new instruction to Section 9.2, Redirection (RD), of the FOIA/PA
Assistant’s Guide as follows (new information in red):

USCIS forwards the following forms (and no others) to the National Visa Center:
I-129F Petition for Alien Fiancé(e)
I-130 Petition for Alien Relative
I-140  Immigrant Petition for Alien Worker
1360 Petition for Amerasian, Widow(er), or Special Immigrant
I-526 Immigrant Petition by Alien Entrepreneur
1-600 Petition to Classify Orphan as an Immediate Relative
I-730 Refugee/Asylee Relative Petition
I-800 Petition to Classify Convention Adoptee as an Immediate Relative

Please check CLAIMS or PCQS for the form number. If it 1s not one of those forms, we
do not RD the case to NVC.

will nothlD thé éasé to .NVC. Pléasé réféf 1o section 12.7.14 of this gu-ic-le. |

We have added new instruction to Section 12.7. 14, Referral, of the FOIA/PA

Assistant’ s Guide as follows (deleted-nfermatrontn-steethroneh new information in
red):
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USCIS FOIA INFORMATION BULLETIN

March 2, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

Note: We have made only two changes to the FOIA/PA Assistant’s Guide in this
bulletin. The second changed involved re-writing several pages, deleting old examples
and adding new ones, which is why this Information Bulletin is eight pages.

I Ch ange: We have re-written section 6.3.5 of the FOIA/PA Assistant’s Guide, as
follows:

6.3.5 Bureau
The three possible selections for Bureau are:

ICE - Please select ICE if you are staffing to any ICE location, for example
OPLA, DRO or SAC. There may be other ICE locations, and if you are
unsure, please consult your supervisor.

CIS - Used for all other categories. This 1s the default in FIPS.

CBP — Please select CBP if the request pertains specifically 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, r he fil

2 Change: We have re-written section 7.3 Reasonable Description of Records Being
Sought of the FOIA/PA Assistant’s Guide, as follows:

If the requester provided all-elements-required-by-6-CER-§-5-2Hd); full name, COB,

DOB and a notarized signature or signature under penalty of perjury but did not provide
an alien number or receipt number, you may still request a file if there 1s only one match
and there 1s no other indicator that it may not be the correct subject of record.

An “unperfected request” applies when any of the required elements (full name, DOB,
COB, notarized signature or signature under penalty of perjury) is missing. In a situation
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like this, we do not have a reasonable description of the records the requester wants. We

will have to send-for-additionalrequester-documentation, close the case as an
Unperfected Request.

Since FIPS does not generate an Unperfected Request letter, there are a few extra steps.
First, please open the Failure to Comply (FC) letter and delete the body after the first
paragraph. Next, vou’ll open the Unperfected Request letter and insert the applicable
paragraphs into the FC letter. Finally, you’ll send the case to Up-front Approver. You
will not request a file.

Zonkants Cascugsons Cass Achons

Saarch For Duplicate Cassg ot Started

Crestz Ldditional Cazes Hot Started
Create File Request Not Started
Acknavledgement | etter Not Started
Final setion Lt Not Started
Specialty Letter a J Hot Started
Status Letter Not Started
Blank Leter Mot Started
Irtersst Letter Not Stasted
Expadited Damal Letrar Hot Started
vaughn Index Latter Not Started

After selecting “Aelerovwledeement Final Action Letter,” the Aelnewledeentent Final
Actlon Letter Optlons screen will open threﬂs—eﬂ—ﬂ*s—seFeen—wHJ—&Hew—yet-l—te—&slefeF

p&Fa-gF&ph— The Case Info tab dlsplays the Fmal Actlon Letter screen. Select “FC:
Requestor’s failure to comply” from the Final Action Letter list, then click Submit,
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Froressing
Finak Artion Lett
ICR:Complesely Raversed
Lissmpieiely Lpheld

Filuoieaie

on-Depand

Recorde Neév:liéd .
© Insert Clevk of Courts/Nationat auchives parageaph
© Insert weomen married to ULS. atizens pacagraph

FGIA or FA not apphicabis
R Zarveliy Reversed
MiRemars

N aauest withdrawn

Our only option at that point is to click OK:
Processin_);
Surcessiully generatad |sther Final Action Letter- FC

Chick on OF to continue.

As soon as you do, a File Save pop-up window will appear. Click “Save.”
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by Network,
Flaces

-Local Settngs
My Documents.
My Recert Documerts

File pama:

: Global360_Lpdown_version
INRC2010000611_6_PEFERRAL
INRCZ010000511_7_F&_FD

HINRC 2010000602 _3_CNE_PAGE
HNRC2010000802_6_AK_FOL&
INRC2010000804_3_F&_PF

ANRCZ0 10000804 _d_PEFERRAL_AGENCY
IMRC2010000806 _3_STAFFING _POF_ICE

Save asipe: | e 2 044 00

The Aecknovwledgement FC letter will pop up. Delete the 4 paragraphs shown below:
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U5, Deparmment of Homelynd Security

P.O. Box 042018
Lee's Summid, MO 64854 2010

.8, Citizenshi
and Immigration
Services

Dear } Loreak

We recaived your requedt for information on [ date), refating te [ Subject],

:_fI'heFreedum of Information Act (FOIA), 5 UBC. ¢ 552, specifies cerlain requirements for an access

f;fequest Orne of these requirements 13 ihat the regquest must be made in accordance with the agency's
fglublished FOIA regalations 1n the Depariment of Hameland Security (DHS) regulation, Titled CF.R

g 5.3 Raquivements for Making A Request, the procedures foe requesting access to DHS records ane
gzutii.ned. See McDonnell v U8 4F 3¢ 1227, 1336 (34 Cir. $983).

?_;ecause the records you seek arethose of a personal nature, DHE” regulations require you to provide
Eé‘:nnsam fromtherecords sutject beforea disclosure of records can be made. On [Date] we sent
Sorrespondence requesting you pravide us with groper consent. Proper consent is defined under 6 CFR. §
52 | as either a notarized signature, a signature signed under penalty of penury, or proof of death.
%—‘xlthough wou are not required to use form G-639 to provide consent, a notarized signaturein section 7, or
a signatureat the bottom of sect:on § would fulfill this requirement.

?’um’ case kas oeen closed with no further actiontaken  1f you wish to pursue this request, please provide
she information describad by the reguiation cited above  The requirements for filinga FOIA or PA
:;feque-st arealzoavailable for your convedience on our webate at Wy uscis gov.

.Delete

Jll & Eggleston
Dirertor, FOIA Operaticns

Go into O \Foia\lFOIA LIBRAR Y\Case Create References\Case Create

References\Unperfected Letter, highlight the 3 paragraphs below and select either
“Copy” or “CNTRL C.” You will paste these 3 paragraphs into the FC letter.
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U5 Peparmeat of Honrelang Security

PO Box 643010
Lea's Somnat, MO 69024-8010

U.S. Citizenshiy
J and Immigration
Services

Fab 2,2012
ey NRC

Dear

We received your request for information on [date], relating to [subject’s name].

{The Freedor of Information Act(FOL&), 51.8.C ¢ 552, specifies certain reguirements for an access
irequest. One of theserequirements is that the request must be made in accordance with the agency's
inublished FOLA regulations. Tn the Department of Homeland Seeurity (CHE] regulation, Tille 6 CFR. ¢
153 Regquirements or Making A Requost, the procedures for requesting accessto DHS records are
ioutlined. See McDonnell v .8 4 F.3d 1227, 1236 (3d Cir. 1993).

{Because the records you seek are those of a personal reture, DHS' regulations require you to provide
iverification of 1denity and or consent, 1fagplicable, from the records subyeet before a disclosure of
information can'be mede. Inaccordance vath 6 CFE.§ 5,21, veriication ofidentity consists of a written
idatement from the records subyect stating fusher foll name, cwrrent address, and date and place of

ibith. Additionally, the vaitten statement must be signed by the reconds subjzctand the signature s
izither be natarized or agned under penalty of gequry. Although it 15 not required to use Form 5-630
iwhen submittitig & FOIA request, anotarized signaturedn section 7, ora signature &t the bottorn of section
:3 of thds formwould flfill the agrature requiremetd. The requested infortration may alse be provided
iona spanmte shest of paper a5 longas the information provided is signed by the records subject-and the
isignatureds notarized or signed under penalty of pejury. Staply providing a copy ofa birth certfi cate,
idmver’ s license, or alien card for the records subject vall not fal fill this requirement.

E’l:rur casehas besn closed wath no futher action taken. [f youwash to pursue this requedt, please provide
ithe infommation describied by the regulation cited ahove. The requirements of filinga FOIA or PA request
;arealso availahle for your convenience on ow websile ab Wing kscis guv.

Sinterlrlsly,

e

Jill A.Eéélcstnn
Director, FOIA Operations

The resulting page will look something like this:
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118, Cistrenship
and Iemmigracsn
Serviges.

Fidtany Gl

A e

LA e Y -y .
i A YRneR

{Fipp v e gy
shes T ety ;
e RN

et

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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Click “Open”:

lobal360_updown_version
RC2010000511_F_REFERRAL
RC2010000511_7_FA_PD
RZ2010000802_3_CMNE_PAGE
RC2010000802_6_AK_FCOlA
RC2010000804_3_FA_RF
RC2010000804_4_PEFERRAL_AGENCY

My Fecent
Docurents

!
Ey
¥

My Facent Documents

e

bty Documents

My Computer 1 gictreamupload

e Plaggs. - - F1E0AME.

Files ofiype Allhlas

" Open as reac-only

After this, you send the case to “Up-front Approver.”

] R SHEE

The Up-front Approver will either close the case or return it for further action.
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USCIS FOIA INFORMATION BULLETIN

March 1, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any

questions about bulletin topics.

We have added an explanation to section 28 14 of the Processing Guide as

follows:

QUESTION: What about a court document that was served on ICE?

Let’s take the following example:
On page 210, we have the following court document:

&

Femando Roma, Eag. SO 234967 o e
Ul Badila, Fisg. SEN 232285 @ @) i@i\f
Lo (Hficesof Prensado Rueso & Assicisses, F1LO

Y625 W Ofpeuple Nl Suiee 16555

Lo Avgles, €abiforniy 95013

Phasr 1233 308830

Fax 7213) 190-885%

Astnmaey foe

UKETED STATES BEPARTMENT OFJUSTICR
EXECUTIVE OFFICE FOR IMMICRATION §EVIEw
605 SOUTH OLIVE STREET, SUITE 1500
LeXS ANGELES, CALIFORNIA 90015

T The Matty O ) PN REMOYAL PROCEEDINGS
i :
g  NEXTMASTER HBARING &
Aon #: ) DATEGEASS Le 27
o 1 TIME: B66 B oe
Respondny 3 -:
S HONURABLE JUDGES
3 b MARZIG &3
ADDITHINAL DOTUMENTS IN SUTFORT DF TEMPORARY PROTECTED

STATUS

On page 212, we have a certificate of service to ICE:
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LERTIFICATE OF SERVICE
& Qg Dadills, woenfly don o 8821200000 served by hasddekvorr Adstitional Dotuments in
suppost of Temporary. Protonsed Stetus wpors.sher Gifice of the Chinf Coonad 1.8 Inedgaasions
& Chastnes Enfomernant o8 606 § Ofvr, Comvgiom 53, in Lok Augeles, LA S04, '

Sigred urder penadiy of pespry this S0, @ Tre dngoie, Cabifomia

i, 5.
Faw Ofiias of Pernasdo Roess & Avocistes, FLI
1633 Wese Olpnpic Bhvd, Suite 3035
Les Augetes, TA HD1R

ANSWER: The document was written by Olga Badilla, Attomey at Law, representing
the alien, which means it neither orginated with ICE, nor was it authored by ICE. The
document is addressed to Executive Office for Inmigration Review, a part of Department
of Justice, and so i1t 1s not addressed to ICE. Section 28.14 does not include the words “or
served to ICE.” The fact that the document was served to ICE is merely

coincidental. Also, you may be assured that an attorney representing an alien in removal
proceedings would not disclose a document she intended to send to EOIR unless she had
already sent it to EOIR. Prior to that, it would be attorney work product. In short, please
do not refer to ICE in that circumstance.

We have revised section 28.07 of the Processing Guiide as follows (new
information in red):

Refer all documents ongmating with US-VISIT for their direct response to the requester, Do
not hide the name of the agency,

Refer Arrival Departure Information System (ADIS) screen prints to US-VISIT.

Please do not place any redactions on documents you are referring to US-VISIT.
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(b))

USCIS FOIA INFORMATION BULLETIN

June 29, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

UPDATED FOIA-PA Assistant’s Guide:

Program office would like to give a big Thank You to | Mary Jadlot,
Ior their weeks of work updating the

TOTA-PA Assistant s Guide. 1T you creaie cases or work in records locator, you will
soon notice there are now easy-to-understand procedures where the original guide
instructed a person to do something without explaining how.

In addition to helping Public Information Specialists and FOIA-PA Assistants on the
floor, it will help Program Office tremendously in preparing training and responding to
developing training needs.

If you’d like an example of a drastically re-written paragraph fleshed out with how-to
information, take a look at section 7.3, which has to do with reasonable

description. Sections 8.3, 8.17 and 8.18 are good examples of adding the procedure to
the end (where we did not include the procedure before). Those are just a few examples.

Added new paragraph 27.43 ¢ to the Processing Guide, as follows:

2743 g Refugee and Asylee Processing System sereen prints — you may
identify RAPS screen prints by the prefix “RAX” in the upper left-hand corner of
the screen print. The form is not compiled for law enforcement purposes, but
there may be four protected systems check results. If the the fields are blank, do
not reclact them, If there is any result in IBIS, DACS, NAILS or USVISIT, please
withhold those results citing Exemption (b)(7)(E), [or (k)(2) and (b)(7)(E), if PA].
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USCIS FOIA INFORMATION BULLETIN

June 28, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added new guidance to section 6, Preparing Records for
Disclosure, of the Processing Guide as follows (new information in red):

Verify the responsive records relate to the subject of record by comparing the
file with information the subject provided in the request. There is no need to
compare information in CIS with either the request or the responsive records.
The important thing is to verify information in the request letter against
information in the file. Annotate for your Summary Discussion the page
numbers where you found the information. If the wrong file is scanned in, it
may have been an error in staffing or scanning. If it is obviously a simple
mistake in staffing, such as an inverted A-number, create a discussion for
Records Locator with an explanation of what happened and which file RL
should request. If you are sure it is not a staffing error, create a discussion for
Records Locator. “RL, wrong file 1s at sequence #. Please refer to section
32.9.3 of the FOIA/PA Assistant’s Guide.”
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USCIS FOIA INFORMATION BULLETIN

June 27, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added more detailed explanation to section 6.3.1.3.5 of the FOIA/PA
Assistant’s Guide as follows:

Attorneys may refer to Track 3 as “the removal track” or “the immigration
heanng track ” The key is any reference to deportation or removal. Some
attorneys do not know the difference between “Track 3” and “Expedited
Treatment,” and we should not punish them for that If an attorney requests
expedited processing because his or her client has a removal hearing, we
should treat that as a request for Track 3 processing and evaluate accordingly.

«= Example 1: if the attorney requested expedited processing because his
or her client has a removal hearing and the attorney also provided a
Notice to Appear with a future scheduled date, then you will create the
case as a Track 3 and our acknowledgment will say that the case will
be processed in the accelerated track (Track 3). Of course, if you are
not sure, you should contact a supervisor.

»  Example 2: if the attorney requested expedited processing because his
or her ¢lient has a removal hearing but the attomey did not also
provide supporting documentation, then you will create the case in the
regular track and include the Track 3 denial paragraph in your
acknowledgment letter. The attorney then has the opportunity to
provide supporting documentation to move the case to Track 3.

+  Example 3: if the attorney requested expedited processing and cites a
threat to health or physical safety, or if the attorney cites no reason at
all, then we should treat it as a request for expedited processing. When
we deny expedited processing, we have to send a separate letter
informing the requester of our decision. The requester has the right to
appeal our decision to deny expedited processing.

We have changed Section 7 CERTIFICATION OF AGREEMENT
VERIFICATION OF IDENTITY, AND DESCRIPTION OF RECORDS, of the

FOIA/PA Assistant’s Guide as follows (deletedtnfermationta-strtkethrough, new

information in red):
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Any petition filed for another person creates special requirements for certification of
agreement. Sometimes the VOI and certification of agreement the requester provided is
sufficient, but sometimes not. If the requester 1s asking for a petition, please refer to
section 12.16 of this guide.

We have changed Section 12.16, “Receipt Numbers,” of the FOIA/PA Assistant’s
Guide as follows (deletedinformation-instrikethrough, new information in red}).

A receipt could be either an application or a petition. For example, Form [-90 is an
Application to Replace Permanent Resident Card. The applicant is requesting a benefit
for himself or herself. Form 1-360 1s a Petition for Amerasian, Widow(er), or Special
Immigrant. It is a “self-petition.” With form 1-360, the petitioner and the beneficiary are
the same person and so VYOI and consent requirements are the same as for an A-file.

With many other petitions, the “petitioner” and the “beneficiary” are not the same person.
That petition will always belong to both parties — both the petitioner and the beneficiary,
except that sometimes the petition has been consolidated into another Privacy Act record:
the beneficiary’s file. The Alien File 1s stored and retrieved by a unique identifier
belonging to only one person: the subject of record (SOR). We need SOR consent to
open the A-file, even though the A-file could contain information that belongs to another
person.

The following is a list of petitions in which the petitioner and the beneficiary are not the
same person:
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1-129F Petition for Alien Fiancé(e)

1-130 Petition for Alien Relative

1-140 Immigrant Petition for Alien Worker

1-600 Petition to Classify Orphan as an Immediate Relative

1-730 Refugee/Asylee Relative Petition

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

If the petitioner is the requester, and if the petition has been consolidated into the
beneficiary’s A-file, then the beneficiary is always the subject of record. We must
address any correspondence about that petition citing the beneficiary as the “subject of
record” or the “records’ subject.” For that reason, even though the requester may have
listed the petitioner as the subject of record, if you discover that the petition is
consolidated into the beneﬂciary’ s file, you must change the name of the subject in FIPS
to the beneficiary. The beneficiary’s A-number goes in the A-number field, even if the
requester entered the petltloner s A- number on the G-639. In-thatsituation—eventfthe

This 1s legally important because we must have VOI of the subject of record and we must
have certification of agreement if the requester is other than the subject of record. [fwe
are stqffing the subject of record’s A-file, and if the requesier is not the same person as
the subject of record, then we need certification of agreement from the subject of record,

If the petition has not been consolidated into the beneficiary’s A-file, whether the
petitioner or the beneficiary 1s the requester, we may staff for it In this situation, we list
the subject of record the way it 1s listed in the request letter, whether the petitioner or the
beneficiary.

PCQS or CLAIMS screen-prints usually would not provide the requester with the
information he or she 15 requesting, because the requester 15 asking for a copy of the file.
Rarely, a petitioner may only need a particular piece of information, such as proof of
filing to prove Section 245i eligibility. If that is the situation, and we have the
petitioner’s VOI (and certification of agreement, if necessary) then you should provide
those screen-prints with a RAFACS staffing, This is not usually what happens, so
providing screen prints is the exception, not the rule.

If the requester wants a copy of a petition or supporting document,

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

4092



and the petition has been consolidated into the beneficiary’s A-file,
and the requester did not provide certification of agreement from the beneficiary,
+ close the case TD.

When the requester needs a copy of a petition or supporting documents:

. Where is the PETITION?  Who is the requester?  :

oo ary’sFlle 2R e e A fle

Special Cases:

Petltloner specnf‘ é's“‘"p'rﬁdf' olf l‘lmg, or Prepare RAFACS stafﬁng Provide screen ?i

_ into beneficiary’s file AND petitioner =
docs not provide certiication o e
. agreement from beneficiary

: NFTS shows “Deleted.” - First, check history in NFTS. If it shows
: * transferred to NVC, RD to NVC.
 Call NVC. If they have it, RD to NVC. If
“they do not have it, prepare a RAFACS i
from PCQS
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. NFTS shows the petition is at HBG ~ Prepare RAFACS staffing Provide screen
pending destruction. prints from PCQS and provide NFTS

destruction.

We have changed the lost file staffing procedure. Any reference to
lost files more than or less than 9 months 1s now lost files more than or less than 60 days.

We have re-written and renamed Section 12.18.16, “Staffing ELIS” to
“Creating Staffing and Acknowledgement letters for ELIS cases™ of the FOIA/PA
Assistants Guide as follows (new information in red, deletedintormationin

strikethrough)

12,18,16 Creating Staffing and Acknowledgement letters for ELIS cases

(The updated slideshow; Researching, Staffing and Redacting ELIS information in PCQS
can be found at O:\FOIA\FOIA Library\Case Create References, also in Connect and
ECN).

Whenever you create a case, please check PCQS for ELIS information. If you get a
response of “Person Found In: ELIS,” please-create-an ESC-staffing you’ll either create
an SSC or ESC staffing. If the A number is between 30 and 70 million, please create an
SSC staffing. Create an ESC staffing for any other A-number.

To determine what language (if any) gets copied and pasted into the Staffing and
Acknowledgment letters, you have to know two things:

1. Is this a self-request or a request from Attorney/Representative/Others?
2. Is the case open or closed?

You can see if the case is open or closed on the ELIS Case Info screen. If you double-
¢lick the person’s information in PCQS, the “Primary Applicant Summary” default
screen will display. Please click to display the “Case Info” screen. On the left side of the
Case Info screen, you'll see a category called “Case State.” Across from the Case State,
you’ll see one of four options:

A Accepted
B. Optimized
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C. Reopened
D. Closed

If the case state is accepted, optimized or reopened, the case is open. Closed means
closed.

In the ELIS record, there will also be an IOE number. Please copy that number. On both
pages of the SSC or ESC stafting letter, please replace the “Alien #” with the IOE
number you copied from PCQS.

If you have a self-request, whether it is open or closed, you will replace the Staffing
letter’s second bullet, first sentence with the following language:

“Send copies of the on-demand point-in-time snapshot, approval notice and any
documents that were scanned and uploaded by an internal user to the FOIA office.”

NOTE: Leave the second statement, “DO NOT MAKE REDACTIONS,” as 1s, after the
language you inserted. Do not delete.

directions as the open or closed self-request above.

However, if you have a ¢losed Attorney/Representative/Others request, replace the “Alien

mentioned earlier.

Difterent language will be inserted into the Acknowledgement letter, but will follow the
same pattern as above. An open or closed self-request will be treated the same as an open
Attorney/Representative/Others request. Please insert the following paragraph after the
“fees” section in the Acknowledgement letter;

“From the USCIS Electroni¢ Immigration System (ELIS) you may download:

(1) the case intake snapshot, documents uploaded in response to a Request for
Evidence and correspondences (G-28 Representation or Withdrawal request) from
the View My Cases screen; and

(2) notices, if any, from the View Messages screen.

NOTE: Since you can download the USCIS ELIS content above, we will not be
providing this material in our response to you. However, if you are unable to access
USCIS ELIS, please follow the instructions below to request your USCIS ELIS content.”

If the Attorney/Representative/Others case is closed, do not make any changes to the
Acknowledgment letter.
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Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and
copy ] The subject of the e-mail should be “ELIS statfing” and the body
()(©) of the e-mail should be the case number.

We have added a new Section 12.18.16a “ELIS Staffing /Ack Letter Decision
Table to the FOIA/PA Assistant Guide as follows (new information in red):

12,16.18a “ELIS Staffing / Ack Letter Decision Table

Please use the following table to help you successfully create ELIS cases.

We have added a new paragraph to Section 27.24. “Joint Automated
Booking System (JABS)”, of the FOIA/PA Processing Guide as follows (new
information in red):

NOTE: If you find any one of the following, please refer the document(s) to the Drug
Enforcement Agency (DEA):

1. Agencyis DEA
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2. DEA agency case number
3. Narcotics and Dangerous Drugs Information System (NADDIS) number
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USCIS FOIA INFORMATION BULLETIN

June 21, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have changed the CBP-ICE and CBP-NVC letters in the Case Create
References folder to read:

You may wish to contact Customs and Border Protection. Please be sure to
include dates and locations of any encounters.

U.S. Customs and Border Protection

Office of Diversity and Civil Rights

Freedom of Information Act (FOIA) Division
90 K Street NE, 9th Floor

Washington, DC 20229-1181

We removed the reference fo ICE, because when ICE apprehends a person, they assign
an A-number and we wonld have been able 1o find a record. For your reference only,
this is the way it used to read.

After assessing your request, we determined that the responsive records are not under the purview
of USCIS. If such records exist, they would be maintained under the jurisdiction of the following
government agency:

U.S. Customs and Border Protection
799 9th Street NW. Mint Annex
Washington. DC 20229-1177

For vour convenience, we have forwarded vour request to that agency for consideration and direct
reply to vou, For additional information relating to the Department of Homeland Security (DHS)
and its components, we encourage you fo visit the DHS website at the following address.
hitp:/fwww.dbs.goy.

You may also want to contact the Immigration and Customs Enforcement as you seek to obtain
any records regarding the subject:

Immigration and Customs Enforcement
Freedom of Information Act Office
300 12th Street, SW, Stop 5009

(202) 7320300

Washington, DC 20336-5009

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

4098



(b)(7)€)

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

4099



USCIS FOIA INFORMATION BULLETIN

O: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN
June 10, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

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. FOIA/PA
Assistants assigned to mail will place the mail in the MSB or Appeals bin.

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 Ohrell the control number.
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Paragraph 28.02_REFERRAL WITH USCIS REDACTIONS has been

updated as follows:

If vou refer this page to U.S. Marshals Service, thev will redact the name Bob Smith under
(b)(7)(C) because he is a United States Marshal, but they will release the name Chris P. Bacon
because he is a US Border Patrol Agent.

If there 1s information we would withhold, you must redact it before you refer the page to another
government agency. ICE is an exception to this rule.

If there is information we redact on a page that we refer to another government agency, you must
paste mn the USCIS paragraph for that exemption and the USCIS final action letter appeal
paragraph into the referral letter to the other government agency. ICE has provided us with
guidance not to redact information before we refer to them, as thev redact any exempt
information, regardless of agency of origination,

The wording of paragraph 28.05 of the Processing Guide has been changed as follows:

28.05 Referring documents relating to third party individuals

If you are processing a case that contains documents that you normally refer to another
agency but those documents do not relate to the subject of record, please do not refer
those documents. The exception would be if consent of all individuals has been given.
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Mark as “Out of Scope” any TECS screen prints relating to third party individuals, if we
would normally refer that screen print to another agency. Otherwise, withhold the TECS
screen print in full citing (b){7)C) of the FOIA and exemptions (k)(2) and (b)(7}C) on
PA cases.
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(b)(6)

USCIS FOIA INFORMATION BULLETIN

June 9, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added a new section 12.12.1.14.a Highlight the Correct File for
Scanning, of the FOIA/PA Assistant’s Guide as follows (new information in red):

12.12.1.14.a Highlight the Correct File for Scanning
Section 12.18.11, T-files, tells you never to crop the NFTS screen print.

However, if your screen print has more than one file, and you are requesting files from
different locations, it can pose a problem for the contractor.

How will the contractor know which file(s) to scan? We have to make the correct file
stand out to erase any doubt.

Consider the screen print example below. Here we have an A file and a T file at different
locations. You will require two separate staftings, one to Dallas, the other to Miami —
DRO (ICE).

Sgeit RC - RETTRDS SECTION
Reap: 012 - RECCRLE GEMERAL FILES

Siatue; AYVAILABLE 1M RECORGE
IAudit Dater DRADR20G G2 10 35 ARS
E ast Action: (0082014 25-18-38 A Transter In
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First, we will staff for Dallas. You find DAL under the Non FOIA section; click Request
File, and the staffing sheet pops up. Next, highlight the DAL A-number, bold and
increase the size to 10-font,

(L)(6)

Btatus. AYAILSBLE N RECORDS el RU -RECGRINEG BECTION
Adil Dater RS20 0613 28 aM Rasp 8013 - RECTURDS GENERAL FILES
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The first of your two staffing letters should look like this:

Stcaffed to; DAL
REQUESTEIL FILE

Uffice Clode; NRC Control Nmalrer: NREC2G1 30606000 Date: Jupe 4, 26135

Alien Nunber: AI | Subject: Happy G.

00| bat | Storus: AVAILABLE M RECORDS Sect; AC -RESORDS SECTION
et Date: 89702614 08 1838 AN Resp: 0013 - REQCRDS SEHERAL FILES
Last Action: D9/082014 981538 Al Transfe in

Thix is 10 vestaby that | e have condunted 2 thowagh sarch for the gbove Boted A-itle and this file;

o B pttached
. aonbl el be Leated

Printad Name Phone

Signusiure fdaee

Make sure nothing interferes with the barcode at the bottom of the page Click and drag
the “This 1s to certify...” section up and away from the barcode if you need to.
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Now we will prepare the staffing sheet for Miami - DRO (ICE). Since this 15 an ICE
staffing, the staffing sheet will be in letter format. Place the entire screen print just
below the word “Attachments” but above the barcode.

Highlight the MIA - DRO A-number, bold and increase the size to 10-font.

System Resnlts
Positive  MNegative

I centify that I am responsible for the search of records conducted in my office encompassed by this
request and the attached records were the only such docements located in response to thisrequest,

Signature Date

Printed Typad Name

Title

Telephone =

Attachments(sl

syl ast Aohion L At
Status: AvAILABLE B RECORDS Sect: R - RECORDE SECTEON
Asidi? Date: 93052014 039830 A Resg: 0012 -REDORDS GEMERAL FULES
Last Actfon: DOLR201] 081338 AR Tranafer in

If your screen print is too large to fit between “Attachments” and the barcode, place
the cursor before the screen print and then click “Ctrl + Enter.” This will move your
screen print to the next page.
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USCIS FOIA INFORMATION BULLETIN

June 7, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added a new section, 6.3.4 7, Border Crossing Card, to the FOIAPA
Assistant’s Guide as follows (new information in red):

6.3.4.7 Border Crossing Card: Sometimes a person has no other
record than a Border Crossing Card, and you will know this because the
only record you can find for that person is an alien number between
80,000,000 and 86,999,999 If that s the only record you are able to find,
select Category OTHER, then refer to Section 12.2 of this guide.

We have added new guidance to section 7, Certification of Agreement,
Verification of Identity and Description of Records, of the FOIA/PA Assistant 's Guide as
follows (new information in red):

Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, has
been revised (02/28/2013). Beginning May 26, 2013, USCIS will no longer accept prior
versions of the G-28.

If the request scan date in FIPS is after May 25, 2013 and

If certification of agreement is provided on no other place except Form G-28,

Then the attorney must use a properly executed new Form G-28 (revision of
02/28/13).

If the Form G-28 1s an older version than the revision of 02/28/13, then you will
close the case FC. Please refer to section 16b of this guide.

If the new Form G-28 (revision of 02/28/13) 15 not properly executed, then you
will close the case TD (inadequate Certification of Agreement). Please refer to section
16a of this guide.

If the request scan date in FIPS is on or before May 25, 2013 and
If certification of agreement 15 provided on no other place except Form G-28,
Then the version of Form G-28 does not matter, but it must be properly executed.
If Form G-28 is not properly executed, then you will close the case TD
(inadequate Certification of Agreement). Please refer to section 16a of this guide.
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Finally, if there 1s adequate certification of agreement someplace else in the request, such
as on Form G-639 or on a separate statement, it does not matter what version of Form G-
28, or if 1t was properly executed.

We have re-written section 12.2, Border crossing card number, of the F(OI4PA
Assistant’s Guide as follows (new information in red)(deleted-nformationin

strikethrough).

Sometimes a person has no other record than a Border Crossing Card, and you will know
this because the only record you can find for that person is an alien number between
80,000,000 and 86,999,999 1f that 15 the only record you are able to find, select
Category OTHER, then do the following:

a.
b.

Create the case.

It vou have access to PCQS, search PCQS and print any data you find. It 1s
better to provide PCQS screen prints, so if you do not have access to PCQS,
please locate a person who has PCQS to print those screens. If that is not
possible, search and print CIS screens 9101, 9101-history (F8), 9222 and
9223,

Prepare the screen prints for scanning into this slot as responsive records.
Please attach a “Scan As” sheet and mark it as “Responsive Records” with the
screen prints to be scanned, and then take the responsive records to the
designated person. (The current designated person will be posted by FOIA
Operations on the ECN page)

Open a RAFACS (not RAFACS/CIS) staffing slot. Make sure “Customize
Letter” is selected. You do not have to modify the staffing letter.

Prepare a discussion explaining what you did, prepare any correspondence,
and then pend the case.
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We have added new guidance to section 5.01, Certification of Agreement,

of the Processing Guide as follows (new information in red):

Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, has
been revised (02/28/2013). Beginning May 26, 2013, USCIS will no longer accept prior
versions of the G-28.

If the case was created on or after June 7, 2013 and

If certification of agreement 1s provided on no other place except Form G-28,

Then the attorney must use a properdy exectited new Form G-28 (revision of
02/28/13).

If the Form G-28 is an older version than the revision of 02/28/13, then you will
close the case FC. Please refer to section 42 of this guide.

If the new Form G-28 (revision of 02/28/13) 1s not properly executed, then you
will close the case TD (inadequate Certification of Agreement). Please refer to section
27.11 of this guide.

If the case was created before June 7, 2013 and
If certification of agreement is provided on no other place except Form G-28,
Then the version of Form G-28 does not matter, but it must be properly executed.
If Form G-28 is not properly executed, then you will close the case TD
(inadequate Certification of Agreement). Please refer to section 27.11 of this guide.

Finally, if there is adequate certification of agreement someplace else in the request, such
as on Form G-639 or on a separate statement, it does not matter what version of Form G-
28, or if it was properly executed.

We have added INTERPOL to the names of agencies we do not disclose upon
referral. Please see Section 28.01.b of the Processing Guide.

We have added a clarification to Section 28.06, U.S. Department of State
Documents, of the Processing Guide as follows (new information in red):

« Refer messages, letters, e-mails, checklists and cables having to do with visa
determination or investigations. This includes any Visa Lookout System, CLASS
or SAQ Name Check Results as well as “VISAS™ + any animal.
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USCIS FOIA INFORMATION BULLETIN

June 6, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added a new section, 27.53 to the Processing Guide as
follows: (new information in red)

27.53 Aliens with Multiple Unconsolidated A-Numbers

27.33 Aliens with Multiple Unconsolidated A-Numbers

If the alien has multiple unconsolidated A-Numbers and both files are located at the
NRC, please add them to the spreadsheet that Records Operations maintains at
S$:\Record Ops Files 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.

Please double-check that your A-Numbers have not already been entered into the
spreadsheet. Don’t forget to include your actions in your case summary discussion.

Note: If both files are not at the NRC, do not add the information to the spreadsheet.
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USCIS FOIA INFORMATION BULLETIN

June 1, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added a new section 12.18.16, Creating Staffing and
Acknowledgement letters for ELIS cases, of the FOIA/PA Assistant’s Guide as follows
(new information in red):

12.18.16.b Creating Staffing and Acknowledgement letters for ELIS2 cases
The slideshow ELIS Research Staff Redact — ELIS2 can be found at O:\FOIA\FOIA
Library\Case Create References, also in Connect and ECN).

12,18.16.b.1 Find the IOE Number
Whenever you ¢reate a case, please check PCQS for ELIS and ELIS2 information.

Sentch Criterias | fgan b ® 1 et A

ARen Nusrtber: Eﬁﬂﬁﬁﬂﬁvﬁﬁi ARy BOpmy

T honEGe
R
SEORT A A0
P eligOR- RRATS

TONTE P Boirys
Cis

CLAAS 3 WF

Sesrhy | ResudPonw
AR whe awsiadl .
T NBC.OLAETEREG Replace the
BRI WEE FOLAED A-number

SRR

natia Privasy Aos Reavent MRUtwss il the |

Click twice
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Copy IOE Number

12.18.16.b.2 Create the Case/Put IOE Number in Topic Line

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number
into the “Topic” line on the FIPS worksheet.

Sabgect Infrmadien

NOTE: Putting the IOE number in the Topic line is the only way we have to track ELIS
and ELIS2 cases.

Next, you will be creating an NBC statfing (Form 1-90, Application to Replace
Permanent Resident Card).

12.18.16.b.3 Create Staffing and Acknowledgement Letters

On both pages of the NBC staffing letter, please replace the “Alien #” with the term IOE
and the number you copied from PCQS as shown here;
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12.18.16.b.3 Determine Requester

To determine what language (if any) gets copied and pasted into the Staffing and
Acknowledgment letters, you have to answer this one question:

1. Is this a self-request or a request from Attorney/Representative?

If the answer is “yes,” you insert language into the Staffing and Acknowledgement
letters.

If the answer is “no,” you only have to add the IOE number to the top and the bottom of
the Staffing letter. There is no change to the Acknowledgement letter.

NOQTE: The language you insert into the ELIS 2 Staffing and Acknowledgement letters
is different from the language inserted into legacy ELIS (ELIS 1).

On both pages of the NBC staffing letter, please replace the “Alien #” with the IOE
number you copied from PCQS.

ATER v demait - 3
NBC, ¥NAFILINEG Replace the
PRI NEG FA P, Asnumber
SLm T Fse_-miass: af i )

Adis

SasbrioeT W

siarion Fpaey Act Degpest s seicenos . gty the 1

R Sirta g

If you have a self-request or if the request is from an Attorney/Representative, replace the
Staffing letter’s second bullet, first sentence with the following language:

“Send a copy of the Case Details and Case History tabs (expand all), any restricted
content, and any risk resolution memo.”

NOTE: Leave the second statement, “DO NOT MAKE REDACTIONS,” as 15, after the
language you inserted. Do not delete.
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Delete the first
part of the
secont! bullet
{shown in
strkethrough).
Repiace it with gt
the sentence

shown in rao,

o, dwee etk pninheed miter thovede o

-

15 b
mu!w T dmtl s«ima wWith you.

Different language will be inserted into the Acknowledgement letter, but will follow the
same pattern as above. A self-request will be treated the same as an
Attorney/Representative request.

Please insert the following paragraph after the “fees” section in the Acknowledgement
letter:

“From the USCIS Electronic Immigration System (ELIS) you may download the case
intake snapshot, case evidence, and correspondence (e.g. any (G-28 Representation or
Withdrawal request) from your Case Details screen.

See the following example:

I geomdands if'-if%tﬁq,“’-‘-'wﬁ'-? = H'\;r—ci‘nié Srumty ?mmf' vas.”‘ C £ i’ 5 3 el vour anait

Please cut and
- pasie this
S5430 Below we wifl charge vou sus fres. Mostseguests do not sz any language
below the fees
paragraph — it
tells the
requester what
he or she ¢an
download

and si‘;;»élcatﬁ»imauﬁ! amii

feex: howavee, f foex in evonss of 2408 dre soguined, wowil] netifivou heforsband.

S S

Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and
copyl| Fhe subject of the e-mail should be “ELIS 2 staffing” and the body
of the e-mail should be the case number.

(b)(®)
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12.18.16.b.4 “ELIS 2 Staffing / Ack Letter Decision Table

Please use the following table to help yvou successfully create ELIS 2 cases,

Staffing / Ack Letter Decision Table
ELIS 2 only

Add0E + number and Inser e oquage hat begins,
sert — "Sent a copy of  “From the USTIS Blecionc
the Case Dejails. ” pmigration System {ELIS). .7

AddITE + number
D vt changs the {0 nod change the defoud

defaul fanguage. .. BOGEAGE.
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USCIS FOIA INFORMATION BULLETIN

June 1, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added a new section 12.18.16.b, Creating ELIS2 cases, of the
FOIA/PA Assistant’s Guide as follows (new information in red):

12.18.16.b Creating ELIS2 cases

The slideshow ELIS Research Staff Redact — ELIS2 can be found at O:\FOIA\FOIA
Library\Case Create References and on ECN).

12.18.16.b.1 Find the IOE Number

Whenever you create a case, please check PCQS for ELIS and ELIS2 information.

Segrch Crilert: | pen gueber ® 59 Gulact o
Atfon Number | AGERI00 SR G ey

T OANERT

P ATSP Brilreiia
i
FOCLAE % MGE

DO B
frofe G0
SCIBIOR CHLAN

PRCEA REaCR
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By At Hegraer M ARIIG0D0G i 29
postoas e with the
SRR

Click twice
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You will come to the page below. Please copy the IOE number.

%
Copy IOE Number

12.18.16.b.2 Create the Case/Put IOE Number in Topic Line

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number
into the “Topic” line on the FIPS worksheet.

Subjedt Information

NOTE: Putting the IOE number in the Topic line 1s the only way we have to track ELIS
and ELIS2 cases.

Next, you will be creating an NBC staffing (Form 1-90, Application to Replace
Permanent Resident Card).

12.18.16.b.3 Create Staffing and Acknowledgement Letters

and the number you copied from PCQS as shown here:

SATTR D win ol N
e lfgéi&;mmm@ Repiza{;e the
PR HRC FOLABA A« UM be]‘

ALIIECT
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12.18.16.b.4 Determine Requester

To determine what language (if any) gets copied and pasted into the Staffing and
Acknowledgment letters, you have to answer this one question:

1. Is this a selt-request or a request from Attorney/Representative?

If the answer 1s “yes,” you insert language into the Staffing and Acknowledgement
letters.

If the answer 1s “no,” you only have to add the IOE number to the top and the bottom of
the Staffing letter. There is no change to the Acknowledgement letter,

NOTE: The language you insert into the ELIS 2 Staffing and Acknowledgement letters
is diftferent from the language inserted into legacy ELIS (ELIS 1).

On both pages of the NBC staffing letter, please replace the “Alien #” with the IOE
number you copied from PCQS.

SRETERD g gyt ;
U NBC, FeLati t Replace the
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Sy 11 e
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If you have a self-request or if the request is from an Attorney/Representative, replace the
Staffing letter’s second bullet, first sentence with the following language:

“Send a copy of the Case Details and Case History tabs (expand all), any restricted
content, and any risk resolution memo.”

NOTE: Leave the second statement, “DO NOT MAKE REDACTIONS,” as is, after the
language you inserted. Do not delete.
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Delete the first
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secont! bullet
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strkethrough).
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Different language will be inserted into the Acknowledgement letter, but will follow the
same pattern as above. A self-request will be treated the same as an
Attorney/Representative request.

Please insert the following paragraph after the “fees” section in the Acknowledgement
letter:

“From the USCIS Electronic Immigration System (ELIS) you may download the case
intake snapshot, case evidence, and correspondence (e.g. any (G-28 Representation or
Withdrawal request) from your Case Details screen.

See the following example:

I geomdands if'-if%tﬁq,“’-‘-'wﬁ'-? = H'\;r—ci‘nié Srumty ?mmf' vas.”‘ C £ i’ 5 3 el vour anait

Please cut and
- pasie this
S5430 Below we wifl charge vou sus fres. Mostseguests do not sz any language
below the fees
paragraph — it
tells the
requester what
he or she ¢an
download

and si‘;;»élcatﬁ»imauﬁ! amii

feex: howavee, f foex in evonss of 2408 dre soguined, wowil] netifivou heforsband.

S S

Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and
(b)(6) copy o Jhe subject of the e-mail should be “ELIS 2 staffing” and the body
of the e-mail should be the case number.
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12.18.16.b.5 “ELIS 2 Staffing / Ack Letter Decision Table

Please use the following table to help yvou successfully create ELIS 2 cases,

Staffing / Ack Letter Decision Table
ELIS 2 only

Add0E + number and Inser e oquage hat begins,
sert — "Sent a copy of  “From the USTIS Blecionc
the Case Dejails. ” pmigration System {ELIS). .7

AddITE + number
D vt changs the {0 nod change the defoud

defaul fanguage. .. BOGEAGE.
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USCIS FOIA INFORMATION BULLETIN

July 27,2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

When we published the April 1% version of the Guide, which directed us to refer all ICE
documents to ICE, we inadvertently deleted the instructions for a Memorandum of
Investigation or Report of Investigation jfit was not prepared by ICE.

We have added a new section 27.47 to the Processing Guide to the guide to
replace that information, as follows:

27.47 Report of Investigation or Memorandum of Investigation

Please note that a Report of Investigation or Memorandum of Investigation could be
completed by CIS or CBP. If that is the case, please process the document. Otherwise,
refer any Report of Investigation or Memorandum of Investigation completed by ICE to
ICE for direct response to the requester. Do not hide the name of the agency. You should
also refer a Report of Investigation or Memorandum of Investigation completed by
legacy INS (prior to March 2003) to ICE if it was prepared by a Special Agent or other
Investigator who would now work for ICE.

We have amended section 9.1 of the FOIA/PA Assistant’s Guide as follows, new
information in red:

If you find no A-file or receipt file for the subject, follow the referral guidelines set forth
below. The list below includes examples of when to Refer (RF) to CBP and or ICE.

If you find an A-file, you should create the case and staff for the file. Please refer to the flow
charts at Appendix H. Before vou refer the case, you must verify we have no record. When
conducting research, do the queries and provide screen prints of CIS 9103, CIS 9102, CIS
9104 and PCQS or CLAIMS searches. There should be no less than two pages and may be
lengthier if the subject has provided multiple names. Prepare a “Scan As” sheet to be attached
to the screen prints and take them to the OA room for scanning as CSD. In your Discussion,
you should also name the systems you searched and state that you have sent the
documentation to QA for scanning as CSD.

Referring the Case

A. Create the case as normal
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B. Conduct a search for responsive records. Prepare screen prints and “Scan As”
sheet.

C. 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.”

D. FIPS will automatically create two documents: a final action letter to the

requester and a referral memorandum to the DHS component.

FIPS then generates the two Word documents

You will need to edit the letter 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, enter a case Discussion with your

RF findings stating that you have sent the screen prints to be scanned as CSD.

Send the case to Up-front Approver.

™ m

s Q

|
+

We have amended section 9.2 of the FOI4/PA Assistant’s Guide as follows, new
information 1n red:

If we receive a request for specific records that belong to an agency outside of DHS, we close
it and write a “redirect letter.” If it 15 a general request for “My Complete A-File” or “All my
records,” you must conduct a search for responsive records.

If you find an A-file, you should create the case and staff for the file. Please refer to the flow
charts at Appendix H. Before you redirect the case, you must verify we have no record.
When conducting research, do the quenes and provide screen prints of CIS 9103, CIS 9102,
CIS 9104 and PCQS or CLAIMS searches. There should be no less than two pages and may
be lengthier if the subject has provided multiple names. Prepare a “Scan As” sheet to be
attached to the screen prints and take them to the QA room for scanming as CSD. In your
Discussion, you should also name the systems you searched and state that you have sent the
documentation to OA for scanning as CSD.

Redirecting the Case to another Agency or Unit

A. Create the case

B. Conduct a search for responsive records. Prepare screen prints and “Scan As”
sheet.

C. Under the “Tasks” tab, select Final Action Letter. Select “RD: Referred to a DHS
Component” as the final action code. Under “Redirects/Referrals” select the
component to which we are redirecting the request and click “Submit.”

D. FIPS will automatically create a document: a final action RD letter to the

requester.

FIPS then generates the Word document.

You will need to edit the RD letter/document to add needed information. After

you exit from the Word document, 1t will appear under the “Contents™ tab.

T m
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G. Click on the “Check in Document” icon and you will get a “Save” dialog box.
Click “Open.”

H. After you have done this for the document, enter a case Discussion with your RD
findings stating that you have sent the screen prints to be scanned as CSD.

I Send the case to Up-front Approver.
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USCIS FOIA INFORMATION BULLETIN

July 26, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added new information to Section 7, CERTIFICATION OF
AGREEMENT, VERIFICATION OF IDENTITY, AND DESCRIPTION OF
RECORDS, of the FOIAPA Assistant s Guide as follows (new information in red):

If a person is not requesting a Privacy Act Record, then there is no requirement to
establish Verification of Identity or Certification of Agreement. Non-Privacy Act Record
requests frequently fall under SIG. Such a request may arrive by mail, fax or e-mail, and
do not require a signature. Requesters must provide name, mailing address and adequate
description of the records they are seeking. By submitting the request, the person 1s
agreeing to pay fees up to $25.00, unless they specify more.

Additionally, if a requester establishes that the subject of record i1s deceased, or if the
subject of record 1s more than 100 years old, then the requester 1s not required to establish
his or her own Verification of Identity. The same requirements apply to a request for the
file of a deceased person as apply to a request for a Non-Privacy Act Record.

We have changed section 819 Situation: Certification of Record of the FOIA.PA
Assistant’'s Guide as follows (eld-mfermationin-strkethroush new information in red):

8.19 SITUATION: Certification of record
When creating a new case, insert a Discussion “certified documents requested.”

Create the case as normal. If you are closing the case as no record, total denial or
failure to comply, there is no need to address certification of record in the final
action letter. If you are not closing the case NR, TD or FC, and if the requester
does not want a copy of the whole file, but specifically requests only a certified
copy of a particular document, you will be closing the case NB. According to the
situation, please add the following paragraph(s) into your final action letter:

NB Situation 1: If a request 15 only a request for a certified copy of a Name
Change document, insert the following paragraph:
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Regarding your request for a certified copy of Name Change document,
you may check with the Court that issued and certified the Name Change
document.

NB Situation 2: If a request is only for a certified copy of Certificate of
Naturalization of a living person and not a request for the whole file:

This 1s in response to your request for a certified copy of your Certificate
of Naturalization.

To request a “Certified True Copy” of your Certificate of Naturalization,
and if you have the original document, you must make an appointment at
your local USCIS office by using the on-line InfoPass Appointment
Scheduler. If you do not have the original document, to request a
replacement of your Certificate of Naturalization, you must fill out Form
N-565, Application for Replacement Naturalization/Citizenship

processes and the downloadable Form N-565.

If you have additional questions, you may contact your local USCIS
Office or call the National Customer Service Center at 1-800-375-5283
(TTY 1-800-767-1833).

If the request 1s for a copy of the whole file, and there 1s a request for certified
copy of a naturalization certificate of a deceased person (but not Italian dual
citizenship — if it 1s an Italian dual citizenship request, please go to section 8 20 of
this guide), or if it is a request for any other documents that may be within the
file, you will not close the case NB. Please staff for the file and add this
paragraph to your acknowledgment letter:

You requested a certified copy of a U.S. Citizenship and Immigration
Services (USCIS) record. The National Records Center does not certify
documents and is responding with a copy of these records as required
under the Freedom of Information Act/Privacy Act.
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We have changed section 16a. TD (total denial) CASE

CLOSINGS, section H back to Up-front Approver as follows (new

information in red, deleted-portion-tn-strkethroush):
16a. TD (total denial) CASE CLOSINGS

Send to Up-front Case Approver.

We have added referral addresses to the Case Processing References folder.

We have added a new Section 5.03, Requests for Non-Privacy Act Records, to the
Processing Guide as follows (new information in red):.

If a person is not requesting a Privacy Act Record, then there is no requirement to
establish Venfication of Identity or Certification of Agreement. Non-Privacy Act Record
requests frequently fall under SIG. Such a request may arrive by mail, fax or e-mail, and
do not require a signature. Requesters must provide name, mailing address and adequate
description of the records they are seeking By submitting the request, the person is
agreeing to pay fees up to $25.00, unless they specify more.

Additionally, if a requester establishes that the subject of record is deceased, or if the
subject of record 1s more than 100 years old, then the requester is not required to establish
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his or her own Venfication of Identity. The same requirements apply to a request for the
file of a deceased person as apply to a request for a Non-Privacy Act Record.

We have added a new Section 27.27 ¢ to the Processing Guide as follows (new
information in red):

2727e If you are processing a FOIA case, there are certain USCIS
personnel whose names you should withhold even when not perferming a law
enforcement function, citing Exemption (b)(6). Those personnel are:

(1)  Refugee Officers

(2)  Asylum Officers

(3)  FDNS personnel.
In addition to that, there are times you must use your judgment. If any person is
working overseas, especially in a sensitive region, and if you feel that person
could be a potential target for extortion, kidnapping or interference in
performance of duty, you should protect that person’s name, direct line phone
numbers and e-mail addresses, along with any other identifying information. If
you have a doubt, please contact a supervisor.

We have added new information to Section 27.31.n of the Processing Guide as
follows (new information in red):

2731n Death extinguishes the right to privacy. Sensitive or graphi¢
personal details relating to an individual’s death may be withheld to protect
family members. Examples of this could be photographs of a death scene or
results of an autopsy.

We always process the file of a deceased person under the FOIA, regardless of the
subject of record’s status at time of death.

PII rules in this section generally apply to living persons requesting a copy of
their own files. Third-party documents and PII rules are very different when you
are processing the file of a deceased person, and that is because you are protecting
the identities of every person except the deceased person. You must redact names
and protect identities of any individual who could be alive, unless we have
certification of agreement to release information from the individual. For
instance, when you process the file of a deceased person, you would release only
the name of the subject of record on a birth certificate, unless there is some other
reason to release the other names and identifying information, for instance:
1. The requester is a child on the birth certificate and the requester
provided signed verification of identity with the request,
2. The requester also provided proof of death of other party(ies) to the
birth certificate.
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3. You know that other party(ies) to the birth certificate are more than
100 years old.

4. You know from some other source, such as news media or SSDI that
other party(ies) to the birth certificate are deceased — and if that is the
situation, please provide your source of information in your case
summary discussion.

When you process the file of a deceased person, you will partially withhold other
documents, such as marriage certificates, joint tax returns and even documents
that were originally provided by the subject of record, all of which you would
normally release if a living person requested a copy of his or her own file.
Additionally, you must review death certificates and possibly protect PII of the
person reporting the death.

A requester is not required to establish his or her own identity to request the file
of a deceased person. If the requester did not do so, you must withhold the
requester’s own PII that may be within the deceased person’s file.

We have modified Section 27.36, Choicepoint/Discovery
Plus/CLEAR/Accurint/LexisNexis Person Searches of the Processing Guide as
follows (new information in red, deletedportonin-strikethrough)

Choicepoint and Discovery Plus (there could be others such as CLEAR, LexisNexis
Faces of the Nation, and Accurint) are research tools used by adjudicators or
investigators. These screen prints are compiled for law enforcement investigatory
purposes. Fully withhold documents from systems such as these citing Exemption
(bY7XE). If there 1s any third party PII, please also cite Exemption (b}¥6X 7XC). If you
are processing a Privacy Act case, you will need to apply Exemption (k)(2). Apply only
the applicable exemptions.
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USCIS FOIA INFORMATION BULLETIN

July 20, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin 1s to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have amended section 27.45 f of the Processing Guide as follows, new
information 1n red:

27.45f TECS I-94 printouts
274511 I-94 Departure Record {(computer generated) —should be
released in full.
274512 I-94 Arrival/Departure Display - Please withhold the
TID number and the Inspector Number, citing Exemption (b)Y 7)C), or
(k}(2) and (b)(7)(C)if PA.

We have amended section 27.38 Processing Form I-181, Memorandum of
Creation of Record of Lawful Permanent Residence of the Processing Guide as
follows, new information in red:

If this 1s a first party request, release Form I-181, Memorandum of Creation of Record of
Lawful Permanent Residence if marked (stamped or handwritten) approved. Keep in
mind there may be an IBIS stamp on the form, so you might not always fully release it.

The same rule applies if the Form I-181 is marked denied or terminated. You should
fully release it unless there 1s an IBIS stamp. If there are additional copies without
markings following a denied or terminated copy, please fully withhold those copies,
citing Exemption (b)(5).

If you are processing a FOIA and the I-181 has not been stamped approved, terminated
or denied, then please fully withhold it, citing Exemption (b)(5).

We have added a new section 28.01.h to the Processing guide, as follows:

28.0Lh Please treat attachments as independent documents. That is to say,
if you refer a cover letter, you should not refer all attachments just because they
are attachments. Instead, you should process those documents according to
guidance we have already. For example, if an attorney addresses a letter to ICE
and says Exhibit A attached is the subject’s birth certificate, we should refer the
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letter addressed to ICE, but not the birth certificate. We know how to process the
birth certificate, and ICE does not need that birth certificate in order to know how
to withhold or release the cover letter

We have amended Appendix H, the section dealing with Form I-140, superceded
informationin-strikethrough, new information in red:

If the petitioner is an individual, withheld-the-petrtiontn-full and if the case is a FOIA,

and 1f you do not have consent from the petitioner, you would release only information
relating to the beneficiary. Please protect any highly personal information.

We have amended section 6.3.1.1 Track 1 — of the FOIAPA Assistant’s Guide,
superceded-nformationtn-strtkethrongh, new information in red:

Track I 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-sheuld-create-undercategory
| | A lionEile for rof \ st Track2)

Track I 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 must evaluate more carefully -
please refer to section 8.24 SITUATION: Requests for Asylum or Refugee
documentation).

We have added a new section 8.24 SITUATION. Requests for Asylum or
Refugee documentation to the FOIAPA Assistant's Guide, as follows:

Asylum and refugee A-Files can be very large. We frequently see voluminous evidence
of past persecution or conditions that would jeopardize the life or safety of the applicant.
Because of this, we do not adhere strictly to the “three documents or less” rule when
deciding whether we have a Track 1 or Track 2 case. The two examples below show
first, a Track 1 and second, a Track 2:

Example 1, Track 1:
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An asylum application and a Form I-589 are the same thing. They are usually about 10
pages. There are some things we might do to help decide whether this is Track 1 or
Track 2. For instance, we might want to ask a more experienced creator what it takes to
establish eligibility for NACARA. For NACARA, if the requester can produce a Form I-
589 that was accepted by the service and lists the daughter on it, the requester can
establish eligibility. We could conclude that all the requester needs is the Form [-589.
Alternatively, we might call the attorney’s office to ask if they mean only the Form [-589
and nothing else. In either case, you would create a Discussion explaining what you did
and why, and modify the acknowledgment letter, using language as close as possible to
the request while remaining grammatically correct, stating, for example, “you specifically
requested all Forms I-389, Asylum Applications.” If we do not state it that specifically in
the acknowlegment letter, the processor will be forced to process the case as if it were a
request for the entire file. An example of such a failure would be “you specifically
requested asylum documents.”

Example 2, Track 2:
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This may as well be a request for the entire file. Even if this request had only listed three
things: “I-589, evidence and decisions,” we should still create this as a Track 2 rather
than a Track 1 because “evidence” could imply hundreds of pages.

There are other times that the decision to assign the case to Track 1 or Track 2 is not

clear, and at those times it helps to speak with more experienced creators, your
supervisor, or as a last resort, create a Discussion and send the case to Unit Chief
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USCIS FOIA INFORMATION BULLETIN

July 13, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have modified the Case Create Flowchart for Specific Documents of Appendix H of
the FOIAPA Assistant’s Guide, as follows:

Case Create Flow Chart for Specific Docs
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Section 27.33 of the Processing Guide has been changed. Superceded-version-ia
strkothroneh, new version in red:

27.33 Supporting Documents or Exhibits submitted with applications or
petitions
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Note: Documents filed with the court, or that have been served on the subject or their
attorney/representative do not fall under this rule.

27.33 Supporting Documents or Exhibits Submitted with Petitions

An [-129F or I-130 petition, if submitted by an attorney, will be accompanied by a Form
(5-28 for each party. The G-28 is valid for representation specifically for the benefit
being sought and does not carry over to other actions. As a result, when we process a
subsequent FOIA request from the beneficiary, we cannot rely on the previously
submitted G-28 in order to release personal information pertaining to the petitioner.
Unless the FOIA request contains consent of both parties, the processor must withhold
sensitive or personally 1dentifiable third party information in accordance with the

For example, an attorney files an I-130 with the agency. He represents both the
petitioner and the beneficiary in the filing and submits G-28’s for both parties with the I-
130. He files a FOIA request 12 months later, but includes with his FOIA request
consent from the beneficiary only. The beneficiary has not adjusted status, so the case is
FOIA. In order to protect the interest of USCIS, without consent for the purpose of the
FOIA case you are processing, you should not release the information of the petitioner
to the attorney, even though the petitioner’s information was onginally submitted by the
same attormey.

Note: Documents filed with the court, or that have been served on the subject or their
attorney/representative do not fall under this rule.

Section 28.14, ICE Documents, of the Processing Guide has been changed Added
information in red:

Refer any document originating with, authored by or addressed to Immigration and
Customs Enforcement to ICE. Do not hide the name of the agency. Please also refer any
legacy INS document having to do with OPLA, detention or deportation to ICE.
Generally speaking, legacy INS functions that became ICE are deportation, detention and
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removal. Most attorney work product has to do with removal and deportation, which 1s
an ICE function. If attorney work product does not concern removal and deportation, it
may have been prepared by a USCIS attorney. Ordinanly, if the case contains third party
documents belonging to another agency, we do not refer those documents. The exception
to this rule 1s ICE. Even if the ICE-authored document refers to a third party from whom
we do not have consent, refer the page to ICE.

We have added a new section 28,14 1 to the Processing Guide, as follows:

28.14.1 EARM and/or DACS subsystem displays can be
accessed from Central Index System. If the subsystem display is
blank and there is no data for the individual, then there 1s no need
to refer the screen to ICE. However, if the subsystem display does
contain information, since ICE owns that information, ICE should
decide whether to withhold or release it. Please refer those screens

to ICE.

<) Mboa CEF-STHENT ZF HOmELsul SECURIT - LEZ]3 [ B I
SMHATD: SETRAL 130E- 39STEW - O JEabw SUESTETER [l 4P_3. TIOBRLET
Le HollE [iE .

| 63T HE Fe FIRST akgis]
51 2R a3 Ia  wobr SEaNIGAl
MEST FEZENT LFCOTE TC €15 FRIM EZFM
CARE TATINIRY. SGGRALETED FELOH
Frozy Zdek<E. DEFARTUIE INTE, CEEAFTIELISPED 3T-7 00,
FOFT IF OLER: DITE 2F LEPf GIVET Lo ITRIL CFFI 23

GYEF-PET G- WUPEER TS [EPL=7 HEW PERIGH -- FPEIF ENTIR.

CLE2E ESP T BFJ GIAPLy REHG PR HELR  FF: 0% vy LEHD RFS QISPLIY HIEY

We have added new information to section 28.15, Referring or Processing Documents
Originating from NVC, of the Processing Guide, as follows;

If you must inform a requester that a specific receipt file is at the National Visa Center,
you may add the following paragraph to your final action letter:

The petition [insert petition information] has been approved and forwarded to the
National Visa Center for processing. It is no longer under the control of USCIS. To
reach the National Visa Center (Immigrant visa inquiries, including assistance regarding
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the new DS-260 Online Immigrant Visa Application) call; 603-334-0700 or e-mail;
NVCINQUIRY (@state.gov.
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USCIS FOIA INFORMATION BULLETIN

July 10, 2015

The FOIA Information Bulletin is a publication 1ssued by the FOIA Quality Assurance and
Customer Service Group as a communication tool regarding current information of use and
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and
timeliness of information. See your supervisor if you have any questions about bulletin
topics.

We have updated section 7.3.2, Finding Multiple Matches of the FOIA/PA Assistant’s
Guide as follows (deletednformatontnstrkethroush, new information in red):

7.3.2 Finding Multiple Matches

- mited-informatios ed-by-therequester: Sometimes a requestor provides
complete Venﬁcatl on of Identlty, but you still cannot locate the Subject of Record. Common
subject names will result in multiple name and date of birth matches. You may find no matches
at all. You may need all-the additional beneficiary and/or petitioner PII to find a petition. In
situations like this, we do not have a reasonable description of the records the requestor wants.
We will have to serd ask for additional requestor documentation, specifically:

A. Alien Number (if known)
B. Application/Petition Receipt Number (if known).

Additionally, we may ask for items of information such as names of the mother and father. If you
have found more than one possible match, and those matches have parents’ names in CIS, we
can narrow our search or confirm we have the right A-Number. The requestor is not required by
law or regulation to provide that information, but if the requestor does not, we may be unable to
locate a responsive record.

Please request the additional PIT with your Acknowledgement Letter. Check all relevant boxes
on the requestor documentation worksheet, save the letter, and check it in. Do not staff for a file
if you are sending for requestor documentation. In the “Contents” tab, you will see a Pending slot
for Requestor Documentation. Send the case to Pend. After we receive a response from the
requestor, a FOIA/PA Assistant or Government Information Specialist 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 requestor entered “unknown,” or “none” for any element of the above PII, please do
not request this information as part of the Acknowledgement Letter. For example, if the
requestor entered “unknown,” “none” or “N/A” under Afien Number, it does not make sense to
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ask for their A-Number. You may have to use discretion. If you found parents’ names in CIS and
it would help to match the person to the A-Number, you may ask them for parents’ names, even
though the requestor may have entered “unknown,” “none” or “N/A” under Father s Name and
Mother’s Name. If in doubt, please consult a supervisor.

We have updated section 32, RECORDS LOCATOR QUEUE, of the FOIA/PA Assistant’s
Guide as follows (deleted-nformationtnstrkethroush, new information in red):

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 (please refer to section 33)

+ Additional PII ereerttfreation-eofagreementtsneeded to venfy the correct file (please refer to
section 32.7)

+ Requestor docs have been received (please refer to section 32 .8)

* The wrong records were scanned 1nto the case (please refer to section 32,9)

+ We need to send an interim interest letter to an incarcerated individual (please refer to section
32.10)

* The file 1s lost or we got a response of not found or consolidated from a service center (please refer
to section 32.11)

¢ Requestor writes to request the record on paper (please refer to section 32.12)

+ Requestor wants to change the track of their case (please refer to section 34).

We have updated section 32.7, Additional PII Needed, of the FOIA/PA Assistant’s Guide as
follows (deletedinformatontnatteethronsh):

32.7 Additional PII needed: Sometimes when a processor retrieves a case, he or she will
determine that additional PII erverHication-ofdentity is needed from the requestor/subject.
You will have to create another Acknowledgement Letter and check the other documentation
box. The Requestor Documentation Attachment will automatically be added to the
Acknowledgement Letter. Check the boxes required and pend the case for Requestor
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 s currently contained. Send the
case to Unit Chief with a Discussion.
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We have updated section 5.02, Verification of Identity, of the Processing Guide as
follows (deletednfermationtsirteethrorsh, new information in red):

5.02  Verification of Identity

If the requestor is asking for records concerning (a /fving) individual, ane~f there is only one
signature, and-+ the request does not fall under one of the categories above for certification of
agreement and/or verification of identity, create a new Discussion stating the problem and sead
the-case-to-RecordsLosater either close the case as a Total Denial or a Failure to Comply, based
on the decision matrix shown below.

%Self _ Not needed If adequate _Noclose - staff

Self __Not needed o If 1nadequate _FC- Sec 16b
Party (mcl Atty) If adequate __A_If adequate ) No close - staff

3"' Party (incl Atty)  Ifinadequate tt then _Doesnot matter _TD- Sec ]63

13 Party (incl Atty) If adequate - '_:_If 1nadequate - ':FC Sec léb o

;3"' Party (incl Atty)  Other proof (death Must establish No close - staff

cert, proof of identity of subject of

i _guardianship) record

We have updated paragraph 6. 1.f of section 6, PREPARING RECORDS FOR

DISCLOSURE, of the Processing Guide as follows {deleted-information-in-strikethrough, new

information in red):

6.1.f. Confirm certification of agreement, verification of identity, and reasonable description of

records being sought. For more information, read section 5, CERTIFICATION OF

AGREEMENT AND VERIFICATION OF IDENTITY . If the requestor has specified thatitis a
third party request, please read the section 12, THIRD PARTY REQUESTS. Otherwise, if you
do not have the necessary certification of agreement or verification of identity, please-consul
with-your-superviser please close the case as a Total Denial or Failure to Comply based on the

decision matrix found in section 5.02, Verification of Identity.
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USCIS FOIA INFORMATION BULLETIN

O: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN
July 8, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

A new flow chart for Lost File procedure has been added to APPENDIX H:
CASE CREATE FLOW CHARTS in the FOIA/PA 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.

(the new flowchart follows on the next page)
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Lost File Flowchart

Less than 9 months
)

Does the A file show lost in both
CI5-9504 AND NFTS?

; I

More than 9 months

¥

Does CI15-9504 and NFTS3 show the
A file lost for more than 9 months?

Y ¥

Follow the procedures

Yes o

Yes

z
2
h 4

Request the file per the
FCOin NFTS.

h 4

Click “In Circular Search” and Save.

Staff using the Lost File at FCO: file request
and include the FCO, CIS screen print that shows the
file is lost (attach 9504 screen print to last page of
staffing sheet.). Check the File Missing/lost button,
select Lost File at FCO, request File, Modify the letter
as needed

" Ad
Go to tasks, start the ack Create the case as
letter and mark the “add normal. Stop: you are

lost file” paragraph, done.
Generate ack letter.

!

You need to manually pend the file so that it will move to
Records Locator at the 9 month* mark. Example, CIS
shows the file has been lost for 1 month, you will need to
manually pend the case for 240 days. Ifthe case has been
lost for & months, you will pend the case for 30 days. Ve
can not take action onthe case until the file has been lost
in CIS for more than 9@ months,

Did you find multiple A file's, T-
files, or receipt files?

Y I

Yes o

Stop: you are done.

h 4

h 4

Has there been any activity in
PCQS or Claims within the last 2
years?

under "Less than 9
months.”

h

k 4 l

No

Send the case (o
UG witha

Yes

h 4

Are there any additional files
that are respoansive to the
request such as receipt files,
t-files, or additional A files?

Discussion stating
what the activity
was and list the
receipt files or A
files in the
Discussion.

Y

I !

No Yes »

h 4

Search CIS 9101 for possible
family members. Search 2 digits

Staff for additional files. Do not
staff for lost A file. Inserta
Discussion stating that the A file
is lost, Case processor, please
verify original A file is still lost.
Advige the requester that the
original A-file is lost. Close case
asa PD even if no redactions are

up and 2 digits down. Example: if
the A number ends in 7, change
the last digit of the A number to
read 5.,6,8.9. Did you find any

possible family members?

!

E-mail MSB for resolution with
the lost A number and control

number of case.
Y ¥ ¥
No Yes Fand for responsive records.
Stop: you are done,
v pA ¢ Send case to U/C. Putina

¥

Staff additional files according to
the staffing guide and pend case

Complete the lost file werksheet and
attach all CIS screen ptints including
the 2 up and 2 down screen prints as
C3D's. Goto the next step.

for responsive reccrds. Stop:
you are done.

Discussion stating that the A
number is lost, but found
possible family member and
list the A numbers found.

Stop: 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 of the electronic record.” Go to the next step.

k 4

{Cutand p

In the UT final action letter, attach only the 9101 screen print of the subject
aste from CIS) to the last page of the UT letter.

h 4

* Use 30 days to equal cne month.
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A third Exception to paragraph 43, A-FILES CONTAINING MEDIA of the
Processing Guide will be added as follows:

3. If the media in the case is not responsive to the request (mostly in track 1), please send
an e-mail to MSB and let them know that the media 1s not responsive and does not need
to be mailed out. After this, please prepare a Discussion detailing what you have done so
that the approver will know you have taken care of it.

A new bullet has been added to paragraph 28.06 U.S. Department of State documents of
the Processing Guide as follows:

Refer any State Department document, whether it pertains to a nonimmigrant visa
or an immigrant visa, if it bears the following warning;

Sensitive But Unclassified (SBU) — Information Protected under INA 222(f) and 9
FAM 40.4

This record cannot be transferred or reproduced in its entirefy without the
permission of the Department of State — Bureau of Consufar Affairs (Visa Services)

Paragraph 6.1.1.10 of the FOIA/PA Assistant’s Guide has been changed as follows:

Old version:

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a
duly executed Form G-28, create the case using the name and address of the requester in
Section 2, “Requester Information.” Do not use the address on the envelope or
letterhead.

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, “Reguester Information.” Do not use the address on the
envelope, or Form G-28 or letterhead wnless the requester did not use Form G-639 or
nnless Section 2 of Form G-639 1s illegible. If the address on the G-639 15 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 1s easy to miss apartment or suite numbers because the space for them 15 at
the right side of Form G-639.

The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the
FOIA/PA Assistant’s Guide: {old text lined through, new text in red)
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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(ereated4n-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:

Séﬂd—t-h-é—@&&é—t@-@p—fF@ﬂt—Apﬁ-F@&‘éf Do not Clle “Create Case 7 Clle ‘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,

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 1s the same in both requests,

Do not close this case as a duplicate. Hastead—elosethis-case-asER{ereatedinerrer) Do

not click “Create Case.” Click “Send to Research.”
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USCIS FOIA INFORMATION BULLETIN

January 25, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have revised section 27.45b of the Processing Guide, as follows (new
information in red);

2745.b TECS 11 Person Subject Display

we should refer TECS screen prints originating with Immigration and Customs
Enforcement to ICE, Please process the TECS screens originating with Customs and
Border Protection (CBP). The “TECS RECORD ID” in the upper left hand corner
indicates whe the screen print belongs to as does information listed in the
“CONTACT” portion of the screen print.

The last three letters of the “TECS RECORD ID” identify the contact or the TECS
record owner. At some point, TECS codes could become public knowledge. Certain
TECS codes disclose the record concerns a NATLS lookout or other critical piece of
law enforcement information. APPENDIX F of this guide has a listing of TECS
codes. Please look up the last three characters of the TECS ¢ode. Ordinanly, we
release the TECS RECORD ID number, and most of the codes would disclose
nothing. However, for example, if the last three characters are B10, you search B10
and see the code refers to TIPOFF / TERRORIST, then you should withhold the
TECS RECORD ID, citing Exemption (b)(7)E), or (k)(2) and (b)}7XE) if PA. If you
are unsure of whether to withhold the TECS RECORD ID, please contact a
supervisor. If the TECS code 1s not in APPENDIX F, you may make a decision to
withhold or release based on the content of the narrative. Again, if you are unsure,
please contact a supervisor. It may be necessary to send the case to admin until
QA/CS 15 able to determine what the code 1s.

‘When you are processing a TECS record originating from CBP, first, you should
withhold the TID number, citing Exemption (b)(7)(C), or (k)2) and (b){(7)(C) if PA.
Next, beginning with the portion of the screen print titled “CONTACT” and ending
Just above the computer function keys, you should redact this entire area citing
Exemptions (b)(7)(C) and (b)(7)(E), or (k)(2) (b)(7)C} and (b)(7)(E) if PA.

We have revised section 6.2.2.4 of the FOIAPA Assistant's Guide, as follows
(deletednformationtn-strtkethrough, new information in red):
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6.2.2.4 Do not enter the petitioner’s A-Number if the request is only for a copy of
an unconsolidated petition filed on behalf of someone else. If the request is for all
records, we would need to staff for the A-Number and receipt file. If the subject
of the A-Number and beneficiary are different people, vou must create swiple
additional cases.

We have revised section 6 3.6 7 of the FOIAPA Assistant’s Guide, as follows
(deletednfonmationtn-strtkethrough new information in red):

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you
determine during case create that you must create additional cases this-needs+to-be
a-ntiltipte-ease, you must check the Expedited Treatment Requested box (and
create the appropriate response letters) for each child case. On the other hand, it
might be that we will treat only the parent case as an expedited treatment request.
The Supervisor will make 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. Send the case to
the Unit Chief Queue (UC) if an approval or denial is needed. Refer to section

6.6 of this guide Mutltipte-Case-Guidanee when creating additional sutiple cases.

We have revised section 6.3.9.4 of the FOIAPA Assistant’s Guide, as follows
(deletedinformationtn-strikethroush, new information in red):

NOTE.: If you are creating srtiple additional cases, you should do so “Create
Additronal-Cases™ before you prepare the Acknowledgment Letter and File
Request(s) for the original case  For instructions, please refer to section 6.6 of
this guide.

We have added a new section 6.6, Creating Additional Cases, to the FOIA/PA
Assistant’s Guide (new section in red):

6.6  Creating Additional Cases

At times, you may have to create additional cases. For instance, a requester might send
in one G-639 and ask for "all petitions filed for my three children, whose birth certificates
are attached." Those petitions may be consolidated into the children’s A-files, or they
may be unconsolidated. When the requester is seeking information relating to more than
one person on one FOIA request, you must create an additional case for each individual.
This is true even if you are going to close all of the cases FC.

After you have created the first case, but before you have prepared a staffing letter or an
acknowledgment letter, go to the Tasks tab and click on Create Additional Cases.
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FIPS will ask how many cases need to create and will then create them.

Processing

The first case created from the request becomes the “Parent case;” all subsequent cases
created (one case for each subject) become the “Child cases.” FIPS assigns consecutive
case control numbers to the Parent case and all related Child cases, and the cases are
given higher priority in the queue so that the Case Creator can process all related cases
together. Requester data from the Parent case is automatically added to all related child
cases, as are the initial request letter and any related case supporting documents,

If you forget to create additional cases before you create acknowledgment letters, those
documents will carry over into the Child cases. All is not lost. You may simply change
the acknowledgment letters and save them in the Child cases. Unfortunately, you will
have to cancel the staffings. Go to the Contents tab, click on “Staffing Response” or
“Responsive Records,” click on “Manage Document,” maximize that screen, click on
“Cancel Request,” and then go back to the Tasks tab and create a new file request based
on the correct set of responsive records.

After you have created the first case, but before you have prepared a staffing letter or an
acknowledgment letter, go to the Tasks tab and click on Create Additional Cases. FIPS

will ask how many cases need to create and will then create them semi-sequentially. That

is to say, FIPS will number the cases in sequence, but if ancther person creates a case
while the process is ongoing, that case will take the next available number, so your
additional cases might not have exactly sequential numbers. FIPS has the ability to
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create a parent case with up to 25 child cases. FIPS will automatically insert into each
case a note remarking on the fact that the current case is a part of a parent/child case.

When the requester 1s seeking information relating to multiple individuals on one FOIA
request, you must create a separate case for each individual.

After FIPS finishes creating the new case(s), you will need to create an acknowledgement
letter, request any additional information (if applicable) and staff for responsive records,
Of course, nothing is ever this simple all of the time. Now you are ready to determine
consent and PIL
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USCIS FOIA INFORMATION BULLETIN

January 20, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated Section 43, A-FILES CONTAINING MEDIA of the

FOIA/PA Processing Guide as follows (new information in red, deleted information in
strikethrough):

below

Once a case is processed, the processor should send an e-mail to the NRC, FOIAMEDIA
mailbox with “Media” in the subject line. Include the control number, A-number, and
page(s) number where the media can be located.

Modify the final action letter by inserting the following sentence:
“The copy of the media located in your file will be addressed under a separate cover”

If you believe the media has a transcript, please process and when you e-mail the FOIA
Media mailbox, state you believe 1t is a transcript and also note where the transcript 1s
located in the file.

In the Summary Discussion, annotate that the file contained media and that you have
notified NRC, FOIAMEDIA This should be done in every circumstance.

All files that contain media will be addressed. A separate letter is sent by the employee
processing the media.

EXCEPTIONS:
1. ifthefile-contain
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(b)(6)

3- If the media in the case is not responsive to the request tmesty-track 1) 1.e, 2
track 1 request for specific documents, please send an e-mail to NRC, FOIAMEDIA and
let them know that the media is not responsive and does not need to be mailed.

Afterthis-Next, please prepare a detailed dBiscussion. detaitingwhat-vou-have-done—so
%hat—the—&ppfevepw%kﬂeweu—kme—taken—eafe-ef—kt— Please Since the media did not
need to be mailed, please don’t mention it in the Final Action Letter.

We have added information to Section 12.10, FOIA SAFE of the FOIA/PA
Assistant’s Guide as follows (new information 1n red};

You may have an instance where NFTS shows an A and T-file at the same location, but
only one of the files is classified.

In a regular case, you would create one staffing for both files.

However, classified and regular A (or T) files are most often sent to us at separate time
frames.

Therefore you'll need to create two separate staffings for the same location.

In the example below, you would create two staffings, both to KND.

oo KND | Status: AVAILAELE IN RECORDS Sect: ZW - Classified Files

Rudit Date: 10/20/2009 10:28:19 AM Resp: 0 - Classified Files
Last Action: 10/20/2011 10:28:19 AM Batch Audit
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(b)(7)(e)
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USCIS FOIA INFORMATION BULLETIN

January 17, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have changed Section 23.3, FIPS PROBLEM of the FOIA/PA Assistants
Guide as follows (new information in red, deleted-tnformattontn-stikethrongh):

(b)(€)
23.3 FIPS PROBLEM (NRC, FIPSPROBLEM)

If there are errors in FIPS or FIPS is running slowly, copy the following people on the
e-mail: NRC, FOIA PROGRAM, NRC, FIPSPROBLEM., | pnd your

supervisor. the-etrrept-Assistant DirectorEOIARA and Superrasery Management
Program-Amnalyst

We have changed the title of Section 22, SAVE YOUR WORK
FREQUENTLY AND REVIEW EXEMPTIONS in the Processing Guide to
C&FIPS.O?

SAVE YOUR WORK FREQUENTLY AND REVIEW EXEMPTIONS
1S now section 22a.

We have added Section 22b, FIPS PROBLEM in the Processing Guide. It is the
same as Section 23.3 in the FOIA/PA Assistants Guide.

We have changed Section 27.31, Part b, Third-party Documents and PII of the
Processing Guide as follows (new information in red):

27.31 Third-party Documents and PII

27.31.b With the exception of law enforcement personnel (Exemption (b)(7)(C)) and
Refugee Officers (Exemption (b)(6)), no privacy right will outweigh the public’s right to
know the name of the individual who performs an official act as part of their job.
Consequently, you should not hold the names of doctors, notaries, attorneys, District
Directors, judges, court clerks, translators, tax preparers, USCIS employees (other than
Refugee Officers), etc. contained in an A-file.
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(b)(7)e)

We have changed Section 6.3 4.4, Significant Interest Group (SIG) Requests of
the FOIA/PA Assistants Guide as follows (new information in red, deletedinformationin

strikethrough)

6.3.4.4 Significant Interest Group (SIG) Requests — Generally speakmg SIG
processes Nnon-A Fnle FOIA requests w1th a few excepnons

fedﬁeet—etﬂ— l’lease send_requests involving A-ﬁles belonging to high-profile
individuals, along with all A-file requests submitted by the media, to SIG for handling,

We have changed Section 6.3 .4.4.1, Significant Interest Group (SIG) Requests of
the FOIA/PA Assistants Guide as follows (new information in red, deletedinformationin

sertkcethronah).

6.3.4.4.1 lsaSIGrequestaf-Direct the following requests to SIG for handling if:
a. The FOIA request is for congressional correspondence;

b. The FOIA request is from a member of the media;

m. The FOIA request is for emails.

We have changed Section 63 44 2 of the FOIA/PA Assistants Guide as follows
(new information in red):

6.3.4.4.2 If you believe a request qualifies as a SIG request, create the case in

the NRC queue, but do not staff or create an acknowledgment letter. Create the case as
follows: Track 2; Type: FOIA Request; Source: Others; Category: Others. Do not enter
subject’s name or A-Number. You must enter a short description into the Topic block.
Send an e-mail to NRC, FOIASIG and enter a discussion note into FIPS explaining the
situation. Send the case to Unit Chief.

When the FOIA request is for both an immigration ﬁle and e-mail, please staff for the

FOIASIG explain the situation in a discussion and send the case to Unit Chlef.

We have added 2 new Section 27 51, to the Processing Guide as follows (new
information in red);
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(b)(7)(e)
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We have added a new Section 12.7.17, to the FOIA/PA Assistants Guide as
follows (new information in red);

12.7.17 RAFACS Staffings

Occasionally when someone requests a file, we are unable to find it. Do we just close it
“NR?” In certain cases, we can.

However, if we can find something that belongs to the requester, such as a Border
Crossing Card, CLAIMS or PCQS screen prints, we cannot close the case “NR.”

Staff to RAFACS all requests that you can’t find what the requester is asking for, but you

can find other documents that relate to the subject of record. After doing so, please
change the case to Track 1.
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USCIS FOIA INFORMATION BULLETIN

January 11, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have added a new section 12.7.15 to “Staffing Scenarios™ in the FOIA/PA
Assistant’s Guide, as follows (new paragraph in red):

12,7.15 Hidden Patriot Investigation Case

BXTHE)  When you enter your file number into NFTS and the result of the search shows the FCO
location is WAS, the code is IX, and the description is [ |please do the

e for the file at SAC Washington and create the following discussion note:
vestigation case. Staffed for file at SAC Washington. Once file is

scanned into responsive records, please forward case to the current designated processor
for processing.” Refer to screen print below.

(b)(7)e)

We have amended section 27.31.1 of the Processing Guide, as follows (new
sentences 1n red):

27311 Other than deliberative grand jury documents, release court
documents, such as transcripts and filed exhibits in full if the subject is named in
the document. An exception to this rule is if there is information in a pleading or
exhibit clearly showing it was filed for in camera or ex parte review or filed under
seal — 1n that situation, even though it was filed with the court, you fully withhold
it, citing Exemption (b)(5), or (d)}5) and (b)(5) if the case is Privacy Act. If you
are unsure, please contact a supervisor. Grand Jury deliberative documents,
including witness statements, are covered under Exemption (b)(3), Rule 6(¢). We
withhold grand jury forepersons’ and members’ names under Exemption
(OUTHC), or (kX2) and (b)7)C) if the case is Privacy Act.
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We have amended section 27.37 of the Processing Guide, as follows (new
sentences in red):

2737 Certificate of Service and Documents Filed in Court

If you find documents that were submitted as exhibits by the subject or hisher representative,
and there is a stamp on the documents clearly indicating they were filed with a court, please
release these documents in full. In addition, if there is a certificate of service that certifies
exhibits were filed with a court, you can release the exhibits listed in the certificate of service
in full. An exception to this rule is if there is information in a pleading or exhibit clearly
showing it was filed for in camera or ex parte review or filed under seal - in that
situation, even though it was filed with the court, you fully withhold it, citing Exemption
(bX}5), or (d)(5) and (b)}(5) if the case is Privacy Act. If you are unsure, please contact a
supervisor. It is important not to confuse this procedure for handling exhibits filed with a
court with exhibits that are submitted along with a petition. For information on supporting
documents or exhibits submitted with petitions, please refer to section 27.33.

We have again amended Section 27.35 as follows, new information in red,
toleted-inf o i trikasd N

27 Asvium/Refi Interview N

2735a Notes and worksheets: Ordinanly, we fully withhold
asylum/Refugee interview notes and question/answer worksheets that pertain to
the interview, citing Exemption (b)(5), because they are privileged deliberative
process. Unless otherwise stated in this section, please fully withhold
asylum/refugee interview notes and question/answer worksheets, if they pertain to
the interview, citing Exemption (b)(5) if processing under the FOIA and
Exemptions (d)(5) and (b)(5) if processing under the PA. NOTE: It doesn’t
matter whether the subject signed the form or not, please withhold asylum/refugee
interview notes and question/answer worksheets, if they pertain to the interview,
as stated above.

27.35b In addition, if you are processing an asylum or refugee case as
FOIA, you should withhold anything that would 1dentify family members or other
third parties, citing Exemption (b)}(6). This also includes all factual
question/answer notes and worksheets.

2735¢ Form I-870, Record of Determination/Credible Fear
Worksheet: For a first party request, release everything up to SECTION IV,
Credible Fear Findings, which 1s on page 5, unless there is something before
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SECTION IV that, in your judgment, should be withheld. If in doubt, please
consult a supervisor. Unless it is blank, fully withhold SECTION IV. Next, you
should release SECTION V (again, unless there is something that, in your
judgment, should be withheld) and then, if there is anything written in
ADDITIONAL INFORMATION/CONTINUATION, evaluate it for deliberative
process. If the case is FOIA, we cite (b)(5) and if PA, we cite (d}5)/(b)(5). If
this is not a first party request, please refer to guidance in section 27.16.

27.354d Other Worksheets: Some worksheets, although they come from
asylum offices, do not pertain to the interview. Some examples are the
Flowchart of the Asylum Process, ABC Eligibility Checklist and the Asylum and
NACARA § 203 Background Identity and Security Checklist. If a question/answer
worksheet does not pertain to the interview, please process it according to section
2742 of this guide.

We have amended section 28.14.1 of the Processing Guide, as follows (new
sentence in red):

28.14.1 EARM and/or DACS subsystem displays can be
accessed from Central Index System. If the subsystem display is
blank and there is no data for the individual, then there is no need
to refer the screen to ICE. Also, we have received guidance from
ICE that if the phrase “DEPORTATION (EARM) DATA NOT
FOUND FOR THIS A-NUMBER” appears below the display, and
it pertains to the subject of record, we may release it. However, if
the subsystem display does contain EARM information, since ICE
owns that information, ICE should decide whether to withhold or
release it. Please refer those screens to ICE.

CIlia TEPARIMENT 2F fu’t‘i-w’\-qb SEQURITY - ‘J"‘{\-Ic
CORP AR CENTRAL ZNDEY Q?W W DICEANE BUBSYSLER DYF
Ak MAMET

LAST HAME.

FIRET NAME-
HIDDLE MNME: - - -

ANA LAST BAME( 5T A FIBST KAME{S)

s M ¥OE. SFF e
LS IAIEOT A A EENEENICSOOSn TR ENT SIS S oA AN AR T REAARANYISE YL ETTT
UPDATE 10 IS FAMM EMIN,
AGGRAVATED FELON
0E: CEPARTURE ODURTRY | DEPART/CIFARED STAIUES:
¥ “99 DATE OF EEPARTUR IOUKET DORTROL :

L T Tr Lt L L LR e et b e Lt

SVERAKEY A-THMEER PO EIEF. A" ili"ﬁr RERECw - PRESS DHTER.

it

CLEAER ENIT | OF4 DISPLaY MEINU . UFE RELP.  FFé CIE MATN MERA  PEE DISPLAY RLET
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AILA Doc. No. 16102838. (Posted 10/28/16)



We have again amended Appendix C: Processing Tables (uscis

Miscellaneous Documents) as follows, new information in red:

Asylum/Refugee flowcharts and worksheets Withhold in full (b)(5) Withhold in full (d)(5)
that pertain to the interview and (b}(5)
Blank asylum/refugee flowcharts Release Release

Record of Determination/Credible Fear
Worksheet, [-870

See section 27.35.¢

See section 27.35.¢

We have amended section 43, A-FILES CONTAINING MEDIA of the
Processing Guide, as follows (eld-addressinstrikethrengh- new address in red):

If the case you are processing contains a CD, cassette, tape or any kind of media except
Dictaphone, Gray Audograph, Steno-Disc or floppy disk, please follow the instructions

below.

Once a case 15 processed, the processor should send an e-mail to the NRG;

NRCEOAMSE NRC, FOIAMEDIA mailbox with “Media” in the subject line. Include
the control number, A-number, and page(s) number where the media can be located.
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USCIS FOIA INFORMATION BULLETIN

April 25, 2014

The FOIA Information Bulletin 15 a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added a new Section 12.11 to the FOIA-PA Assistant’s Guide as
follows (new information in red):

12.11 Do not staff for a receipt if the responsible party is “PEND DESTRUCT.” If you
find a receipt file, but NFTS shows it is in “PEND DESTRUCT,” depending on the type
of request, you may simply be staffing for the A-file and disregarding the receipt or you
may be printing the electronic record from PCQS and creating a RAFACS staffing for
those pages. If you are unsure, please consult a supervisor.

We have added new Sections19.3 “Deferred Action for Childhood Arrivals”
and 194 “Track 1, Specific Documents” to the Processing Guide as follows (new
information in red):

19.3 Deferred Action for Childhood Arnvals

Please change the Category to “Deferred Action Childhood™ if you see Form I-
321D in the file or other evidence that the person filed for consideration of
Deferred Action for Childhood Arivals (for example, an approval notice).

BRI R SR R P

Click “Save™ and then insert a Discussion with the page number where you found
the Form [-821D or other evidence.
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19.4 Track 1, Specific Documents

If the requester asked for specific documents, please view the acknowledgment
letter. Case creators modify the specific document language mn the
acknowledgement letter to be as close as possible to the language the requester
used in the request. The letter should have a sentence such as “You specifically
requested a copy of your petition for name change,” or whatever specific
document the requester mentioned. If the acknowledgment letter contains the
sentence “You specifically requested Specific Doc Information,” we will have
to process the whole file. Your supervisor may reassign the case to a track 2
processor or may have you process the whole file. If you are unable to contact a
supervisor immediatelv, please place the case in Administrator pending further
guidance. Please add a discussion explaining what happened and send an e-mail
to vour supervisor with the case number as the subject and with the body of the e-
mail as follows: “Words ‘Specific Doc Information” left m acknowledgment
letter. Case m Admin.”

We have added information to Section 27.01, Exemption Marking Placement, of
the Processing Guide as follows (new information in red):

If you are citing only one exemption on an entire page, you may either place the
exemption stamp as close as possible to the information redacted or you may place an
exemption stamp once at the top and once at the bottom of the page. The only time you
may place a stamp once at the top and once at the bottom is when you are citing only one
exemption on the entire page, or if the case is PA, only one FOIA exemption and only
one corresponding PA exemption.

We have added information to Sections 28.06.a.17 of the Processing Guide as
follows (new information in red):

in¢cluding SEVIS screen prints

We have added information to Sections 28.14, ICE Documents and 28.14.b
SEVIS, of the Processing Guide as follows (new information in red):

unless the document bears the State Department Bureau of Consular Affairs warning. In
that situation, please refer to section 28.06.a.17 of this guide.
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USCIS FOIA INFORMATION BULLETIN

April 18, 2014

The FOIA Information Bulletin 15 a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have re-written Section 6.3.7 “Is there a request for fee waiver?” of the
FOIA/PA Assistant’s Guide as follows (deletedinformationtisirteethronsh, new

information in red):

If there i1s no coversheet, how will you recognize a fee waiver request? Please
follow these guidelines:

1. If the requester mentions fee waiver at all, treat it as a request for fee waiver.
2. If the requester says anything about not being required to pay, treat itas a
request for fee waiver.

3. If the form 15 titled "Fee Waiver Request,” treat it as a request for fee waiver.
4. You may call the requester to verify that it is a fee waiver request. If you call,
please insert a Discussion. If you tried to call but were not able to speak with the
requester, please insert a Discussion saying so.

5. If the requester provides some statement of financial insolvency but makes no
mention of fee waiver request or does not mention inability to pay, then it does
not constitute a fee waiver request, and we ignore it.

6. Contact a supervisor if you are unsure, If you have specific guidance from a
supervisor, please insert a Discussion saying so.

We have modified Section 23.3 “FIPS PROBLEM” of the FOIA/PA Assistant’s
guide and Section 22b “FIPS PROBLEM” of the Processing Guide as follows (deleted

wnformatton-ti-stitcethroush, new information in red):
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Send e-mails to NRC, FIPSPROBLEM, NRC, FOIA PROGRAM, | )
and your supervisor the KIS Problem-mailbox:

A. If you are recerving FIPS errors, including if FIPS spontaneously closes

B. If responsive records need to be copied from one case to another

C. If records are incorrectly scanned in a case and need to be removed
D. If FIPS is running unusually slow. (b)(6)

If there are errors in FIPS or FIPS 1s running slowly, copy the following people on the e-mail:
NRC, FIPSPROBLEM, NRC, FOIA PROGRAM,| jnd your supervisor.
Include the following in the subject line of your e-mail:

« If you are at a Work Stoppage and cannot do any work in FIPS, please title your
subject ine: WORK STOPPAGE, control number and 1ssue.

» If the case you are working on has a problem that is preventing you from
completing it, please title your subject line, CASE NEEDS CORRECTION,
control number and issue

« If the message deals with a problem you can work around, please title your subject
line;: FYI ONLY, control number and issue.

In all cases, in the body of your message, please follow the same format listed below. Attach
santtized screen prints 1f applicable.

All e-mails to FIPSPROBLEM, NRC, FOIA PROGRAM, | Jand your
supervisor-EHRS Rroblemmadbex must contain specific mstructions, including a descriphion
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.

i

- - - kS

Are you teleworking or at the office?
Temporarily: What operating system are you using? XP or Win7?
What is your cube number?
What is you work extension number?
If there are errors in FIPS or FIPS 1s running slowly, include the following
information in the e-mail:
o What were you doing when the problem began?
o Didyou get an error message? If so, include the message or a screenshot
of the message.
o Is it slow or not responding at all?
o What other Internet sites do you have open?

If you are viewing or editing Responsive Records:
o How many pages of responsive records are there?
o Do you have thumbnails on?
o Were you checking in a document, image file or letter?

If you were doing a search:
o If you were using a wild card, which field{s) and what criteria?
o If you were searching on one field or more, which fields (e.g. first and
last name)?

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

4162



We have re-written Section 7 DECISION TO PROCESS AS FOIA OR PA of the
Processing Guide, as follows (new information in red):

7.1

7.3

7.4

7.5

7.6

Your decision to process as FOIA or PA must be based on the file that is
scanned 1n, not based on information in CIS and CLAIMS, unless there are
exceptional circumstances and you are directed by a supervisor. If you receive
guidance, please insert a Discussion to explain.

Q. There is a Form I-181, but it is not stamped, nor does it have a signature ...
is it invalid?

A: Not necessarily. A computer-generated [-181 for a SAW applicant does
not have a stamp or signature, but is nevertheless proof of LPR and means you
process the case as PA. The computer-generated I-1817s for SAW applicants
are frequently difficult to read. There are four possible classes of admission for
SAW applicants who adjusted: S16, S26, W16 and W26. You might see
computer generated I-181’s for asylees, but those must be stamped.

Q: My subject of record adjusted status from AS1 to AS6. The date on the
stamp 1s 2010, but the “As of” date is 2009 .. is that a counterfeit document?
A: No. Asylees and refugees may back-date their adjustment of status date to
the day they were originally granted asylum or status as a refugee. In those
instances, the “as of” date on the I-181 and in CIS can be different than the
date of the approval stamp.

QQ: This file has both an Order of Deportation and an approved, stamped 1-485,
so which one am I supposed to use to determine FOIA or PA?

A: The most recent action in the file 1s the one that determines status. If a
person was granted W16 in 1990, but there is an Order of the Immigration
Judge in 1995 which orders deportation, the case 1s a FOIA. Conversely, if
there 1s an executed warrant of deportation in 1987, but there is an Order of the
Immigration Judge in 2008 which grants status under Section 245 of the INA,
the caseis a PA.

Q. The only proof of LPR I can find is a photocopy of the green card. The file
does not have any 1-485 or I-181 approved and stamped. Can I use the copy of
the green card as my proof of LPR?

A: Not usually. Please look for documentation other than form 1-551, the
Permanent Resident Alien card, since there is frequently a counterfeit or photo-
substituted 1-551 that CBP has confiscated within a file. If there is no other
documentation of lawful permanent residence, you may process the case as PA
if the CARD (9222) information in CIS or PCQS matches the information on
the [-551 AND your supervisor has seen the information and agrees with you.
If you are processing as PA under those circumstances, please add that
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7.10

information to your summary discussion.

Q. It1s more than two years after my subject of record was granted CR6
status. There is a Form I-751 in the file. It has not been adjudicated, and it was
accepted after my subject’s status expired. Did you not say a person’s status
automatically terminates if he or she fails to file Form I-751 within the 90 days
preceding the second anniversary of CR status?

A: Yes, that1s true, Their status automatically terminates,

Q: Why would the service accept the [-751 after the expiration date?

A: Money. It is very expensive to issue a Notice to Appear, arrest the alien,
and bring them before an Immigration Judge. The alien may be forgetful rather
than criminal or engaging in fraud. USCIS practice is to accept and adjudicate
Form I-751 and adjudicate 1t on its ments even after the second annmiversary has
passed, as long as there is no letter of rescission or termination in the A-file.
For FOIA purposes, if there is a Form I-751 in the file and the service accepted
it for processing, whether it was filed before or after the second anniversary
does not matter, meaning we would still process the case as PA.
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USCIS FOIA INFORMATION BULLETIN

September 27, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have changed Section 6.4, SEARCH FOR DUPLICATE CASES, of the
FOIA'PA Assistant's Guide as follows (new information in red):

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:

A If there has been a case that was closed G1 or PD wathin six months from same
requester — close the case with final action code DP. Modify the final action
letter as follows:

Upon review of the FOIA/PA Tracking System, we discovered that vour request had
been duplicated within the system. This request has been closed out. The original
request NRC20 1xxxxxxx, was closed on (insert case close date) and a copy of the
requested records were mailed to vou on that date. Please contact us if vou have not
received a copy of the records.

B. This does not include cases that were closed with any other final action code,

We have changed Section 7, CERTIFICATION OF AGREEMENT,
VERIFICATION OF IDENTITY, AND DESCRIPTION OF RECORDS, of the
FOIAPA Assistant’s Guide as follows (new information in red):

If the petitioner 1s the requester and if the petition has been conselhidated into the
beneficiary’s A-file, then the beneficiary is the subject of record. We must have VOI of the
subject of record and the-benefictary’s certification of agreement if the requester 1s other than
the subject of record. If we are staffing the subject of record’s A-file. and if the requesier is
not the same person as the subject of record. then we need certification of agreement from
the subject of record. If the petition has not been consolidated into the beneficiary’s A-file,
and the petiioner or the beneficiary 1s the requester, we may staff for it. Information in
PCQS or CLAIMS 1s retrievable by either the petitioner’s or beneficiary’s name. In some
situations, we are not able to staff for a petition because it 1s consolidated into the
beneficiary’'s A-file and we do not have certification of agreement or VOI from the
beneficiary — BUT PCQS or CLAIMS screenprints would provide the requester with the
information he or she 1s requesting. If that is the situation, and we have the petitioner’s VOI
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(and certification of agreement, 1f necessary) then you should provide those screenprints with
a RAFACS staffing.

We have added a sentence to Section 27.19, National Automated Immigration
Lookout System{NAILS), of the Processing Guide as follows {(new information in red):

Although CBP owns the system, individual records may contain information that belongs to
ICE, and if s0, we refer those pages to ICE (see Section 27.45).

We have added new information to Section 27,31 h and to Appendix H,
FORMS WITH EXPLANATION OF REDACTIONS, the section on G-325, Biographic
Information, of the Processing Guide as follows (new information in red):

Page 3(c) of the G-325 is designated for CIA. If INS/USCIS sent the form to CIA to
conduct a name check and we have received a response, the page should be referred to
CIA for release determination. Please hide the name of the agency. If there is no stamp
or response in the bottom section, please process the page normal. The markings are
similar to the ones shown below:
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We have added a new Section, 28.14.1, to the Processing Guide as follows
(new information in red):

Please refer to ICE screenprints with outstanding warrants of deportation or removal or a
notice to contact LESC. Example below:
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USCIS FOIA INFORMATION BULLETIN

September 21, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin 1s to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have amended Section 27.35 of the Processing Guide as follows, new
information in red, deleted-ntformationtir-strikethrough.

27.35 Asvlum/Refugee Interview Notes

Please fully withhold asylum/Refugee interview notes and question/answer worksheets,
citing Exemption (b)(5), because they demonstrate deliberative privilege. In addition, if
you are processing the case as FOIA, you should withhold anything that would identify
family members or other third parties, citing Exemption (b)(6). This also includes all
factual question/answer notes and worksheets.

Fully withhold asylum/refugee interview notes and question/answer worksheets, citing
Exemptions (d)(5) and (b)(5) if processing under the PA.

NOTE: It doesn’t matter whether the subject signed the form or not, please withhold
asylum/refugee interview notes and question/answer worksheets as stated above.

We have amended Appendix C: Processing Tables (USCIS
Miscellaneous Documents) as follows, new information in red, deletedinformationtn

strHeethroteh;

Asylum/Refugee flowcharts Barirally Withhold 1n full Withhold in full (d)(5) and
and worksheets (b)(5),+-apphieable (b)(5).+-apphicable
) _
Blank asylum/refugee Release Release
flowcharts
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We have amended Section 12 of the FOIA/PA Assistants Guide as follows,
new information in red, deleted-information-in-strikethrough

12, REQUESTING THE RESPONSIVE RECORDS

If the file is located at COW with the Responsible Party Code (RPC) of RK, create the
case and refer to ICE. RK cases belong to the Witness Protection Program. Please insert a
Discussion after you have created the case. The title of the Discussion should read “File

isat RK.” Send-the-ease-to-Dntt-Critet: Send-your supervisorai-e-ai-with-tne-controt

Sect. RK - Adjudications 5
05/09/2011 01:55:40 PM Resp: 0117 - Adjudication Il - - 0117 :
Last Action:  06/09/2011 01:55:40 PM Batch Aucit :

We have added Section 12.1.4 of the FOIA/PA Assistants Guridde which
reads as follows:

12.1.4 Empty Jackets

If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file
request. The only time you ever staff for an empty jacket is if the FCO is HAV. If you
are unsure, please contact MSB. If the FCO is not Havana, and the only A-number you
found is an empty jacket, your next step is probably to conduct a no records search,
depending on the situation (Ne Record instruction 1s at Section 12.7.6). If you found a
receipt file, please refer to Section 12.7.12.

(A30000000°000° sy gtatus:  EMPTY JACKET  Sect:  ADJ - Adjudications
. AuditDate:  0509/2010015540 PM
Last Action: 0510912010 01:55:40 PM Batch Audit
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USCIS FOIA INFORMATION BULLETIN

September 16, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

NAMES OF REFUGEE OFFICERS

For the time being, please redact names of refugee officers, citing Exemption (b)}(6). We
will address this issue in greater detail later.

NFTS: LOST FILE NOTED IN “COMMENTS”

The following new bullet has been added to sub-paragraph 12.1.1.6, “Blued-in
information” of the FOIA/PA Assistant’s Guide:

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.

NATIONAL VISA CENTER ADDRESS CHANGE

You may have noticed that if you refer something to NVC, the address is Washington
D.C. instead of Vermont. That is based on guidance from U S. Department of State, and
we did it on purpose. Please do not change the NVC referral address back to the NVC
Congressional Unit in Vermont.

Paragraph 28,17, Referring or Processing documents originating from NVC of the
Processing Guide has been changed as follows: (new portion in red)

Although the letterhead on the document below reads United States Department of State,
this document was 1ssued by the National Visa Center. We should refer the document to
them for processing. Refer any documents in the file originating with NVC if the subject
matter is related to fraud, investigation or opinion. Please change the term “another
government agency” to the National Visa Center in the Final Action letter. A sample of a
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referral letter, the referral list dropdown box, and a paragraph from the Final Action
Letter are below.

Process the document if it is addressed to the subject or the subject’s attorney or
representative, or if the subject has received or has signed it. Use the same guidelines for
processing or referring documents to NVC that we use for processing or referring
documents to the U.S. Department of State,
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FOIA INFORMATION BULLETIN

September 14, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have amended Section 42 of the Processing Guide as follows, new
information in red, deleted-+nformation+a-stricethronsh:

42, FAILURET MPLY (F ASE CLOSIN

In the past, we assumed consent could be implied from the subject providing proper VOI,
(including a signature under penalty of perjury or a notarized signature) alone. If our
assumptions were valid, the consent paragraph above would be correct. We would be
able to use the FC letter with the consent paragraph shown below.

(Consent) “Because the records you seek are those of a personal nature, DHS'
regulations require you to provide consent from the records subject before a disclosure of
records can be made. On [Date] we sent correspondence requesting you provide us with
proper consent. Proper consent is defined under 6 CFR § 5.21 as either a notarized
signature, a signature signed under penalty of perjury, or proof of death. Although you
are not required to use form G-639 to provide consent, a notarized signature in section 7,
or a signature at the bottom of section 8 would fulfill this requirement.”

However, it has been decided that we not only need proper VOI (Block 4 with signature)
from the subject of record, we also need a signature in the consent block (Block 3 of the
Form G-639 dated 01/29/2012) in order to release the documents to a third party
(attorney, family member, etc...). Since the consent portion of current FC letter is no
longer valid, we needed a replacement.

In addition, since the Form G-639 changed on 01/29/2012, the blocks for consent and
VOI are now 3 and 4 instead of 7 and 8, respectively.

To solve both these issues, we have two letters that we copy and paste in place of the FC
letter, called Unperfected Request letters.
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One letter, simply called “Unperfected Letter,” is for unperfected requests on the
01/29/2012 version of the Form G-639. You can find this letter at

http://ecn uscis.dhs gov/team/esd/Division/NRC/Branches/FOIA OPS/Case%20Create%
20Libra ry/Forms/Allltems aspx

The other letter, called “Unperfected Letter for Older G-639 version” is for any other
version of the Form G-639. You can also find this letter at the link shown above.

Alternatively, you may go to O:\Fo1a\FOIA LIBRARY\Case Create References'Case
Create References and find both Unperfected Letters.

Notes:

1. These letters are also used when you do not have a reasonable description of
records sought.

2. A self-requester only needs to provide VOI (with signature). No consent is
needed to request your own record.

We have amended Section 27.45 of the Processing Guide as follows, new
information in red, deletedinformation-t-stricethronsh:

27.45 Processing TECS, PAGS; and NCIC/NLETS Screen Prints with Search
Results
Maost cases contain one or more screen prints from TECS, PACS, EARM and/or
NCIC/NLETS.

{L)(7)(e)

Types of information to be redacted on these screen prints could be comments,
information regarding information relating to a |
information 1s normally seen on NAILS screen 100 18
exempt from release citing Exemption (b)}{7)E) of the FO[A and (k)(2) and (b} 7)E) of
the PA.

Note: DACS screen prints are referred to ICE.
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USCIS FOIA INFORMATION BULLETIN

September 7, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have added a box to and amended the I-589 paragraph in
Appendix H of the Processing Guide as follows, new sentence in red, deleted4nformation

w-strtkeethroush:

I-589, Application for Asylum and for Withholding of Removal

The Form 1-589 is used to apply for asylum in the United States and for withholding of
removal. If the subject of record is the primary asylee, please fully release the I-589, unless

there are protected systems check results on the flrst page Fhis-appheationmay-include

5:Asylum Applicant’s File Asylum applicant Everything except
protected systems check
results

3
3
"Rider’s File Rider Only their own information 3
t

_and the signatures

5 Asvlum Appllcant’s Flle Rlder  Either consent from the :
- ) ) asylum applicant or nothing |
Rider’s File Asylum applicant Either consent {or proof of
parentage, usually) from 3
_theriderornothing

For more processing instructions, please see section 27,16 of this guide. The block titled
“FOR USCIS USE” may contain exempt information, such as IBIS results, law
enforcement 1nitials and/or identifying numbers, and possibly deliberative commentary.
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We have added boxes to the I-129f and I-130 paragraphs in
Appendix H of the Processing Guide as follows:

3 Unconsalidated Petitioner Everything except :
protected systems check 3
i Unconsalidated Beneficiary Only their own information

3 and the signatures, unless 3
: they have consent from the 5

P e _Petitioner
 Beneficiary's File Petitioner Fither consent from the
s SENETCIATY OF NOThIG <
3 Petitioner’s File Beneficiary Either consent from the 3
’ Petitioner or nothing i

i Unconsolldated Petitioner Everything except E
; protected systems check 3
N . ;
i Unconsolidated Beneficiary Only their own information
5 and the signatures, unless §
3 they have consent from the ; 3
3 e Petitioner
. Beneficiary’s File Petitioner Either consent from the 3
?

Beneficiary or nothing

R R R B R R A L LR B B BB S ARL BN E AR BRI

3 Petitioner’s File Beneficiary Either consent from the
: Petitioner or nothing

We have again re-written the 1-140 paragraph in Appendix H of the
Processing Guide as follows, new paragraph in red, deleted-paragraph-in-strikethroush.
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Form I-140 is used to petition for an immigrant visa based on employment. This form
can be completed by a person or company/organization.

= If the petitioner 1s an individually owned or closely-held business, you need
consent from the petitioner to release the petitioner’s information.

»  If the petitioner 15 an individually owned or closely-held business:

o and if the case 1s a FOIA,

o and if you do not have consent from the petitioner,

o ther you would release only information relating to the beneficiary.
Please protect any highly personal information.

s Companies in general do not have personal privacy protection, so if the petitioner
is a company, you do not need the company’s consent and you may release most
information about the company. You should still protect any information that
would reveal information about the owners’ personal finances, citing Exemption
(b)(©).

«  If the subject who requests the file worked for the company, release the TIN to the
subject. Otherwise, if you are processing under FOIA, you should withhold the
employer’s TIN ¢iting Exemption (b)(3) and § 6103 of 26 USC, but release the
remaining information on this form to the requester.

Even if the subject worked for the company, the company’s tax return may have
been prepared by an accounting firm that lists their TIN. If you are processing
under FOIA, you should withhold the accounting firm’s TIN citing Exemption
(b)(3) and § 6103 of 26 USC. If you are processing under FOIA, and if the
accountant 1s an individual who lists his or her social security number, you should
protect that number, citing Exemption (b)(6).

+  If the petition has been consolidated into the beneficiary’s A-file, the petitioner
must have consent from the beneficiary to obtain a copy of it. If the petition has
not been consolidated, the petitioner or beneficiary may obtain a copy of it. For
an unconsolidated petition, you should fully release to the petitioner, other than
protected system check results or possibly deliberative process. The block titled
“For USCIS Use Only” could contain exempt information.
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We have modified the instructions for Form I-205 in Appendix C of
the Processing Guide as follows, new instruction in red:

Refer to ICE if there
is any ICE or Legacy
INS ICE function
Warrant of signature.
Removal/Deportation, I-205
2 pages i i
G el o 069,00
NOTE: If the Form 1-205 is been served. (b}7XC) (k)(2) and
accompanied by a Customs (b)(7)C)
Fugitive Report, please refer to . o
section 27.41 of this guide. Release in full if it
has been served and
there is no ICE or
Legacy INS ICE
function signature.
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(b)}(7)e)

USCIS FOIA INFORMATION BULLETIN

October 25, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added anew Section 12.7.16, Staffing ELIS, to the FOIA/PA Assistant's
Guide as follows (new information in red):

Whenever you create a case, please check PCQS for ELIS information. If you get a

g bewmd By B P plesse crengs an ESC staffing. In the ELIS record,
there w1ll be an IOE number Please copy that number On both pages of the ESC
statting betien, pleass roplosathe " Akan el the TOE mivnba wou oot o LN,

We have added new information to Section 27.45.b, TECS II Person Subject
Display of the Processing Guide as follows (new information in red):

We do not refer anything to FAA. If there 15 a hit in the FAA Pilot Directory, please
process as follows (see the example provided):

Withhold everything from CONTACT down to NO SUB-RECORDS, citing (b)(7)(C) &
(b)7)E), or a(k)(2), (M)(THC) & (L THE) I PA,

The TECS RECORD ID, which has been removed from the example, ends i+ 77107 We
should take that out with (b)Y 7)E), or a(k)(2) & (b}7}E) if PA.

Finally, if we think the screen was possibly printed by CBP, we should take out the TID
with (b)}(7)(C), or a(k)}(2) & (b)(7)(C) if PA.

Fron i

THES REZOKD 1D 1
NRME- 78T

TECE I3 - PERSON SURSSCT DLEMAY (L SF 3 581497 Tivpaany

ERTRY 132001 DELATE 1i9i:
FEYSIOAE, TDESTIYY BN

FLRET e 2%3,310 o BISERRIC  BAUR SEY & A ®YEn
e MARE  WIVENAE ST WY 90% WP 804 dupow
NE T o =il 4 .

_ Aimog i
gt oo arey o8y ey LTIt 08 ﬁig
xc,:i WOEE  hEn WORR BES B ETR - oy

TIPE Ry 156LrY Eaeny i
BEDREUL. s emany g Y iES B Rt

e o v
PYIG o STANDRELIZEC MORKSS
PP RHELET {PIMEIRI) PR TILIAT) (PeadyT gangyd
¢ Y OO BESPOREEST oFLEserd metek 234 14

RH ACOBRSS IRLienIa SAONTRES
T P E BRINT {0 L RE S
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USCIS FOIA INFORMATION BULLETIN

October 23, 2015

The FOIA Information Bulletin is a publication 1ssued by the FOIA Quality Assurance and
Customer Service Group as a communication tool regarding current information of use and
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and
timeliness of information. See your supervisor if you have any questions about bulletin
topics.

We have updated section 40 Final Action, paragraph 40.01 g of the Processing Guide as
follows (new information in red, deleted information in strikethrough):

Section 40 Final Action, paragraph 40.01.g
If you do not refer any pages, please delete the following sentence from your final action letter:

“Additionally, we have referred [# of pages] in [its/their] entirety to [government agencies name]
for their direct response to you.”

It you do refer pages, you will have to modify the sentence to reflect the agency and number of
pages, for example:

“Additionally, we have referred 3-pagesin-thet-entirety-to-US—Vasteand | page in its entirety to

the Department of State for their direct response to you.”

In that paragraph, please do not mention Immigration and Customs Enforcement, or how many
pages you are referring to them. If you are referring pages to ICE, you will mention them in the
following paragraph:

“Durning our review, USCIS located # of pages of potentially responsive documents that may
have originated from U.S. Immigration and Customs Enforcement (ICE). USCIS has sent the
document(s) and a copy of your FOIA request to the ICE FOIA Office for consideration and
direct response to you. Should you wish to contact ICE concerning the status of the processing of
the document(s), please contact the ICE FOIA Office via phone at (866) 633-1182 or via e-mail
at ICE-FOlA@dhs.gov. The ICE FOIA Office mailing address is 500 12th Street, S.W., MS
5009, Washington, D.C. 20536-5009,”

If you are not referning any pages to ICE, please delete that paragraph. If you referred any pages,
please leave the paragraph exactly the way it is.

We have updated section 8.13 REQUESTS: Inmate in Federal Custody of the FOIA/PA
Assistants Guide as follows (new information in red):
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8.13 REQUESTS: Inmate in Federal Custody

The Bureau of Prisons (BOP), an agency of the U.S. Department of Justice, will not deliver
incoming mail to a person housed in their custody unless it contains the subject’s Register
Number. Upon entry into BOP custody, each inmate is assigned an eight digit Register Number
(1.e. xxxxx-xxx) by which he/she is identified throughout his/her commitment. The first five
digits are unique 1dentifiers for that specific inmate, the last three digits, separated from the first
five by a dash, indicate the jurisdiction from which the inmate originally entered the corrections
system. It i1s imperative that the correspondence contain the Register Number 1n the proper
format. BOP Register numbers are created for the subjects in the name in which they received a
conviction sentence from a federal court or a legal document charging them of an immigration
violation and/or removal. This name could be their birth name or an alias name.

ICE will not deliver mail to an ICE detainee unless we include the alien number in the address.
Please include the alien number in the address of an ICE detainee, if you are addressing
correspondence to the alien in the ICE detention facility. In order to avoid PII spills, OA will
prepare an outer envelope without the alien number and mail it in that.

If the inmate 1s not in federal custody (i.¢., Bureau of Prisons location or ICE detention facility)
but held at a non-federal correction facility (such as a state prison or county jail), DO NOT put
the alien number in the address.

We have updated section 12.16 Receipt Numbers of the FOIA/PA Assistants Guide as
follows (new information in red, deleted information in strikethrough):

Section 12.16 Receipt Numbers

If you discover that the petition 15 consolidated into the beneficiary’s file, and you do have
consent from the beneficiary, you must change the name of the subject in FIPS to the
beneficiary. The beneficiary’s A-number goes in the A-number field, even if the Requestor
entered the petitioner’s A-number on the G-639. We must address any correspondence about
that petition citing the beneficiary as the “subject of record” or the “records’ subject.” This is
legally important because we must have VOI of the subject of record and we must have
certification of agreement if the Requestor is other than the subject of record in order to staff for
the record.
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If the petition 1s consolidated into the beneficiary’s file, and you do not have consent from the
beneficiary, you will close the case as Total Denial and include the following blurb as the second
sentence in the first paragraph of the TD letter;

“It is the policy of USCIS to file any adjudicated petitions, such as
the Form I-129F or Form I-130 in the beneficiary’s record after
issuance of a visa. Beneficiary consent is required to obtain any
petitions from their record.”

This 1s legally important because we must have VOI of the subject of record and we must have
certification of agreement if the Requestor is other than the subject of record. {f we are siaffing
the subject of record’s A-file, and if the Requestor is not the same person as the subject of
record then we need certification of agreement from the subject of record.

If the petition has not been consolidated into the beneficiary’s A-file, whether the petitioner or
the beneficiary is the Requestor, we may staff for it. In this situation, we list the subject of record
the way it is listed in the request letter, whether the petitioner or the beneficiary.

PCQS or CLAIMS screen-prints usually would not provide the Requestor with the information
he or she is requesting, because the Requestor is asking for a copy of the file. Rarely, a petitioner
may only need a particular piece of information, such as proof of filing to prove Section 2451
eligibility. If that is the situation, and we have the petitioner’s VOI (and certification of
agreement, if necessary) then you should provide those screen-prints with a RAFACS staffing.
This is not usually what happens, so providing screen prints is an exception, not the rule.
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USCIS FOIA INFORMATION BULLETIN

October 21, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

Example 3 of Paragraph 41. WHEN DO YOU CLOSE A CASE WITH NO
REDACTIONS AS A PD? of the Processmg Guide has been rewritten as follows (eld

werston-H-strcethroush) (new version in red):

Example 3 - The requester specifically asked for an I-130 she/he filed showing the

recelpt number and/or the appmval date H—B@-eeu#d—net—be—keeateela—“le—p;ewde—the

Example 3 - The requester specifically asked for an I-130 she/he filed showing the
receipt number and/or the approval date. The I-130 was never consolidated into an A-file,
NVC does not have the petition, and the only record remaining is screen prints from
PCQS and/or CLAIMS, and possibly an NFTS screen print verifying that the I-130 has
been destroyed. We provide the requester screen prints containing this information.
Please close the case as a G1, unless you have made redactions on the screen prints.
There is nothing else we can provide them, therefore nothing to appeal. On the other
hand, if the file is scanned in and we have provided them something other than what they
wanted, we still close that PD as described in Example 1, above.

Part I-08: Retention and Disposition of Records of the Records Operations
Handbook provides that if a petition (I-130 or I-140) 1s demed, and an A-File is created,
the petition becomes a permanent part of the A-File and has a life cycle equaling that of
the A-File. If a petition 1s approved but not used, and never becomes part of an A-File, it
is to be disposed of three years after a visa number becomes available (the visa number
may not become available for twenty years or longer). In such a case, your final action
letter should state that the original petition has been destroyed in accordance with federal
disposition instructions, and because of that, we are able to provide only the remaining
electronic record from our database.
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Paragraph 27.48.i, 1-213, Report of Deportable/Inadmissible Alien of the
Processing Guide has been rewritten for clarification (eld-versienin-strilcethroush) (new

version in red):

(b)(7)(e)

(b)(7)(€}

(b)(7)(e)

27481.1 Release boxes titled “INS Systems Checks” "Immigration
Record" or "Criminal Record." unless they specifically state “IBIS

“DAC S‘%‘NMM—[_I “EARM

Normally the boxes will say, “See narrative a
this-tstanee In those instances, release the boxes but withhold the results
of DACS, EARM, IBIS and/or NAILS in the “Narrative” under “INS
Systems Checks.” Withhold results from those systems listed citing
Exemption (b} 7)(E) (or (k)(2) and (b)}(7)(E), if PA).

274812 If the information in the INS System Checks, Immigration
Record or Criminal Record blocks on the I-213 contains a class of
admission {COA) such as “EWT” (entered without inspection) or a remark

such as “see narrative” theinformation-can-bereleased please release the
information.

274813 If the INS System Checks, Immigration Record or Criminal
Record block contains a remark sueh-ast

specifically indicating +ﬂ+h»at—b}eek—ﬂ&&t—a—}av+en¥efeemeﬂ{—( a result for
EARM, IBIS, DACS, or pystems—search-was
cendueted, withhold the block, citing Exemption (b)(7)(E) (or (k)(2) and
(b)(7XE), if PA).

274814 Review the narrative for information that relates to these
blocks and any other comments. If the systems checked are listed in the
narrative but there is not an annotation showing the hit was positive or
negative, release the systems listed. Where there is an annotation of
positive or negative relating to a law enforcement systems check, redact
the words citing Exemption (b)}{(7)E) (or (k}2)
and (b)(7)ET, 1T PA}. Do not redact results of non-law enforcement
systems, such as CIS and CLAIMS.

A clarification paragraph has been added to 27.46 Screen Prints of the Processing
Guide, as follows:

Occasionally, the requester has asked for receipt file which has been destroyed and we
are able to provide screen prints only. Close those cases as G1, unless you have made
redactions on the screen prints. For more information, please refer to Paragraph 41,
When do you close a case with no redactions as a PD?
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A new paragraph 27.46.f, Marriage Fraud Mainframe System screen prints has been
added to the Processing Guide, as follows:

Unless there is an active investigation, fully release Marriage Fraud Mainframe System
screen prints to first party requesters. The Marnage Fraud Amendment System is not a
secret system. If there is evidence in the file that there is an active marriage fraud
investigation, fully withhold the screen print, citing Exemption (b)(7XE).

Paragraph 36. REQUESTS FOR ENTRY AND EXIT INFORMATION of the
Processing Guide has been rewritten for clarification (new information in red}:

You may not locate the specific entry/exit information requested, or you may locate no
entry/exit information at all. If you are able to send other entry/exit information that may
provide the requester with needed information, please do so. If you do not locate the
entry/exit information within the file, please close the case as “No Record.” Either way,
you must address the issue specifically in the final action letter, stating that the document
requested was not located in the file and suggesting that the requester/subject contact
CBP for the information.

We have added a sentence to Paragraph 8.21 of the FOIA. PA Assistant’s Guide, as
follows, (added material in red);

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

Paragraph 32.12 of the FOIAPA Assistant's Guide 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: O-\FOIAVFOIA
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 of the FOIA4/PA Assistant's Guide, as
follows, (added material in red):
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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 of the FOIA/PA Assistant’s Guide 1s 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

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.

Paragraph 6.4, SEARCH FOR DUPLICATE CASES of the FO/A-PA Assistant's
Guide has been changed as follows (eld-version-in-strikethrough) (new version in red):

Justbefore-you-create-the-case; Before you begin filling in the worksheet, you should

look for duplicates.

Anew Appendix J: 16 RULES OF CASE CREATE has been added
to the FOIA/PA Assistant's Guide
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USCIS FOIA INFORMATION BULLETIN

October 10, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have changed the title and updated Section 9.3 of the FOIA/PA
Assistant’s Guide, Entry/Exit Information and Border Apprehension Referral to

CBP as follows (new information in red, (deleted-informationin-strkethrongh):

9.3 Entry/Exit Information and Border Apprehension Referral to
CBP

CBP handles FOIA requests for entry and exit information dating back to 1982, but no
earlier, 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 sype-ef information should be referred to CBP at the address shown
below.

U.S. Customs and Border Protection
FOIA Division

90 K Street, NE, 9th Floor
Washington, DC 20229-1181

You will need to modify the referral letter; any information you can provide as to what

the requester 1s asking for will be helpful to CBP. For instructions on Referrals (RF) see
Section 9.1.

Border apprehension referrals are treated differently. If the Border apprehension date is
1998 or earlier, do a thorough search. If you cannot find a record, please close the case
NR and add the following paragraph to your NR letter:
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“You may wish to contact Customs and Border Protection, WWW CBP.GOV. Their
website offers information on filing your FOIA request electronically. Please be sure to
include dates and locations of any encounters. Please note they do not have complete
records for incidents prior to 2000.”

Note 1: If the request 1s for entry/exit, the date was prior to 1982 and you cannot locate a
record, do not refer the case to CBP. Do a thorough search and then close NR.

Note 2: If the request is for entry/exit information and the requester/subject provided an
alien number, request the file.

Entry exit / Departure information
Copy of an I-877

Any reports or incidents at the airport.
Copy of 1-94 card

Arrests at the border

Voluntary departures

Border stops

Note 3; If the request is for all records as well as a specific incident or entry, the request
must state a specific incident, such as a time or place. If you do not find any record, you
will then refer to ICE or CBP as needed.

We have added a new section, 27.54, Off-line Exemption Spreadsheet
Procedures, to the FOIA/PA Processing Guide, (new information in red):

27.54 Off-line Exemption Spreadsheet Procedures

Use this spreadsheet when you have to process an off-line, supplemental release. You
will be tracking the pertinent data for inclusion in DHS” annual report.

Supervisors will:

1. Provide the processor tracking the information with a blank copy of the off-line
exemption tracker.

2. Have the processor return it to you when completed.

Enter the information into the spreadsheet located in the Ops Supervisors folder

on the S: drive.

L)
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Processors need to document;

Date supplemental release was processed off line.

NRC Control number

Agency Cited for

Number of times each exemption was used

Number of pages redacted, broken down by PD and WIF

o W)

NOTE 1: Anything that needs more explanation (ex. B3 citation with the statute) can be
recorded in the notes column,

NOTE 2: Please don’t confuse the off-line exemption spreadsheet with the New
Exemption Tracker, which is only used for classified records.

We have updated Section 7, CERTIFICATION OF AGREEMENT,
VERIFICATION OF IDENTITY, AND DESCRIPTION OF RECORDS of the
FOIA/PA Assistant’s Guide as follows (new information in red, deletedinformationin

strtcethroush).

Form G-28, Notice of Entry of Appearance as Attorney or dccredited Representative, was
revised on 02/28/2013. Begtnaning As of May 26, 2013, USCIS w4 no longer accepted
prior versions of the G-28.

As a FOIA/PA Asgsistant, this may affect your decision on certification of agreement in
the following instances:

* If certification of agreement is provided on no other place except Form G-28,

« Then the attorney must use a properly executed new Form G-28 (revision of 02/28/13).
* If the Form G-28 is an older version than the revision of 02/28/13, then you will close
the case FC, not TD. Please refer to section 16b of this gmide.

« If the new Form G-28 (revision of 02/28/13) 1s not properly executed, then you will
close the case TD (inadequate Certification of Agreement). Please refer to section 16a of
this guide.
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USCIS FOIA INFORMATION BULLETIN

October 5, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have amended Section 27.31.a of the Processing Guide as follows,
deletednformationtnstrteethrough; new information in red:

2731a Most files contain third party documents and PIL. We should fully
withhold this information unless we can tell it was provided to us by the subject
of the file errequester if it is a first party FOIA request. Whether to disclose or
release third party documents in a FOIA case hinges on consent.

We have amended Section 27.31.0 of the Processing Guide as follows,
deletednformation-in-strilcethrough; new information in red:

27310 Fully release documents compleled by the subject of record
requester-or-his-or-herrepresentative 1f it 1s a first party FOIA request. For
example, an 1-485 completed by the alien to adjust status might include family
members’ PII. This rule does not apply to documents we refer. For example, the
requester may have completed an application for non-immigrant visa. Since the
U.S. Department of State has specified a non-immigrant visa application as a
document they need to review, we are not deciding whether to release or withhold
it.

We have amended Section 27.45.g.7 of the Processing Guide as follows,
Leloted inf on instilatl |

2745¢7 Withhold all names of any person acting in a law enforcement
capacity on these documents with exemption (b){(7)(C) [or (k)(2) and (b)(7)C), if
PA]. Note that you may also see names and alien numbers of other individuals
that are exempt from release. Withhold these also, citing exemption (b)(7)(C) [or
(k)(2) and (b)(7)(C), if PA]. %t-hhel-d—t—he—s&bj-eet—s-pamﬂs-ﬂames—&&ng
Exemption{b)y6)if thecaseds-aFOH- Sometimes [-213’s that relate to third

party individuals who were arrested at the same time as the subject are placed in
the file for investigatory purposes. Withhold these in full, citing Exemption
(bX7XNC) of the FOIA or (k)(2) and (b)}7)(C) of the PA.
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We have amended Section 28.09, Federal Bureau of
Investigation Documents of the Processing Guide as follows, deleted
AN :

There may be a document originating with FBI marked with the following warning at the
bottom:

“This document contains neither recommendations nor conclusions of the
FBI. Itis the property of the FBI and is loaned to your agency; and its
contents are not to be distributed outside your agency.”

Please refer any document with such a marking to FBI, and de-net hide the name of the
agency.

We have amended Section 28.13, Joint Terrorism Task Force
(JTTF) of the Processing Guide as follows, deleted-information-in-strikethrough:

Refer any documents created by the Joint Terrorist Task Force (JTTF) to JTTF. De-heth
Hide the name of the agency.
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USCIS FOIA INFORMATION BULLETIN

November 30, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated section 28.06.2.5., U.S. Department of State Documents of the
FOIA/PA Processing Guide as follows (new information in red);

28.06.2.5. Process the Report 24. (Withhold in full, (b}(7XC) and (b)(7)(E) if FOIA or
()(2), (B)(THC) and (bAT)(E) if PA).
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We have updated section 21, Classified Records of the FOIA/PA Processing Guide
as follows (new information in red, deleted information in strikethrough):

(b)(6)

We have updated section 27.27.e, Names of certain government employees and PII
on law enforcement documents, of the FOIA/PA Processing Guide as follows (new
information in red);

2727 ¢ If you are processing a FOIA case, there are certain USCIS
personnel whose names you should withhold even when not performing a law
enforcement function, citing Exemption (b)(6) or (b)}7)C) if FOIA, (k)(Z) and
(bY7)C)if PA_ Those personnel are:

(1)  Refugee Officers (b)(6)
(2y  FDNS personnel (b)(7)(C) or (k)(2), (b} T}(C)

In addition to that, there are times you must use your judgment. If an asylum or
adjudications officer is working overseas, especially in a sensitive region, and if
you feel that person could be a potential target for extortion, kidnapping or
interference 1n performance of duty, you should protect that person’s name, direct
line phone numbers and e-mail addresses, along with any other identifying
information. If you have a doubt, please contact a supervisor.
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USCIS FOIA INFORMATION BULLETIN

November 14, 2012

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have amended Section 6.3.4.6, Genealogy of the FOI4. PA

Assistants Guide as follows, deletedtnformattonti-strtkethrough, new information in red:

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 1, 1956

Alien Registration Forms from August 1, 1940 to March 31, 1944
Visa files from July 1, 1924 to March 31, 1944
Registry Files from March 2, 1929 to March 31, 1944

Alien Files (A-files) numbered below 8 million (A8000000) and
documents therein dated prior to May 1, 1951

M0 oW

The case is not Genealogy unless it meets one of the above critena, If
there is a cover sheet with instructions, such as a Hybrid Genealogy cover
sheet, please follow the instructions on the cover sheet, rather than the
instructions in this paragraph. If the case you are creating does meet the
criteria for Genealogy, select Category OTHER, then do the following:
a. Create the case.
b. Do not staff for the file or create an acknowledgement
letter.
¢. Select Final Action Letter and redirect (RD) the case to
“USCIS Genealogy Program.” Use the “RD —Genealogy”
letter unless you have a request for dual Italian
Citizenship. If you have a request for dual Italian
Citizenship use the “Genealogy form -TtalianCit”
letter. Both letters are located on the O drive
(O-\Foia\FOIA LIBRARY). Copy and paste the
appropriate letter over the default letter.
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d. After the case 1s created and the letter has been generated,
prepare a discussion and send the case to Up-Front
Approver.

e. Send an email to the designated person who handles
genealogy cases (The current point of contact will be
posted by FOIA Operations in ECN) with the control
number to review and case note accordingly.

The designated person will review the request to determine if 1t is, in fact,
a genealogy.

If it does not meet the criteria for genealogy 1t will be returned to you in
the Case Create queue to send an acknowledgment letter and staff for
records.

It it does meet the criteria, the case will be closed by the Up-Front
Approver.
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(b)(7)(e)

USCIS FOIA INFORMATION BULLETIN

November 8, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have deleted Section 28.07, US-Visit Documents, of the Processing Guide as
follows fdeletedntormationirstitkethrevsh

We have added a new Section 27.50, US-Visit Documents, to the Processing
Guide as follows (new information in red):

27.50.a Redact the following from US-Visit documents, including ADIS:

27.50b___Things we should release from US-Visit documents, including ADIS:
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(b)(7)(e)

27.50.¢ Aliases on US-Visit documents

1. You, the processor, must decide if there is more likely than not an invasion of
privacy. If you decide there probably would be an invasion of privacy,
withhold (b)(7)XC), or a(k)(2) + (b 7)C)if PA.

2. Sometimes the alias is the main reason an alien got denied a benefit. It’s
called “misrepresentation of a material fact” or “fraud.” In some cases, the
alien made up a name on the spot, while in other cases they used the actual
identity of another person,

We have changed Section 27 40, Processing Form I-696, of the Processing Guide
as follows (new information in red, deleted-informationtn-strikethrough):

Unless-itts-blank, If you determine there is reasonably foreseeable harm, fully withhold
the second page of the I-696 citing Exemption (b}(5} of the FOIA or Exemption (d)(5)
and (b)(5) if processing under the PA, otherwise, release the page. If you are unsure,
please consult a supervisor.
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USCIS FOIA INFORMATION BULLETIN

November 4, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve consistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

One bullet of paragraph 27.04, Qut of Scope of the Processmg Guide has been changed
as follows (eld—vemeﬂ—m—sm-keﬂﬁeugh) (new version in red}:

¢  Documents-iitted—Best-Avattable Image™ Documents not a part of the A-file but

inserted by the scanner at the digitization facility, for instance, documents marked
“Best Available Image” or “The TOC is not part of the certified copy of the A-
file.”

Two portions of Paragraph 7.2, Verification of Identity of the FOIAPA Assisiant s Guide
have been changed as follows (eld-rersioninstrikethrongh) (new version in red):

It the requester did not provide all four required pieces of information, yeu-rrust-send-for
additonal-requester-documentatton 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.

If the requester 1s asking for records concerning a /iving) individual, and if there 1s only
one signature and it does not fall under one of the categories above, request-eonsent

M@M@Mﬁﬁ@hmay—eheek@he—ﬁmpbex—emmdeamem 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. The exception to this rule is a Third-Party
Request (see paragraph 7.4).
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USCIS FOIA INFORMATION BULLETIN

May 31, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have changed the top portion of the TD No Agreement Language letter found
at O'\Foia\FOIA LIBRARY'Case Create References\Case Create References as follows
(new information in red):

After carefully considening your request, 1t must be denied in 1ts entirety pursuant to S US.C. §
552{b)(6) (Exemption 6). In order to obtain these records your request must demonstrate one or
more of the following criteria;

»  Wntten authonzation from the individual(s) permitting disclosure of the records to you;

¢ Proof of parentage with the requester's verification of identity if the subject of record is a
minor at the time of the request, or

e Proof of court-appointed guardianship with the requester's venfication of identity, or

¢ Proof that the subject [or subjects] of vour request [is] [are] deceased; or

¢ A clear demonstration that the public interest in disclosure outweighs the personal
privacy interest(s) of the individual(s) and that significant public benefit would result
from the disclosure of the requested records.
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USCIS FOIA INFORMATION BULLETIN

O: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN
May 27, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

A new paragraph: 40.08 Ensuring vou get credit for pages has been added to the
processing guide:

Before you send your case to approver, click on the Fee tab. If the ‘pages’ field is blank,
click on the Processing tab then back to the Fee tab, and it should populate the pages
field.
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Paragraph 27 46.e TECS (The Enforcement Communications System) of
the Processing guide and Appendix C, Processing Tables, have been amended (the
following portion has been added): B)IT)E)

Please fully withhold TECS II - SUBJECT QUERY RESUL] | citing
Exemptions (b)(7)(C) and (b)}(7XE), or (k)(2)/(b)(7")(C) and {b}(7)E) if the case is PA.
As always, please evaluate for any other exemptions that may apply.

TN angi b THES

28.08 Bureau of Prisons documents of the Processing Guide is being revised as
follows:

Refer all documents originating with the Bureau of Prisons (BOP) for their direct
response to the requester. Withhold the name of the agency. Do not refer Inmate Locator
screen prints to BOP because that information is available to the public through their
website. The Pre-Sentence Investigation Report (PSIR) does not originate with BOP,
however BOP has a policy not to release the report to a person while he or she is an
inmate. After the person is no longer an inmate, BOP gives the person report without
redaction. BOP will return the PSIR to us if we refer it to them, and for that reason, we
will no longer refer the PSIR to BOP under any circumstances. If the mailing address for
the responsive record is to a federal correctional institution, please fully withhold the
PSIR, citing Exemptions (b)(5) and (b)(7XC) or (d){5)/(b)(5) and (k)(2)/(b)}(7XC) if the
case isa PA. Otherwise, evaluate the report for sensitive information about the victim
and withhold that information, citing (b)}{7)(C), but otherwise release it fully.
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Paragraph 27.30 Tax Returns of the USCIS FOIA Processing Guide has been amended
as follows. (new addition in red):

Redact third party documents such as W2’s, and tax returns in part, submitted with the
Affidavit of support. Release the name of the document and the names of the individual.
Release the document if consent of the subject or the third party is present.

Release the tax return in full if the subject of the file or requester is a party to1t. Partially
withhold the tax return if the subject of the file 1s not a party to it, including a subject
listed as a dependent.

If you are processing a FOIA case, fully withhold the Earned Income Credit sheet of a
third party when there is no consent. Release of any part of the form would provide
sensitive information about the third party’s economic status,

Paragraph 6.3.4.6 of the FOIA/PA Assistant’s Guide will be changed as follows:
(changed portion in red)

As it reads now:

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 1t 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) NRCH

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.

Proposed change:

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 determine if it is, in fact, a genealogy.
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If it does not meet the criteria for genealogy it will be returned to you in Case Create to
send an acknowledgment letter and staft 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/PA Assistant’s Guide will be changed as
follows:

As 1t reads now:

Do not request receipt files from any offices other than one of the five Service Centers
(ESC/EAC, 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
information.

Updated Paragraph:

Do not request receipt files from any offices other than one of the five Service Centers

use the NON-FOIA HBG file request. Do not request DIG T-files at HBG with RP

codes XX, XY, ZG, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most current
information.
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USCIS FOIA INFORMATION BULLETIN

May 24, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have changed paragraph 6.1.1.17, found under section 6.1.1 (RULES FOR
ENTERING INFORMATION ON THE FIPS WORKSHEET) of the FOI4/PA

Assistant’s Guide as follows (new information in red, deleted-poriionin-strtcethrough):

6.1.1.17 Properly addressing attorney(s) as third party requesters in FIPS.

Example 1: If the attorney(s) 1s not affiliated with a law firm, then the first line of the
address should be “Attorney at Law.”

Requester Address

Christopher T. Stender, (Esquire) Attorney at Law
111 By Himself
Sample, MS 44444

Example 2: If the attomey(s) name 1s part of the firm’s name, then the first line of the
address should be “Attorney at Law.”

Requester Address
Manual Solis, of (Law Offices of Manuel Solis)  Attorney at Law

111 His office
Borderline, AK 22222
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Example 3: If the attorney(s) name 1s not part of the firm’s name, then the firm’s name
should be the first line of the address.

Requester Address

Spiro Serras, of (Wilens and Baker) Wilens and Baker
111 Their Office
Aroundthebend, OK 33333

If the address on the request 1s a residential address under the name of someone other
than the subject or requester, you must add ‘c-o’ and the listed person’s name (FIPS will
not allow ¢/0). If USPS does not show the requester or subject name on the request as
living at that address, the mail will be returned. Using ‘c-0’ (in care of) allows USPS to
deliver the mail to that address as long as the person listed receives mail at that address.
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USCIS FOIA INFORMATION BULLETIN

May 23, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added and rearranged information to Section 28.
“Congressional Requests and Appeals”, of the FOIA/PA Assistant’s Guide as follows
(new information in red):

28. CONGRESSIONAL REOQUESTS AND APPEALS

Most FOIA/PA requests with congressional correspondence are written on behalf of a
constituent and are actually a FOIA/PA request for an individual’s records. These cases
should also have an instruction sheet from Congressional, NRC. Simply create the case
according to the directions. If you open a case with congressional correspondence, but
there is no instruction sheet, please create the case as you normally create any other case,
including staffing for the file and creating the acknowledgment letter or final action
letter. After you have created the acknowledgment letter and staffing, or the final action
letter, as appropriate, please send an e- mail to Congressional, NRC. The subject of the
e-mail should be “Congressional Correspondence and the body of the e-mail should be
the control number. Please CC your supervisor. Next, create a discussion entitled
“Congressional Inquiry” and state in the comment field that you have sent an e-mail to
Congressional, NRC. Finally, pend the case.

However, true congressional requests are requests from a congressman or senator for
information which usually does not relate to an alien file or receipt file. The case should
have an instruction sheet from Congressional, NRC. SIG processes true congressional
requests. Simply create the case according to the directions and pend the case.
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We have added another form (Assessment Sheet, second page shown below), to
the USCIS Miscellaneous Documents list in the FOIA/PA Processing Guide as follows:

USCIS MISCELLANFOUS DOCTMENTS
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USCIS FOIA INFORMATION BULLETIN

May 17, 2013

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have changed section 7 1, Certification of agreement of parents or
guardians, of the FOIA-PA Assistant's Guide as follows (new information in red, deleted

portron-ir-strikethrough)

If the requester asserts parentage or guardianship but does not provide proof, we will
close the case as a total denial (TD). For TD procedure, please refer to section 16a, TD
(total denial) Case Closings.

We have changed section 7.5, Certification of agreement of parents or
guardians, of the FOIA/PA Assistant's Guide as follows (new information in red, deleted

portion-a-strkeethroush):

If the requester says the subject 1s deceased and did not provide proof of death, but the
subject is not over 100, we will close the case as a total denial (TD). For TD procedure,

please refer to section 16a, TD (total denial) Case Closings. we-rust-send-forrequesier
l sonr_1E that is the situation—d T fop the file
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We have changed section 23, FOIA Safe Procedure of the Processing Guide as
follows (new information in red, deleted-portion-in-strkethrough). (b)(6)

2. Send the case to Admin and contact via e-mail.
Copy vour supervisor on the e-mail also.

We have changed section 27 25.b, FBI Systems Check Results, of the Processing
Guide as follows (new information in red):

Next, there is no need to withhold a response that does not indicate any result, positive or
negative, such as PENDING or UNCLASS.

We have added a new section 27.25 j, IAFIS and NCIC, to the Processing Guide
as follows (new information in red)

27.25.0 TAFIS and NCIC

Since FBI is the lead agency for both IAFIS and NCIC, does that mean all results
of IAFIS and NCIC are exempt?

No.

We may release criminal history that relates to the subject of record, but we may
not release wants, warrants, fugitive or terrorist information. RAP sheets may
show “IAFIS response” or “NCIC Interstate Identification Index,” but since they
pertain to criminal history rather than wants, warrants, fugitive or terronst
information, we may release them to the subject of record. On the other hand, we
will withhold IAFIS or NCIC “positive” or “negative” because it could have to do
with wants and warrants.

We have added new information to section 27.43.¢ of the Processing Guide as
follows (new information in red)

For exact name or sounds-like searches, please withhold the columns beneath EARM,
DACS or NAIL, whether or not there are X’s. Note the example:
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We are revising Appendix C, Processing Tables, of the Processing Guide so it will
match prior ICE guidance. Where we change it, it is in light blue letters.
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USCIS FOIA INFORMATION BULLETIN

May 16, 2014

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have added information to Section 12.12 1.6 “Blued-in” information, of
the FOIA/PA Assistant’s Guide as follows (new information in red)-

A. If “Retire” had been blued i, it would have been important. We would have used that
inquiry screen to staff from the FRC or RDF if it was retired at RDF. If the Center in the
Accession Data 1s other than the Kansas City area, staff to Non-FOIA for the FCO.
Release 6.1.1.0 of NFTS expanded the Kansas Citv FRC to three locations — Lee’s
Summut, Lenexa and North Kansas City. All three of those locations are FRC staffings
unless the file is digitized.

B. For any FRC other than those three locations, vou should create a Non-FOIA staffing to
the FCO hsted under “Office.” It can be confusing. Please refer to the example at the
bottom of this section, in which you would staff to Non-FOIA Office, BAL.
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USCIS FOIA INFORMATION BULLETIN

O: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN
May 13, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

The wording of paragraph 28.05 of the Processing Guide has been changed (deleted
portion-stricken-through):

28.05 Referring documents relating to third party individuals

If you are processing a case that contains documents that you normally refer to another
agency but those documents do not relate to the subject of record, please do not refer
those documents. The exception would be if consent of all individuals has been given.

Mark as “Out of Scope” any TECS screen prints relating to third party individuals_ in-full
citing (bYTHGY of the FOIA-and exemptions {k}(2} and (b} THEC )} on-PA cases:

Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows
(added portion underlined deleted-pertion stricken-threugh):

When conducting “no record” research, do the query and provide screen prints of
all searches as directed. Open-a RAFACS {not RAFACSCIS) statiing slotenly-
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 case supporting documents responsive-reeords 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-scan RAFACS-enly-responsive recerds,
Pend-the-case prepare a Final Action Letter with ¢losing 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.

Paragraph 12,7.12 of the FOIA/PA Assistant’s Guide has been changed as follows
(added portion underlined deleted portion-stricken through):
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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, SSC/SRC, WSC/WAC, MSC/NBC 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 ancther 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 a
T-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 submutter 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 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
RAFACS-only responsive records. Pend the case.

If there 1s no location information in NFTS. and if NVC 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 RAFACS (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 RAFACS-only responsive
records. Pend the case.

12.7.12.4 . [f there is no information about the receipt-file in NFTS, regardless of
the prefix-of the receipt-number, vou-should-staff to the-ewner-of the receipt-file
and paste it the CLAIMS sereen- This-information-can-be-located-on the
CLAIMS inquiry-sereen-upper right hand corner The CLAIMS-sereen-will-show
“owned-by-"
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Proposed new paragraph

12.7.12.4 As a matter of last resort. if there 1s neither information about the
receipt file in NFTS nor PCQS and you have called National Visa Center and
determined NVC does not have the receipt, vou 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.”

We are proposing a new paragraph, 27.49 Processing Marriage Fraud Interviews /
Stokes Interviews /o be added to the processing guide:

A marriage fraud interview is frequently part of the process of removing the conditions
on permanent residency. If the outcome is favorable, we won’t usually see the marriage
fraud interview in the A-file Ordinarily, we would fully release any question/answer
notes taken during a marriage fraud interview to either party, unless there is deliberative
process.

The adjudicator may divide the notes page in half, recording questions and answers on
the left-hand side of the page, while using the right-hand side of the page to record
impressions, opinions and deliberation. In such a case, you will normally withhold the
right-hand side of the page, citing Exemption (b)(5) of the FOIA, or Exemptions (d)(5) of
the PA and (b)(5) of the FOIA if the case is PA.

Even though we would fully release the interview under normal circumstances, you must
still evaluate for the possibility of other exempt material. For instance, you may find
clearly unwarranted invasion of personal privacy of one of the parties, depending also
upon circumstances within the file, for example, matters having to do with VAWA or
asylum_ If you are unsure, please consult your supervisor.
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USCIS FOIA INFORMATION BULLETIN

May 12, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated section 12,1816, Creating Staffing and Acknowledgement
letters for ELIS cases, of the FOIA/PA Assistant’s Guide as follows (deletedinformation

w-strtleethroneh, new information in red):

12.18.16 Creating Staffing and Acknowledgement Ietters for ELIS cases
(The vpdated slideshows, Reses pfermaten

PCQS ELIS Research Staff Redact ELIS and ELIS Research Staff Redact - PCQS can
be found at O:\FOIA\FOIA Library‘Case Create References, also in Connect and ECN).

12.18.16.1 Find the IOE Number

Whenever you create a case, please check both the ELIS and ELIS2 blocks in PCQS to
search for ELIS information,

Sourch Grltorins |igin waior w17 Sest

Alien Homber: | A0H0H0ANY - coms
HE X A
00

oL aman i agd P eQiRUon-Citan |

BHR
FiOOLAS 3 P pISCORMACS  © FDISE
Saah 0 Rased Fomm

If you get a response of “Person Found In: ELIS,” please click twice to get your IOE
number.

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

T ROENY
S MEAS
TR

4214



Frokiesi £ st

Click twice

You'll come to the page below. Please copy the IOE number

Copy IOE Number

12.18.16.2 Determine Requester/Case Open or Closed

To determine what language (if any) gets copied and pasted into the Staffing and
Acknowledgment letters, you have to know two things:

1. Is this a self-request or a request from Attorney/Representative/Others?
2. Is the case open or closed?

You can see if the case 1s open or closed on the ELIS Case Info screen. If you double-

click the person’s information in PCQS (same place where you copied the [OE number
above), the “Primary Applicant Summary” default screen will display.
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“Primary Applicant Summary” is the default
screen — Elease click on “Case Info”

 Prnary Auplant Surmary

Acconnt 1) ;
Last Name <
Fiest Hams
Middle Rame
Birthdate i
Race

Country of Citizenshp Foreig
: Passport Numiber

Passpurt Tasoing Coantry Foreign
Flren Nunber A8
Advission 1

Social Secarity Humber NOKYA
Receipt Humber 108

Please click to display the “Case Info” screen. On the left side of the Case Info screen,
you’ll see a category called “Case State.” Across from the Case State, you'll see one of
four options:

A. Accepted
B. Optimized
C. Reopened
D. Closed

If the case state is accepted, optimized or reopened, the case is open. Closed means
closed.
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A*ase State’ of
Accepled,
Oplimized or
Reopened = Open

?wre

flecewr Nz;mher e
Heeipt Date H
Account BB 1
CAHR? Indhoaler

Imeniggration Chassifrati T
Rl Code

e, Case Priprity Tode
T Case State
Case SubStaus Revinw Dyte
Case Sustype Code

Case Refationship Active Indicator
{3se Relativnship Type Code

12.18.16.3 Create the Case/Put IOE Number in Topic Line

o Fill out

the FIPS worksheet as you normally weuld except paste “IOE” and the number into the
“Topic” line on the FIPS worksheet.

Subieet tofompion
Fz sz

1013 Numb

S Byt

NOTE: Putting the IOE number in the Topic line is the only way we have to track ELIS

and ELIS2 cases.

Next, you’ll either create an SSC or ESC staffing.
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12.18.16.4 Create Staffing and Acknowledgment letters

If the A number is between 30 and 70 million, please create an SSC staffing (Immigrant
Visa case, Form OS-155A)

Create an ESC staffing for any other A-number (Form 1-539, Application to Extend or
Change Nonimmigrant Status).

H - - " 3 » o - -":"':' Y '-":'
pages of the SSC or ESC staffing letter, please replace the “Alien #” with the term IOE
and the number you copied from PCQS as shown here:

ATTI wiz ool
VSCLEOLAFTLERER Replace the
FROM: NRC FOLATA A-niumber
SUBIECT: Freedoan of lad Fibequy At Preguest WROSBOIHOGHS "leth the' 35;\
Adrers 10T g

Subjort MNaume; Pleatv Nowea

If you have a self-request, whether it is open or closed, you will replace the Staffing
letter’s second bullet, first sentence with the following language:

“Send copies of the on-demand point-in-time snapshot, approval notice and any
documents that were scanned and uploaded by an internal user to the FOIA office.”

NOTE: Leave the second statement, “DO NOT MAKE REDACTIONS,” as is, after the
language you inserted. Do not delete.

Delete the first
part Of the The potached FOLAPA rapueatis Foraarded to vour affies for soting Doe to tha soebiect marte, ihese fa g
Leigl: gobabiliay v e vl beve cocoeds tespnanale g g,
Second bullet ']‘f sll ) ".? :\D‘h(ﬂ ol F1 L3 e 1 ﬁ} PLRIEE T Jar ; A
{shown in
T e

Replace it with

the Sentence et For voud action. Kise FOTA Sratt will not rolcase those finms a0 Muticascd with o
furtler discmssiciw with yeu.

sidiiet o vhercyls sesnety for 028 msg oarive eeendz ohaeieeliiy fo, seed wirtiin Due funntice]
ok vy aifie

oz S

b 33
BO NOE AMARKE REPACTIONS,

.
ShOWﬂ IN# 'ﬁé v Cenbast b e sbowhd viw crpet vons segreh e T onererd thier Batintae fhe tinadessdes of
paged be duenwst 280,

If you have an open Attorney/Representative/Others request, please follow the same
directions as the open or closed self-request above.
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However, if you have a closed Attorney/Representative/Others request, simply replace
the “Alien #” with the IOE number you copied from PCQS only. Do not insert the
language mentioned earlier.

Replace the FROM: NPT POIATA
A-riumber RUBIRCT: Presders of Informastion Frivacy At Request NRCUER0S

B e ety et

 Sebyect Name P

The pached POLATA sequest s lorwanded ts veur oftiar For aotisn. Due 1o the tubjes s maatben, thisc iy
Ligh probabilfity your oifics will bave recosds yesponsive o the srouest

ersve

¥

i

with the =

v Pleass sondu f aeroagh searvh for all woss nsive revonds phusiealv i and wilin the Denctisoel
pueview of vour i,

* Send z vopy of sll razponsive dogumnentstathe FOLA 0iffze iu thels eutivary. DOROT MAKE
REDACTIONS,

Different language will be inserted into the Acknowledgement letter, but will follow the
same pattern as above. An open or closed self-request will be treated the same as an open
Attorney/Representative/Others request.

Please insert the following paragraph after the “fees” section in the Acknowledgement
letter:

“From the USCIS Electronic Immigration System (ELIS) you may download:

(1) the case intake snapshot, documents uploaded in response to a Request for Evidence
and correspondences (G-28 Representation or Withdrawal request) from the View My
Cases screen; and

(2) notices, if any, from the View Messages screen.

NOTE: Since you can download the USCIS ELIS content above, we will not be
providing this material in our response to you. However, if you are unable to access

USCIS ELIS, please follow the instructions below to request your USCIS ELIS content.”

See the following example:
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& Department of Homssdand Sovwrity Regulatos 6 CF R § 3305 v mquest s

1 as igpeernend fonay any nes thad teay e citugeable ap W 2300 Faes i
ingfor reconds y\nﬁizm the sspeotive clorival. Iﬁuiws innal, apdior masaned il eares of
EERECEPRUEEE Y aastar Sour. 2t Lor c..‘pii"a*sr,s of qopies b therate of S 10 per sopy. The fhust
1} ropivg wndd e bours of seaarh Hane e st argrd. and the maining roussnal t’hasgs,siof seareh
and dogHontion st eceed $1430 bofoee we will shasge vouany s Blost roquests do met e ane
fees: however, IF Bors in oxeass of 838 08 nre requised, v will motify cou beforehand.

i aaandan wi
degmaed o pelst
c}:a_rgerl tay searehd

Please insert {cut
and paste) this
v Janguage below
the fees
paragraph —telis
the requester what
he or she ¢an
download

If the Attorney/Representative/Others case 1s closed, do not make any changes to the
Acknowledgment letter.

Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and
copy Tracy Bellisime, The subject of the e-mail should be “ELIS staffing” and the body
of the e-mail should be the case number.

12.18.16.5 ELIS Staffing / Ack Letter Decision Table
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USCIS FOIA INFORMATION BULLETIN

O: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN
May 6, 2011

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as
a communication tool regarding current information of use and interest to USCIS FOIA
personnel. The intent of the bulletin is to improve ¢onsistency and timeliness of
information. See your supervisor if you have any questions about bulletin topics.

We have numbered the paragraphs of the FOIA/PA Assistant’s Guide for the same reason
we numbered the paragraphs of the Processing Guide: page numbers frequently change
when there 1s a change or new paragraph added to the gmde, and numbered paragraphs
can help avoid confusion.

The wording of paragraph 5.01 of the Processing Guide has been changed (changed
portion is underlined):

5.01 Consent relating to records concerning a minor or person judicially
determined to be incompetent

If a parent s filing on behalf of a minor child, 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 the requester as a legal parent. If guardians file on behalf of their
wards, they must submit proof of guardianship, No ¢onsent is necessary from the minor
child or the person judicially determined to be incompetent. however the parent/guardian
must provide his or her own verification of identity that is notarized or signed under

Minors may request their own files; they do not need consent of their parents or
guardians to do so. Attorneys may represent minors also.

Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant’s
Guide has been changed {changed portion is underiined):

If a parent 1s 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 1s necessary from
the minor child or the person judicially determined to be incompetent, however the
parent/guardian must provide his or her own verification of identity that is notarized or
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signed under penalty of perjury [6 CFR. § 5.21(e)]. 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-iles of the FOIA/PA Assistant’s Guide has been changed
(changed portion is underlined):

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
1s a T-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
FOIA/PA Assistant’s Guide has been changed (changed portion is underlined)-

12.7.3.9 If the A-file is lost but other records exist (such as receipt files we
would normally request or other a-files, including T-Files, wherever they may be,
including NRC) 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 onginal 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 1s lost. Your case will close as a PD even if no redactions are
made. Thank you.
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APPENDIX H: CASE CREATE FLOW CHARTS has been added

to the FOIA/PA Assistant’s Guide, the charts follow:

Case Create Flow Clhart for All my recorls,

Did requester provide an A number or receipt namber?

¥

NO?

Da we have the rest of the required PII?

Do we havethe rest of the required PIT and you can

(DOB, COB?) find one and only one exact match based on PI17
Ves? | wer
T i Go out for A4 andlor
; v " peion #
Do we have consert and verific ation? Do we hawe consert and verification? | N Go out for P11 only.
¥ ¥ .
¥ ¥ No | | Yes I :
ve? | | NO? | | | Go out for
| "| consent /
¥ L venfication and
Does the A number or receipt Go out for consent/verification. russing P11
number match the PII m CIS?
Y ¥
YES? NO? = ; Search for the correct A file or
receipt file.
¥
Are you staffing for an —
«p jl;le o rece?pt file? Wag another A file or receipt file
' found?
Y ¥ ; 7
A-File Recetpt file | Voa? | ‘ o~ ‘
" Start over using the Draft NR letter
: new A number or and put in U/C
recempt number for a second
J under the yes Search.
Consolidated into an column.
A file?

|

Yed?

Venfy filz
location 1n
NFTS/CIS and
staff for A file.

No?

If not at NVC, staff to originating office

NSC:LIN.

(ESCYEAL, SRUHRC, WEC/ WAL, MS{'NBC m1
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{'ase Create Flow Cliart for Spectfic Docs

Wher s the vaquester asang far

¥ ' v ' L) ' '
Enrre Exat Voluntary Receipt Files 1030’ YisaInfo. BLB. visirar, £xitinal listor . ar1ests not at che
Dlepattmes. arrests 3t the hotde T, border, deportanon, F, 7.3 Vs,
[, SEVIS.
L] . ¥ . L 1
Wis L mrber 22on Jed? Istoe tepeser he petfuozr - the 2 ceueder provide an A reer? Was Arte provideds
¥ ' setieficly ¥ I , ¥ 7
1
Tog | — v ow e w Doy | |
7 y ' Fettoner Benshoery | ! i 7 ', 7 7
| 1 i
L weaawe Syt fr | Y L L Dawa Doasewss | | Cowsie Sprek fr g
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HTS fur mlissing (e [ [NO | Tes || Koo | v | NFTSr g
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APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added
to the FOIA/PA Assistant’s Guide, the charts follow:
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USCIS FOIA INFORMATION BULLETIN

May 5, 2015

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance
and Customer Service Group as a communication tool regarding current information of
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve
consistency and timeliness of information. See your supervisor if you have any
questions about bulletin topics.

We have updated alink in Section 8.21, SITUATION: Record at National
Archives and Records Administration (NARA), of the FOIA/PA Assistants Guide as
follows (deleted-nformatonti-strcethrensh, new information in red):

8.21 SITUATION: Record at National Archives and Records Administration
(NARA)

If the subject meets the criteria listed in section 6.3 4.6, continue with the steps listed
below:

A. If NFTS 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.

B. Please select Final Action Letter and select NA: FOIA or PA not applicable.
Please refer to section 14 of this guide.

Replace the body of the Final Action Letter with the NARAHistorteal-Reeord

National Archives Letter located at K\ZO%RSCNRCOQ\CM{H@@\P&&\FO{A

Q:\Foi \FOIA LIBRARY\Ca§e Create References\Natl onal Archl\;e doc

C. Create a Discussion with findings for the Up-front Approver.
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(b)(7)(e)

We have added a new section, 27.55, Identifying Robert Schofield/Hidden Patriot
Cases to the FOIA Processing Guide as follows (new information in red):

We have updated paragraph 28.06.a.17. of the FOIA/PA Processing Guide as
follows (new information in red):

28.06.a.17. Refer any State Department document, whether it pertains to a nonimmigrant visa
or an immigrant visa including SEVIS screen pnnts, if 1t bears the following wamning:
Sensitive But Unclassified (SBU) — Information Protected under INA 222(f) and 9 FAM
40,4, This record cannot be transferred or reproduced in its entirety without the
permission of the Department of State — Bureau of Consular Affairs (Visa Services).
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Remember that the scanned document must be a State Department document in order to
refer it. Consider the example below.

Is the document scanned a State Depariment document? We’ve enlarged the document on
he next page. It is 2 copy of an email
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An adjudications officer 1s writing the State Department and asking questions about the
subject of record. This document is not a State Department document, and therefore;
should be processed, not referred.
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(b))

I

From: Shields, Kathy §
Sent: Maonday, April 28, 2014 12:16 PM
To: Shields, Kathy S
Subject: FW: Assembly of Printed New Requests before Scanning them
1. Any internal cover sheet {ex. Track 3 Approved or Denied, or Scan As New Request, Expedited request cover

9 N @ un

sheet) goes on top of the package

The 2-page G-639 or if there is no G-639, the request with required signatures; If page 1 or 2 is missing on email,
send email to requester to re-submit the complete request package

The G-28 which in April has to consist of 4 pages if solely used for certification of agreement signature
(authorization to release records to an attorney or other accredited representative of the individual); if signature
of individual appears in Block 3 of G-639 this is accepted for certification of agreement signature.

Notice to Appear before immigration court dacument; place blank Track 3 cover sheet placed on top and put in
Track 3 Tub in OA room for a supervisor to pick up to review and either approve or deny the Track 3 request,

If there is no Notice to Appear but requester is requesting Track 3 processing, place blank Track 3 cover sheet on
top and put in Track 3 tub in OA room.

Qther supporting documents

Correspondence

Fax cover sheet if one exists

Email is last page(s) of the package

The Blank Track 3 sheet can be accessed for printing at:
S:\FOIA\FOIA QA and CS group\SOP's\Customer Service Group\SCAN AS Cover Sheets\COVER SHEET - TRACK 3 -
BLANK.doc — place on top of these types of requests and place in Track 3 tub in OA room for supervisor review

The Blank Expedited Sheet can be accessed for printing at:
$:\FOIA\FOIA QA and CS group\SOP's\Customer Service Group\SCAN AS Cover Sheets\COVER SHEET - FOR EXPEDITE

TUB N OA ROOM FOR SUPERVISOR REVIEW.docx

Your Batch Control sheets can be accessed for printing at:
S\FOIA\FOIA OA Room\Cover sheets template FOIA related\NEW REQUEST BATCH CONTROL.doc

1
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